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Best Practices
Section 1, Personal Data
Host first name

: 

Host family name

: 

Position


: Executive Sous-Chef
Department


: Kitchen
Host ID


: 

Date of birth

: 

Date of joining

: 

Phone number (home)
: 

Phone number (mobile)
: 06-6879308
Comments:

Section 2, Training Plan
Welcome Suthep to your new career, 
at .
Resort & Spa training plan lay-out for ………



Suthep induction check list

	Induction
	Done 
	 
	 

	
	Not Done
	Trainee's Signature
	Trainer's Signature

	1.      Welcome
	 
	 
	 

	a.   Has been through tour of the whole department
	 
	 
	 

	b.  Briefed on Who Is Who & Hierarchy
	 
	 
	 

	c.  Briefed and know Reporting Structure
	
	
	

	2.    Mandatory Brief
	 
	 
	 

	a.  Briefed on Fire Procedures relevant
	 
	 
	 

	b. Briefed on First Aid Facilities/ First Aid
	 
	 
	 

	c.  Briefed on Code Black relevant
	
	
	

	d.  Brief – Dangerous Equipment if any & Care
	
	
	

	3.    Administration
	 
	 
	 

	a.  Timing/ Off Day/ Leaves/ Sick Leave
	 
	 
	 

	b.  Intending procedures if applicable
	 
	 
	 

	c.  Training In Place, Goals & Objectives    
	 
	 
	 

	d.  Procedures/ Policies
	
	
	

	e. Uniform
	
	
	

	4.    Important Information
	 
	 
	 

	a. Hygiene Specific Inputs
	 
	 
	 

	b. Care during Chemical Usage
	 
	 
	 

	c. Focus on environment and relevance
	 
	 
	 

	 d. Guest/ Host Comment 
	 
	 
	 

	 e. Any special instructions in place
	 
	 
	 

	 f. Relationship with different departments
	 
	 
	 

	 g. Grooming Standards
	 
	 
	 

	h. Job Description given and explained
	 
	 
	 

	i. Initial Training Plan given
	 
	 
	 

	j. Do’s & Dont’s of department discusses 
	
	
	


Confidential





Phase 2 (15-30 Days)





Subject�
By Whom�
Trainer’s Signature


Date�
�
1.Common Tasks


*Please refer to attached check list 


*For supervisor please also refer to Supervisor Tasks checklist


�
�
�
�
2. Focus on You (By HOD)


*Feedback on the Host & Performance


 *Discuss  Areas that require improvement


*Set future goals & objectives, Explanation of  the certification & employment confirmation


*Future Training programs�
�
�
�
3.


*Department’s Mission


*Departmental Briefings


*Main Objectives


*Team efforts direction














�
�
�
�






Phase 4 (3rd to 4th Month)





Subject�
By Whom�
Trainer’s Signature


Date�
�
1The ……..


* Module 1 (all hosts)


*Module 2 (all hosts)


*Module 3.1 (Only FOH)


*Module 3.2 (Only FOH)


*Module 4 (All Hosts)


*Module 5 (Only FOH)

















�
�
�
�
2. Certification


*Phase 1 Certification


*Phase 2 Certification


*Phase 3 Certification


*….Resort Certification�
�
�
�






Phase 3 (2nd & 3rd month)





Subject�
By Whom�
Trainer’s Signature


Date�
�
1Indepth Dept. Training


*Job Tasks


*Dept. Best Practices


*Dept. PnP’s


*Dept. SOP’s


*Responsibilities


*Additional Task list relevant to Job Position if any











�
�
�
�
2. Hotel IQ





�
�
�
�
3.  Communications Certification (English)


�
�
�
�






Phase 1 (1-15 days)





Subject�
By Whom�
Trainer’s Signature


Date�
�
1. Induction to the Company


*…. Resort Way


*Cultural awareness





*Resort Jargon


*Can Do Commitment


*Organizational Structure 


*Health & Safety�
�
�
�
2. Induction to Department


*Department Structure


*Department tasks


*Department Jargon


*Department Basics a& Procedures


*Schedule & Uniforms�
�
�
�
3. Intro. to other depts.


*Cross exposure to related departments. E.g. Service & kitchen, HK & FO�
�
�
�
4. Job Description


*Job tasks


*Responsibilities�
�
�
�









