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Intercontinental Hotel Group Employee Handbook

intercontinental hotel group employee handbook is an essential document that guides staff members across the global
hospitality giant in understanding company policies, expectations, and operational procedures. This comprehensive manual is
designed to ensure consistency, uphold brand standards, foster a positive work environment, and enhance employee engagement.
Whether you're a new hire or a seasoned staff member, familiarizing yourself with the Intercontinental Hotel Group (IHG) employee
handbook is crucial for aligning with organizational goals and delivering exceptional guest experiences.

Overview of the Intercontinental Hotel Group Employee Handbook

The IHG employee handbook functions as a foundational resource that outlines the company's mission, core values, policies, and
procedures. It serves as a reference guide to promote clarity, accountability, and professionalism within the workforce. The
handbook covers a broad spectrum of topics, from employment policies and code of conduct to safety protocols and employee
benefits.

Purpose and Importance of the Employee Handbook

Understanding the purpose and importance of the employee handbook is vital for all staff members: - Clarifies Expectations: Clearly
communicates job responsibilities, behavioral standards, and performance expectations. - Ensures Compliance: Helps employees
adhere to legal regulations and company policies. - Promotes Consistency: Maintains uniformity in service quality and operational
procedures across all properties. - Supports Employee Development: Provides information about training, career growth
opportunities, and benefits. - Protects Both Employees and the Company: Outlines procedures for addressing grievances,
misconduct, and safety concerns.



Key Sections Covered in the IHG Employee Handbook

The employee handbook is organized into several key sections to facilitate easy navigation and comprehensive understanding.
Below are the main areas typically included:

1. Company Mission, Vision, and Values

- Mission Statement: To deliver true Hospitality for everyone. - Vision: To be the most loved hotel company, respected for its
people, brands, and performance. - Core Values: Inclusion, responsibility, integrity, and innovation.

2. Employment Policies

- Equal Employment Opportunity (EEO) policies. - Anti-discrimination and harassment policies. - Recruitment, onboarding, and
termination procedures. - Work hours, scheduling, and attendance expectations. - Remote work and flexible scheduling provisions
(if applicable).

3. Code of Conduct and Professional Behavior

- Standards for customer service excellence. - Dress code and grooming policies. - Interaction with guests, colleagues, and
vendors. - Confidentiality and data protection. - Use of company resources and technology.

4. Compensation and Benefits

- Salary structure and payroll procedures. - Overtime policies. - Employee benefits, including health insurance, retirement plans,
and paid time off. - Recognition and reward programs.
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5. Health, Safety, and Security

- Emergency procedures and evacuation plans. - Workplace safety protocols. - Reporting incidents and hazards. - COVID-19
policies and health guidelines.

6. Training and Development

- Orientation programs for new hires. - Ongoing training opportunities. - Performance reviews and feedback processes. - Career
advancement pathways.

7. Employee Relations and Grievance Procedures

- How to raise concerns or complaints. - Conflict resolution processes. - Disciplinary procedures.

8. Compliance and Legal Policies

- Data privacy and protection policies. - Anti-bribery and corruption policies. - Intellectual property rights.

Understanding the Core Values of IHG

A significant aspect of the employee handbook is its emphasis on the core values that underpin every aspect of the company’s
operations. These values guide employee behavior and decision-making: - Inclusiveness: Embracing diversity and fostering a
welcoming environment for both guests and staff. - Responsibility: Demonstrating accountability in delivering quality service and
maintaining sustainability practices. - Integrity: Upholding honesty, transparency, and ethical standards. - Innovation: Encouraging
creative solutions and continuous improvement. By aligning with these values, employees contribute to a cohesive organizational
culture that promotes excellence in hospitality.



