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Dedication

To the spirit of my father, the guiding leader
My father gavemethe greatestgift in life beforehe left me
alone.He believedn me andtrustedmy ability to achievesuccess
My father establisheahe strengthof beliefin my abilities and
self-reliance
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IN THE NAME OF GOD THE MERCIFUL

There is not for man except that [good] for which he strives* and that his effort is goingto be seen* then
hewill be recompenséor it with thefullestrecompense&ndthat toyour Lord is the finality.

1)

2)

3)

4)

5)

6)

7

8)

9)

The Noble Qur'an

Books& Referencesnamesusedin this study
Europearhistoryfrom the Renaissancandeventhe FrenchRevolution15001789
Ketorauthored MohammedSaleh......modernEuropearhistoryprofessor

Thethreator reality of Islamicsheep
Author/ JohnL. Esposito....translatedy Dr. / AbdoKassem.

Administrationbetweersuccessndfailure
Author/ RobertF. Hartley....(Sixth
Edition).

Managemenpractice
Author/ PeterDrucker,authorof the bookpostcapitalist

The difference between the administration and management
Written by Dr. / Magdy Tamimi.

101 of thebiggestmistakegnadeby managersndhowto avoidlocated
Author/ Albert andMary Clay Carr.

Secret®f thestockexchange
Authoredd/ MichaelKovel .. Translation RashaGamal.

Inclusivein theasset®f usury
Author/ Rafig YounisRafig.

How to build andmanagea successfubusinesseam?
Author/Dr. Ibrahimal-Figi

10) NFPA- National Fire Protection Association, Wekeliaks website, OSAC, HSWG &

AHLY.

Greetingsto who taught me and work on my careerand experience
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Introduction:

If you askmeaboutthe besin Dubai,| will saythatit is thelocal peoplethemselves whbhavemanagedo fit
differentracesand culturesnto oneidentity to build asuccessfusociety.
May Allah blesssaveandprotectDubaifrom anyharmAmen.

T h e meddubtthatto completeanystudyor projectwe haveto know all detailssource.
Reasonsor securitysystem:

Securityfunctionis veryimportantpartfor all the organizatiorof anyinstitution,i tbéce®memoreor
lessfocusdepend®n the natureof theregionsecurity,

w lievein th reer of ri

We love what we do, we belong in security, each officer seen is my team, he knows his stature and
fatigueis thevalue ofeveryeffort, he believeshatoneday hewill be atthe helm ofthis careersoevery
challenge he faces will undoubtedly pass his fair strides, it is only a matter of time, we learn from good
and bad management most importantly that my team is my identity, many of whom have worked in this
careerdid not chooseto be security(work to supportthefamily buttheydon'tlike whatthey aredoing

so for them it is the most hard work ever, if we love what we are doing no stress no pressure), let them
believe in the security profession, let them know it is as valuable and important agehe #igsa

pleasurdo share attacheahty book namedhesystem.

The information Included in this presentation from specialized studies, references, websites and some
personal insights we learn from the great honors leaders we work with them as welhew tificers.
Successfuin balancingour beingunderthe greatsystemwith a personavliew of the process, ifve

closeto the systenit will beanaggressiveoutinewithout creativityandif we closeto the personalityit

will be unprofessional, If you want to get to know someone, ask who works under his supervision, them
knowshis philosophyandniche, everyone musiavea visionof his career.

Assessment is a science and an art at the same time, expressing an ornensom based on a
situationis wrong as its asuperficialand unprofessiona@valuation

Choosing assistants who have a different point of view will lead to a greater and more comprehensive
knowledgeof thingsandseeingheanglesand opinionghatmight best explain ifput your assistanand
yourteamon thetableandtake thenopinions thatvill feelloyal to theteam.

There is a possibility that you may be right or wrong, hope it is useful for those who interesting and
believein the careerandprotectthe systemsharingwhat wearestudying andearningwill leadto more
succesé our life.

How to create a healthy work environment by appropriate fair team assessment which will lead to
smoothrunning of the operation.

It is very important for the employee to feel that his work is visible and appreciated, because if he

notices that other employees do not put effort and dedication to work, and the month ends both are equal
(whether glorious and hardworking his work or leegand lack of interest) in front of the management

will be disappointed and the company will begin to lose skilled employees, and the efficiency and
guality of employees wildecrease.



Pointsto be placedgraduallyaccordingo theimportanceof thetopic, detailsbut briefly (issue date&
time), the employee is confronted on the time to
equallyamong employeda amanner thafjuaranteefairnessin appreciation angunishment.

