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Strathcona Hotel

Policies & Procedures

Subject:
Hotel Room Recycling Program



Revised
February 21, 2013
This policy is written in accordance with the laws of British Columbia and is to ensure fairness and efficient handling of all recyclable items collected in the hotel rooms at the Strathcona Hotel.
All recyclable items with a monetary value collected by a housekeeping staff member must be brought to a designated area for sorting and storage. On a weekly basis or as needed these items will be brought to the recycling depot for refund.  Receipt and cash must be brought back and deposited at the front desk. The front desk staff member will post this money to a house account “recycling”.  The funds collected will be shared amongst all housekeeping staff based on hours worked over a 4 week period. (2 pay periods) and paid out through regular payroll.
Procedures for staff/manager handling recyclable items collected in hotel rooms:
1. All recycling items of monetary value to be taken to a designated area

2. Items to be sorted & deposited on a weekly basis by assigned housekeeping staff member
3. Staff member to bring receipt & money to the hotel front desk where it will be posted to the appropriate house account.

4. On a monthly basis the payroll coordinator will calculate hours worked (using 2 pay periods) and complete payment to all housekeeping staff through regular payroll.
In accordance with Strathcona rules, regulations and policies it is our intent to provide a fair and healthy work environment therefore not following this policy will be cause for progressive disciplinary actions.
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