Adherence to Company Policies and Procedures

Ensuring compliance with policies outlined in the employee handbook is fundamental to maintaining IHG’s reputation and
operational efficiency. Employees are expected to: - Follow all safety and security protocols diligently. - Respect guest privacy and
confidentiality. - Maintain professional conduct at all times. - Report any violations or concerns promptly. - Engage in mandatory
training sessions. Regular updates to the handbook reflect changing regulations and industry best practices, so employees should
stay informed about the latest policies.

Employee Benefits and Perks at IHG

One of the appealing aspects of working with IHG is its comprehensive benefits package. The employee handbook provides
detailed information about the perks available, which may include: - Competitive salary and bonus schemes. - Paid vacation, sick
leave, and holiday pay. - Health and dental insurance coverage. - Retirement savings plans. - Employee discounts on hotel stays
and services. - Wellness programs and mental health resources. - Recognition awards and incentive programs. These benefits aim
to support employees’ well-being, job satisfaction, and work-life balance.

Training, Development, and Career Growth

IHG places a strong emphasis on employee development. The handbook details various training programs designed to enhance
skills and foster career progression: - Onboarding: Comprehensive orientation to introduce new hires to company policies and
culture. - Skill Development: Workshops, e-learning modules, and mentorship programs. - Leadership Development: Specialized
training for managerial roles. - Promotion Opportunities: Clear criteria for internal advancement. - Performance Appraisals: Regular
reviews to assess progress and set goals. Encouraging continuous learning helps employees grow professionally and contributes
to the company's overall success.
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Workplace Safety and Emergency Procedures

Safety is a top priority at IHG properties. The employee handbook provides guidelines to ensure a secure environment: - Protocols
for fire, medical emergencies, and natural disasters. - Security measures for guest and staff safety. - Procedures for reporting
accidents or hazards. - COVID-19 health and safety guidelines. - Use of personal protective equipment (PPE). Adhering to safety
policies minimizes risks and ensures preparedness in any emergency situation.

Employee Conduct and Expectations

Maintaining a professional and respectful workplace is critical. The handbook sets expectations for conduct, including: - Upholding
high standards of customer service. - Demonstrating respect and courtesy to colleagues and guests. - Avoiding conflicts of interest.
- Maintaining punctuality and reliability. - Refraining from illegal or inappropriate behavior. Violations of conduct policies can lead to
disciplinary action, up to and including termination.

Legal and Ethical Compliance

IHG is committed to operating ethically and legally worldwide. The employee handbook emphasizes adherence to laws concerning:
- Data protection and privacy. - Anti-bribery and anti-corruption. - Intellectual property rights. - Fair employment practices.
Employees play a crucial role in upholding these standards daily.

Conclusion: The Importance of the IHG Employee Handbook

The intercontinental hotel group employee handbook is more than just a policy manual; it embodies the company’s
commitment to excellence, integrity, and employee well-being. By thoroughly understanding and adhering to its contents, staff
members contribute to creating a positive guest experience, fostering a respectful and safe work environment, and supporting



IHG’s global reputation as a leader in the hospitality industry. Regularly reviewing updates and seeking clarification when needed
ensures that employees remain aligned with organizational standards and continue to thrive within the company’s dynamic culture.
Optimizing for SEO: - Use of keywords such as "Intercontinental Hotel Group employee handbook," "IHG policies," "hospitality
employee guidelines," "IHG employee benefits," and related terms throughout the article. - Structured headers (H2, H3) for clarity
and SEO ranking. - Inclusion of relevant lists to improve readability and keyword density. - Clear, informative content that
addresses common employee concerns and questions about the IHG handbook.

Intercontinental Hotel Group Employee Handbook: A Comprehensive Guide to Policies, Expectations, and Culture

The Intercontinental Hotel Group Employee Handbook serves as the foundational resource for staff members working within one of
the world's leading hospitality organizations. It encapsulates the company's core values, operational policies, employee
expectations, and workplace standards, ensuring all team members are aligned in delivering exceptional guest experiences while
maintaining a respectful and compliant work environment. Whether you're a new hire or a seasoned employee, understanding the
contents of this handbook empowers you to represent the brand effectively, adhere to policies, and foster a positive workplace
culture.