Administraion is ascienceandorganizationconductsa detailedfair professionahssessment.

It should not be a cortical assessment that takes into account mistakes that need to be pointed out and
workedto correct,suchasthe employegrassingheindividual departmerdirectiveonthefirst months

and then reported that he/she has failure and underperforming, the flower | planted should not be
criticized, also should not overlooking employee's mistakes and turning a blind eye to them for non
professional reasons whighaylead toterrible results.

It regulates the relationship between the employees and them supervisors, so that no employee will
complains about his superiors who use their powers aggressively with them by persecuting and
penalizingthem for unintended small mistakes, as well its support the supervisors of tracking the
mistakegyraduallycountedsothatwe canfind the unqualifiedemployeeslisturbingthe systemin order

to have a plaiby developing and improving their performance, because by falfpthrough the
supervisors observation for the employeesd mistak
overcoming the stage of mistakes and lack of integration with the team and apsuettizsks and
responsibility of he/her job in a way that ensures their giving in the future, either in the case of No real
response and interaction with the performance improvement plan, to be highlighted to the management
for action withregard beabarmoned taeformtheteam for success of the entipeatsystem

TheFourEvil Mistakes

AcCorruption: accepting a bribe, used the work facilities for a personal benefit sharing the company
confidentialinfo for reasonimoney

AHarmto the CompanyBusiness: negdencecausesargeamountioss/ big propertydamage

ABrokenthe Site Operationintentionallymistakesdidn't follow the companyrulesandregulation/
againsthecompanypolicy and procedures

APersonabffense:harassmerinvolvedin theft case physicallyfighting with guestsor colleagues

Don't be afraid of failure

As there is no day without night, nor flowers without thorns, nor spring without autumn, as well as no
success withoutilure.

Sometimedailureis theonly wayto success.

Gettingrid of the knot offailure is thefirst steptowardsachieving success.

Loss is not good taste, but we are able to overcome it by making it a beautiful memory.

Takethe losses and staworking again.

Don't be sad about what you went for, but be sad afdoat didn't happen and don't worry about the
missedopportunity, worryaboutthe present opportunity igour hands.

Theproblemis notthat wemakemistakesput the problem ofiow we learnandcontrolthe mistakes.

Them n [i m

Unfortunately some of the classic security system had a bad habits such as Acting like a Police, Routine
not upto-date, no creativity, complicated in communication, fear of facing administration for changes
required, increase the stress and tension ie\zelt will keep the operation smooth, more concerned

with covering up the mistake rather than correcting it immediately, disciplinary action is taken

depending on the person's position, malicious exploitation of service providers, Not offering
apprecianto thosewho deservat for fearof falling in level or lazinessgive strict instructiongo stop



something then gives exception to someone which embarrassing his team's presence of others, secrets
between the team, use the team hostilityresj@ach other to ensure the work dynamic, competition,
supervisingeachotherandsubmittingsecretreports givenunnecessartasksaspunishmentignorethe

system weaknesses areadmdetails, Birthday£ Outing.

As well some of the classic security system selected the team members escéentfic basis, on

physical strength, nationality, Loyalty for manager not institution, follow instructions without
explanation, tracks people without investigation and usechtas a cone in the event, ignoring

devel oping the security guardébés mentality and
securityand hospitality management does remtognizethesehabits.

Smart/ Strong Security System

Smart& Strongpradically andverballyonemeaningor the securitysystemtheyareneverdifferent

and inseparabldyutthereis a gapbetweertheclassicsecurity systemandthe modern one.

Global spending on information security has been growing from 2017 to 2022simgrérom 101.5

billion US dollars in 2017 to 169 billion US dollars in 2022. Most spending has concentrated in security
services, infrastructure protection and network security equipment. The 1970s saw the actual start and
needs of cyber security, it was an important decade in the evolution of cyber security and the advanced
researclprojectsagencynetwork(Arpanet)wastheinitial endeavoin this. Beforeeventheinternet was
created, this connectivity network was constied. The fourth industrial revolution or 4IR the next

phase, including the rise of data and connectivity, analytics humaahine interaction and

improvements in security system, video analytics and virtual reality in the hospitality industry, video
technologiedhave been utilizeth many areascluding security.

There is a misconception in classical schools of management, that it is necessary to build a strong
security system in the property by maintaining distance between employees to avoidgeajvant
exceptions and relationships for personal benefits, the modern smart security system is designed/ uses
technology with simple clear policy & procedures to prevent individuals from using the security
authorityin thewrongway. Classicakecuritysysten did not developing systenthatdetectscheating/

fraud even if was present at the event and to face this huge increase in technology risks, it was a
necessaryo create aecurity informatioriechnologysystenfor theentire organization.

