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Strathcona Hotel

Policies & Procedures
Subject:

Hotel Room Usage;

Staff, family & friends and complimentary rooms


Revised: 

November 18, 2015
1. Staff, family and friends:
All staff at Strathcona Hotel has the benefit of booking discounted hotel stays for themselves (must stay in the room) for the rate of $30.00 per night based on occupancy levels and availability. 
Friends and Family of the employee may enjoy a discounted rate at $ 50 weekdays and $ 65 weekends based on the occupancy level and availability.
The maximum length of stay is five nights. Any variance to length of stay must be approved by ownership and reservations must be made through the Front Desk Manager. 

At all times must the employee of Strathcona Hotel represent themselves in a positive manner while on premises. Any miss-representation and / or damage to hotel property will be cause for disciplinary actions. 
This staff benefits can only be used after successful completion of 1month within the company.

Procedure 

1. Fill in a “Staff Hotel Stay Form” (see attached) which can be obtained in the staff room and email or bring to the Front Desk Manager no earlier than 21days prior and minimum 2 days prior to the requested dates. 

2. Front Desk Manager will make the reservation and file the request form for tracking.
3. Any changes to the reservation including cancellation must be done 48 hours in advance.
Procedure for usage of hotel room based on scheduling issues.
Sometimes due to business volumes there might be a need for us to schedule an employee to work a “back to back shift” with less than 6hours between shifts. In this incident we will provide accommodations for the individual at no charge. This can be arranged by the Department Manager upon posting of the schedule or by the Duty Manager as the need arises during a shift.
Duty Manager and or Department Manager must fill in a “Staff Hotel Stay Form” and request a room directly with the Front Desk Attendant and or Front Desk Manager. A reason why the fee is waived must be included.
4. Under NO circumstances can a hotel room be used for any personal use without following above steps.
5. Any staff member requesting to get a hotel room on the same evening must pay guest rate at approximately $ 70.00. This fee may be waived depending on the circumstances and occupancy levels by the Front Office Manager the following day.
Procedure in regards to complimentary rooms by management:
Managers are only allowed to give out complimentary rooms when it is business related. All comp rooms have to be booked through the Front Desk Manager and specific reason as to why the room is of no charge has to be clearly marked on the comp tracking sheet.
STAFF HOTEL STAY FORM
$ 30.00
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NAME __________________________________    DATE OF REQUEST ___________

DEPARTMENT ___________________________________

POSITION ____________________________

START DATE WITH STRATHCONA _______________________________

DATES FOR HOTEL STAY:

CHECK IN: _____________ CHECK OUT: ___________TOTAL NIGHTS: _____

FAMILY / FRIENDS NAMES STAYING IN THE ROOM
___________________________________

_____________________________

APPROVED BY: (approval needed when work related stay)
________________________________________
DEPARTMENT MANAGER/DUTY MANAGER
REASON WHY FEE HAS BEEN WAIVED ________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________


FINAL APPROVAL OF RESERVATION



FRONT DESK MANAGER
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