Introduction to the Intercontinental Hotel Group (IHG)

Before diving into the specifics of the employee handbook, it's essential to understand the core identity and values of IHG. As a
global leader in the hospitality industry, IHG manages a diverse portfolio of brands—from luxury to economy—across more than
100 countries. Its mission emphasizes delivering memorable guest experiences, fostering innovation, and maintaining a
commitment to integrity and sustainability.

The Importance of the Employee Handbook

The employee handbook is more than just a collection of rules; it is a reflection of IHG's commitment to transparency, fairness, and
professionalism. It guides employees through their rights and responsibilities, clarifies policies related to conduct, benefits, safety,
and performance, and provides a framework for resolving issues.
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Core Principles and Values

At the heart of the IHG employee experience are several core principles:

Guest-Centric Service: Prioritizing guest satisfaction in every interaction.1.
Integrity and Respect: Upholding honesty and treating colleagues and guests with dignity.2.
Diversity and Inclusion: Valuing different perspectives and fostering a welcoming environment.3.
Continuous Improvement: Encouraging innovation and professional growth.4.
Sustainability: Committing to environmentally responsible practices.5.

These principles are woven throughout the employee handbook and serve as guiding standards for behavior and decision-making.

Structure and Contents of the Employee Handbook

The IHG employee handbook is organized into key sections, each addressing vital aspects of employment. A typical handbook
includes:

Welcome Message and Company Overview1.

History and mission of IHG1.
Brand portfolio overview2.
Organizational structure3.

Employment Policies1.

Equal employment opportunity1.
Recruitment and onboarding procedures2.
Employment classifications (full-time, part-time, temporary)3.
Probationary periods4.



Workplace Conduct and Expectations1.

Professional behavior standards1.
Dress code and grooming policies2.
Anti-harassment and anti-discrimination policies3.
Conflict resolution procedures4.

Compensation and Benefits1.

Payroll procedures1.
Employee benefits (health insurance, retirement plans, paid time off)2.
Incentive programs and recognition3.

Performance Management1.

Appraisal processes1.
Training and development opportunities2.
Career progression pathways3.

Health and Safety1.

Workplace safety protocols1.
Emergency procedures2.
Reporting incidents and hazards3.

Leave Policies1.

Vacation and paid time off1.
Sick leave2.
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Family and parental leave3.
Unpaid leave options4.

Code of Ethics and Compliance1.

Confidentiality and data protection1.
Anti-bribery and corruption policies2.
Compliance with legal standards3.

Technology and Communication1.

Use of company IT resources1.
Social media guidelines2.
Email and internet usage policies3.

Termination and Resignation Procedures1.

Resignation process1.
Exit interviews2.
Final settlement procedures3.

Key Policies and Expectations

Equal Employment Opportunity and Diversity

IHG is committed to providing an inclusive environment free from discrimination or harassment. Employees are expected to treat
colleagues and guests with respect, regardless of race, gender, religion, age, disability, or sexual orientation.

Conduct and Professionalism



Employees should demonstrate professionalism in their behavior, appearance, and communication. This includes punctuality,
honesty, and maintaining a positive attitude. Breaches of conduct may lead to disciplinary action, up to and including termination.

Anti-Harassment and Anti-Discrimination

The handbook emphasizes a zero-tolerance policy for harassment or discrimination. Employees are encouraged to report concerns
promptly, and the company commits to thorough investigations and corrective measures.

Confidentiality and Data Security

Employees must protect sensitive information related to guests, colleagues, and the organization. Sharing confidential data without
authorization is grounds for disciplinary action.

Use of Technology

Company-provided devices and internet access should be used primarily for work purposes. Personal use should be limited and
compliant with company policies to prevent security breaches and maintain productivity.