Having a consistent and balanced relationship with employees to get to know them better is useful for a
healthy work environment, the outcomes of interest to balance theory are varied and include job
satisfaction, stress, achieving worker health and sadaty harsh personalities at work like big muscles
only show up in the gym, There are no a traditional catalogs or designs dedicated for the head of
security/ old fashion, now we can meet a successful young strong security chief who has a very kind
personéty, small body and lowpitched voice and a beautiful security manager with the utmost

femininity and delicate, wearing very high heels, there are no longer files and documents in the security
operation officer or CCTV room just receipts/invoices etceo#ll in secure computer data, daily

monthly reports and files in an Excel. Forms, gate passes and incident reports share the application with
the concerndepartmentandthis system haalreadybeenimplementedrom yearsnotcomingfrom the

future.



Manaqging UP and Managding DOWN

Managing Up

Manage your relationship with your manager, convince him of your professional abilities and personal
skills andthatyou area valuableand usefubddition totheteamand thatyou deserveéo behere andio

your best to prove yourself with him, (LET THE MANAGER BELIEVE IN YOU), and to develop a
productive working relationship, learn the management, leadership and communication styles and
preferencesf your manager, increagmur awarenessf your ownbusness.

Managingdown

focus on being an effective manager for the people you are responsible for in an organization, more than
on satisfyingthe peoplewho are aboveou, (MY TEAM.MY IDENTITY), createa healthy

environment for work, your philosophy to be matching with the team goals, show them your vision,

share with them your strategy/ planning for the future, be clear, specific for each position the tasks and
responsibilitiesandbe honestaboutthe challengedacing, put theteamtraining planandfair

assessment, communicate with management to meet the needs of the team to satisfy them to ensure that
the work is carried out with quality and not just with attendance, motivational, gift for employee of the
month remember to celebrate them birthdays, outing at short intervals and make them talk with
confidence in you about what does not satisfy them by working with open hearts and frank opinions that
may open an angle for you that was not clear to you befoeeréakonsibility for the team and use a
distinguished smart method in rewarding and punishing, faellpwo clarify that the performance of any

of themwill beseenandthis is to creatacompetitivespirit in theteam

To Hiring someone, we should askevworks under him, they are more aware of his philosophy and

how he lead the team, as his tactic with the management should be completely agree with what he says
with his employees in closed meetings, given a space to listen and discuss the issygecétbavith
histeam,accepthem suggestioandsharetheir opinionsto makedecisions whichakeinto accounthe

interest of the team as a whole, close to the team in terms of work problems, their personal problems
goes down to the location work by side to his team and follows the operation closely in detail (Don't
focus on the accident, but focus on knowing the cause of the accident and preventing it in the future) to
know the challenges and involve his team in liowolve it, take tough questions, check and ask if

required and then answer, especially about future plans, gather team ideas, guide them and provide full
support, studies the team's mistakes, makes a plan to sort it out to make sure they will natdx repe
Share management appreciation with the team, and celebrate success achieved, tact and presentation are
not enougHor long-termsuccess, the probleimsureto come up onday.

Be vourself

Thepeoplewho saythattheycannot behemselvesisuallyclaim that someonereventghem fromit.
How can this be real? Howan itbeanyoneother tharyourself?

It is possibleto stopbeingyourselfif yourfearfrom contestingherisk .butthenwhat will become
underthetutelageof anyone who does wifirotectyou.

Unfortunately the personwho protectsyou areexpectedo behaveheway you seethat youdisposeof
other.by other wayn whichthatpersorhashelp onlyto follow.

If youareafraidto beyourself,youmaybeintimidatedby theideathat takecareof yourselfor to hold
thereins of your affairs without outsideterference.

If someone wants to authenticéfeendship- quite a bit, but for the purpose of selecting make your
way in life is to preserve the best of the company it can be accaedparhich, of course, yourself), do
not have to rely on the strength of others.



Privacyacceptsas wellasa senseof isolationinherentin himto bereadyto behaveyour wayonyour
own, notas achallenge buas an option.

If youare afraido beyourself,youmay beafraidto raiseyour anger.youfeel theneedto harbor anger
inside you, or you may get angry person who rely on it to protect you and you stay alive, or afraid to
depriveyou ofthebenefitsof something thagéxpressed yourself

Soyou control yourselfafter aperiodstationedn thedepthsof your heart .athattime will hate
yourselffor your sensef weakness, anihferiority, and that yoware not yourself.

