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Strathcona Hotel
Policies & Procedures

Subject: Sign in/out & Staff entrance procedures
Revised: February 20, 2013

SIGNING IN AND OUT PROCEDURE
In order to improve the experience of our hotel guests the location for signing in and out is located at the cashier window (Front desk back office).  This is located at the receiving dock/recycling area. 

To enter this area you may buzz the front desk using the buzzer located to the left by the back door.

All staff is required by occupational health and safety regulation to sign in upon commencement of their shift as well as signing out upon completion. No longer will it be allowed to both sign in and out after the shift. 

STAFF ENTRANCE

All staff is to enter the Strathcona through the alley using the back entrance and then proceed immediately to either the cashier window to sign in, to their work location or to the staff area.
No staff is allowed in the hotel lobby except for in an emergency or for a specific guest related issue.

Not adhering to these procedures may be cause for progressive discipline.
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