Workplace Safety and Emergency Procedures

Safety is a priority at IHG properties. The handbook details procedures for:

Fire and evacuation drills1.
First aid and medical emergencies2.
Handling hazardous materials3.
Reporting accidents and unsafe conditions4.

Employees are trained regularly to ensure preparedness and compliance with local health and safety laws.

Employee Benefits and Opportunities
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Compensation and Incentives

IHG offers competitive wages, performance bonuses, and recognition programs to motivate staff. Understanding your
compensation structure and opportunities for advancement is critical for career development.

Health and Wellness

Benefits may include health insurance, dental and vision coverage, wellness programs, and employee assistance programs
designed to support overall well-being.

Professional Development

Employees are encouraged to participate in training sessions, workshops, and certification programs, fostering continuous learning
and skill enhancement.

Work-Life Balance and Leave Policies

Balancing professional responsibilities with personal life is vital. The handbook outlines policies for:

Paid time off (vacation, personal days)1.
Sick leave2.
Parental leave and family support3.
Unpaid leave options, subject to approval4.

Employees are urged to plan leave in advance to ensure smooth operations.

Ethical Standards and Compliance

Code of Ethics

Employees are expected to uphold integrity, honesty, and fairness in all dealings. Adherence to ethical standards ensures the



company's reputation and legal compliance.

Anti-Bribery and Corruption

Strict policies prohibit accepting or offering bribes, kickbacks, or any form of corrupt practice. Training on these policies is
mandatory for relevant staff.

Legal Compliance

Employees must comply with all applicable laws, regulations, and company policies. Regular audits and checks promote
transparency and accountability.

Utilizing the Handbook Effectively

Keep a copy accessible—whether digital or printed—for reference.1.
Seek clarification from supervisors or HR if policies are unclear.2.
Attend training sessions to stay updated on policy changes.3.
Report concerns or violations promptly through designated channels.4.

Final Thoughts

The Intercontinental Hotel Group Employee Handbook is a critical tool that promotes a unified, respectful, and high-performing
workplace. By understanding and adhering to its policies, employees contribute to the company's ongoing success and uphold its
reputation for excellence in hospitality. Embracing the principles outlined within this handbook not only benefits personal career
growth but also enhances the guest experience, fostering loyalty and trust in the IHG brand.

Remember, your role as an IHG employee is integral to the company's mission of creating memorable moments for guests
worldwide. Stay informed, act ethically, and strive for excellence every day.
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Questions & Answers About intercontinental hotel group employee handbook

No Question Answer

1 What are the key policies outlined in the
Intercontinental Hotel Group employee
handbook?

The IHG employee handbook details policies on code of conduct,
attendance, dress code, confidentiality, anti-discrimination, and safety
procedures to ensure a professional and respectful workplace environment.

2 How can I access the Intercontinental Hotel
Group employee handbook?

Employees can access the IHG employee handbook through the company's
internal HR portal or by requesting a digital or printed copy from the HR
department or their manager.

3 Are there any recent updates to the IHG
employee handbook regarding remote work
policies?

Yes, recent updates include guidelines on remote work eligibility,
expectations for virtual communication, and health and safety protocols for
employees working remotely, reflecting the company's adaptation to current
trends.

4 What are the disciplinary procedures
outlined in the IHG employee handbook?

The handbook describes a progressive disciplinary process including verbal
warnings, written warnings, suspension, and termination, depending on the
severity and frequency of policy violations.

5 Does the IHG employee handbook include
information on employee benefits and
wellness programs?

Yes, it provides details on benefits such as health insurance, retirement
plans, paid time off, employee discounts, and wellness initiatives designed
to support employee well-being.

6 How does the IHG employee handbook
address diversity and inclusion?

The handbook emphasizes the company's commitment to a diverse and
inclusive workplace, outlining policies against discrimination and
harassment, and promoting equal opportunity for all employees.

InterContinental Hotel Group, IHG policies, employee guidelines, staff handbook, workplace conduct, employee benefits, code of
ethics, HR policies, employee training, IHG compliance
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