It's reallyaviciouscircle.

It was notto fall on it neverif you are as yoare.

You all exhibitionof error,but youhavethefreedomto correct youmistakes.

You mayinjure others butyou areableto apologize tdhem anddealwith theiranger.
Othersmayhurtyou, butyou feeladegree ofnner strengtlare boundo makeyou able tolove again.

Save yourself

What do you see in your favor?

Expressyourself.

Find yourlife andyour waythroughthe nest was unabl® actin your besinterestdo the maximum,
thenyou certainlywill notbeable to act againsgheinterestof any otheiperson.



The History of Security

If you search in google about the history of security you will find the first recordings of security being
implemented into society was in Egypt when pharaohs would hire private guards for themselves and
otherhigh societymembersputonmyopiniont h at 6 s hecause&oneaf theaatual termsnd
conditions in the example from Google, such as the sgdaving the ability to choose between
accepting or rejecting the job, specifying the duration of the work, does the security have protections
andbenefits.

However with professional scrutiny of specialized studies, noticed (on the book of European Histor
from the Renaissance to the French Revolution 15@9, Kittor, written by / Muhammad Saleh,
Professor of Modern European History) the ideas and political systems in Eufopenfifry and

appear in the Kingdoms with the new creatingof the city goveminmvhich is appeared legally and
gradually theltalian city Venicewasthefirst andfamousone( C o mme r c ithalateof@hemigdee s
Ages)Retaineda kind of autonomy.

Theofficersor a privateguardout of themilitary in the governmensystemit wasbelonggo royal
family sinceold erafor protection. As theyconsidetheveryimportantpersorfor society,



With the expansion of communities and complexity system and the disappearance of big family

community or tribe and the appeared of the big human gatherings and start to see the private equity, set
up the sense of an barrier area and declare it belonged to someone not entitled to the one that exists out or
use under any Circumstances, The firgiesgpance of individual legal ownership and the emergence of

what is now called the Real Estate (property registration is a valid legal) was the Americanin the United
Statedn thelate seventeentlentury, bringingo inevitableneedsown guard,

Herewasthe beginningof theemergencef the protectionof lives andpropertyasa servicepaidby
salaryandauthorizedoy managemerdndsequentialsovernments,



Psychologyeffectto the security guard with physical connection:

The formation of a joint links with the mind, purity mental, physical and social a falfp® determine
the level of performance, with the evolution of human life the modern technology has become the
individual demands of the flag beside it relates tdgomance and Physical Appearance forced the man
with the first identification of the ownership of personal to resort to private security and has become
everyondearedfor his special ownershipsbeforeit wasthelandof God andheKing,

THESECURITYSYSTEMSI T ®ISFERENTIN ISLAMIC WORLD THAN OTHERSIN
LEADERSHIP,IDEOLOGYAND SYSTEMATIC

Thecommitmenif securityguardand taslob todesignate:

Follow theinstructiongiving to him

Goodappearancéphysicallyfit, clean tidy, superiority)

Goodcommunicatior( verbalspeakewvith language)

To work in focus level to reduce the mistakes during duty hours and reached the required level
recommendetb experienceetc.

Theharmonywith placeideas

Understoodandrunningwith anychangesy fastandclear

High ability to control himselfwith the pressuravork andnervous

Work in theteamwork circle to ensureo reachedhe successesults

i NS

© NG

Thehumanhe'sthe onecanvalueof theprofessiomota professiorthatdeterminghevalueofhuman.
The world is withessing the great's start by simple professions and them activity impact in their
communitiesandcontinueto remindthemin the history.

Thelegislatordid not putthe Law andSecurityprotectionthemodelsor catalogor aparticularpatternor
aparticularform of the securityguard.

The architecture of the human body itoés from the
and the physical shape and exploitation of human skills and optimal use of the functions ofdahe hu
mind to thefullestin the developmenbf manhimselfeitherto trainingandexercise.



Rehabilitation and training

Avoid the mistakes thinking

Passion

(Contraryto thedutiesof professionatargetecandlinkedto cronyismandnotto seethe mistakesof
othersandjustified,

- Circularandrushto judgment

- Lack of commitmento objectivethinking (avoid themythsandbeliefslike magicandthelike)

- Lack of knowledgeof the subject(the subjectof theclaimwith the knowledgethatit totally ignorant)
- Fascinatiorwith somefactorswhich steppedurface andhowtherealsideexterior

- Unilateralismthinking andnotto involve thegroupin searchr hread

- Lackof commitmento accuracyin theforegroundeportsfor work

- Full convictionthattheright of theindividualis givenasensef greatnesandnotlistento advice

- Inability to cooperatdully, whichlosestheability to adaptandcoexistwith othersandleadto alack of
continuity.

