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Your Hotel

Orientation Checklist, New Staff
  1.
Did you review our Orientation Manual and was it explained to you? 

  2.
Was your wage explained to you and were you given a job description?

 3.
What is the policy on wearing name tags?

  4.
Where are employees permitted to park?

  5.
What entrances and exits must employees use?

  6.
What is the policy on removing items from the property?

  7.
Explain the time sheet policy used at Your Hotel?

  8.
What is the policy for calling in sick?

  9.
Where are employee's personal belongings stored?

10.
When do employees have access to the storage area?

11.
What items cannot be brought to work?

Your Hotel Orientation Checklist, continued

12.
Can employees be asked by management to open personal storage areas for inspection?

13.
Where is the employee eating area?

14.
When do employees get meal and snack breaks?

15.
How much time can be taken for meals and breaks?

16.
What do employees pay for meals provided by the catering department?

17.
What is the policy on smoking and snacking when on duty?

18.
Where is the smoking and snacking area on the property?

19.
What is the policy on making and receiving calls at the property?

20.
Are employees allowed to use recreational facilities?

21.
Are employees allowed to use the lounge? When?

22.
What is the policy regarding employee's friends being on the property?

Your Hotel Orientation Checklist, continued

23.
Are employees allowed to cash payroll and personal checks on property?

24.
What is the procedure for taking time off?

25.
What is the policy regarding staff meeting attendance?

26.
How much notice must employees give before taking vacation time?

27.
Are employees ever requested to change vacation times?

28.
Are employees restricted from being in departments other than where they work?

29.
Who on the property should be contacted when media representatives request information?

30.
Are employees restricted in the type of information they may give to reporters?

31.
What is the policy on discussing company business with outsiders?

32.
Discuss emergency procedures to follow in the event of Natural disasters?

33.
Discuss emergency procedures to follow in the event of bomb threats?

Your Hotel Orientation Checklist, continued

34.
Discuss emergency procedures to follow in the event of building collapse or explosion?

35.
Discuss emergency procedures to follow in the event of fire?

36.
What safety regulations and requirements must employees adhere to when operating equipment on the job?

37.
What should employees do if injured on the job?

38.
What should employees do if they witness a guest injury?

39.
List other policies of the hotel which affect employee performance.

40.
Were Health and Safety Issues Explained? WHIMIS, First Aid Stations, Proper Work Methods


Accountant
Employee
Date
If items are not complete, this form is to be given to the General Manager. When complete it will be placed in the employees personnel file.
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