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Hotel Staff Rules
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The staff should be regarded as the most precious resources and treasure of the restaurant.

The restaurant will be 24 hours in business everyday and the staff in shifts have days off based on departments.

The staff should be on duty 5 minutes in advance, but 5 minutes late to clock out. It is not allow to help

others or ask someone else to clock in and out, if any, a written warning.

Some overtime can be arranged as required based on discussion with the staff.

The staff should take annual leave in one or two times before the due date. If exceeding the time limit, the

staff would no longer enjoy this leave.

After one year' s working in our restaurant, the staff reaching the age of late marniage (male: 25, female: 23) can apply
for marriage cerficiate with reference letter issued by relevant filing organ and enjoy 3 days for wedding leave and 7
days for late marriage with a copy of marriage certificate. The leave should be taken within six months since the marriage
registration date, otherwise out of effect.

Private affair leave will not be counted in hours, but in half day (including shorter than half a day) and a day
(including shorter than a day).

One day public leave for medical examination before marriage as approved by the birth control department.

Due to the nature of this line, female staff in the front line in pregnancy for 5 months should be arranged

to appropriate position in the second-line till the 7th month. If any difficulty in arrangement, pregnancy leave is
allowed; Female staff in the second-line can apply for pregnancy leave after pregnant for 7 months.

Female staff with a baby under one year of age in lactation can enjoy one hour” s feeding break everyday. Each feeding
break of female staff and workers who have borne more than one child in a single birth shall be extended by one
hour for each additional baby borne.

Female staff will enjoy 15-day leave for first birth control operation (bearing index and hospital diagnosis
certification required). Otherwise, regarded as sick leave.

The Staff can enjoy two free meals in staff restaurant, but family members and friends of the staff are not allowed
to have meals in the restaurant.

All staff should fulfil your responsibility to ensure the satisfaction of the guests and to realize the pespective of the
restaurant.

Condescension pushes us to regard the guests in the first priority and keep confident but not arrogant when serving them.
Try all means to meet the needs of the guests to make them happy.

The Staff should cherish the work clothes of our restaurant. Male staff should wear Western-style suits with necktie;
female staff are not allowed to wear skirts shorter than 10 cm and clothes without sleeves, but professionally and
gracefully. Socks should be varied by positions, black for male, freshcolor for female.

Accept with pleasure and thanks for the fee by the guests, regardless of the amount.

Immediately report to public security department if find any suspicious or malfeasant people or affairs.

If fire occurs, immediately lead the guests escape from the nearest and safest exit. Remember to close all the doors
behind and ensure that no colleagues around (e.g. toilet).

All staff should take bath and brush teeth everyday, with hair washed every two days to ensure no peculiar smell
(perfume can be used). Keep short and clear nails.

Female staff with hair longer than the neck should tie up the hair with simple headwear in dark color (black, dark blue
and dark brown), with bang above the eyebrow; hair on the temples should not cover the face; fixature and mousse
should be used appropriately.

No staff is allowed to wear more than one finger ring (no staff in the kitchen is allowed to wear any) and striking watch,
but a conservative one. Male staff are not allowed to wear ear rings and nose rings; female staff are only allowed
to wear ear nails.

Male staff should always shave to keep clean, beard is not allowed (moustache, whiskers, sideburns, goatee, etc.)

Female staff are required in bright and natural makeup, with lipstick, eye black, kohl, rouge and nail polish in natural
color.

Female staff should wear shoes with heel between 1 to 1.5 inches, long socks in fleshcolor only, no colored or textured,
no close-fitting; The neckline should not be too low. The clothes should not be too thin and transparent.
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