Errorsin his reactionsaspartof thecompanyworkingin isolationfrom the Group/ mentionanyof his
superiors in bad / refused to take his share of responsibility / considering shallowly to the problems /
ignore labor policies / neabsorption of company culture and work in accordance with her / letting
work affectthe/ lack of understandingspectshebig picture.

Two kinds of mistakes

- Personamistakesincludingmistakesntendedandunintendednes
- Mistakesin publicandshow

1- BlurredThread

2- Lack ofholisticexerciseandrehabilitationfor thisitem

3- Existenceemergenciebearthe highpercentagef errors,

There are mistakes, but the mistakes of omission is a most serious mistakes and commissioning is even
worseincludedecisionsandbadactionswrongand ill-guidanceandthe costof mistakespmissionscanbe
identified either mistakes commissioning cost Multiply So some Agae to fines and compensation Lessons
learned from errors in adhering to the regulations so as not to occur, particularly in the light ofprosperity
institutionssacrificingsystemandits laws.



The difference betweenthe administration and training

- Thetraininghasto be thecoachontheamountof specialskill to deliver informatiorwhichis thelink
betweernthesendemndthefutureit is truethatthe defectmaytakeactiononthe plantedin advance

Administrativeperformanceroductionlink
Managementhroughmotivationandself-controlandoptimal approacho thereportsandprocedures
(managementhilosophy)

Compositionof arealworking teamanyorganizatiorandindividual effortsto convertthe overall effort
requiresmucheffort andeveryonanustparticipatein thedirectionof onegoal

Daily functioningrequiresguidingobjectivesior eachfunctionValkhtaemaycausesverybodyandthisis
whatmustbeclearfrom thebeginningof the processegulation.

The length of training is not a measure of the success of rehabilitation but to focus on the points assigned
to work as a specialist and test group that is training and create an atmosphere of competitionbetween
graveltrainees.

The briefing :

Morningfull staff meetingin whichtheguardsresponsibldor thefull allocationof tasksfor thedayandto
avoid the mistakes of yesterday with wishful thinking good luck and success to give support and
encouragemerdf groupeffort puncture

Monitoring and supervision:

Subject to all security personnel or guards, without exception, to control and monitor on a daily and
sometimesarenotlinkedto specificperiodof time duringworking hoursor by which spatialor show
throudh.

Limitation of Liability administrative:

Limits vary according to the administrative control of responsibility for these subsidized management
system (levels above levels which hampers ways of direct cooperation and direct contact the fact that
increaing thenumberof presidentsdost directionand thedesiredobjective

The need fora valuation

Each period sit down and look what was in the period and the recent opening of accounts and files all
sectiondo ensurehigh performancendgreetingthebestperformanceéo improveanddisciplinarythe
offending.



The Historical Developmentf the HotelsIndustry

Thehotelindustryof old industriesSchedulegmergencef hotelsin themodernerahasbeenassociated
with the emergence of hospitality itself and arise where the hospitality in the ancient world is limited
originally to cater to transit traveler need, whether it be this need to visit or Trading relations and
increasing between cities which entailed fregueavel and multiplicity needs that require the
establishment of public residential and Pensions to meet these needs particularly in cities that have
becomecommerciacenterdmportant

Theanalysisof thehistoricaldevelopmenbf the hotelindustryshows thatthe hospitalitybeforeghey
reachthis level of developmenat the momengonethroughthree periodspamely:

Hostelryin antiquity

The ancient Near East

Which is derived from a word hotels are not really only hostel allocated travelers to host and perhaps what
supports this is the terminology LatiHospital" then come name of "Hotel "which currently reflect the

hotel in the French Language as | miss hawvall as word;Hospite" Italian old and theOspite"
modernword"Hote" Frenchbothconcernedvith theguesaindcallingthe hotelguest

Hospitality originally was one of the greatest feats of civilization ancient and especially in the ancient

Near East and perhaps this is the reason for the late appearance of hotels in his countryand shows
historical studies of the countries of the ancient Near East, the Arab countries exaggerated the
entertainment of visitors even Arabian hospitality in theldvavord became proverbial it was the people

at Arabs light a fire at night over the mountain peaks high sees the traveler from afar occurring among the
like to find warmth and shelter and food free of charge and there is Ray believes that the hotgl indust
appeared in the ancient Near East before they appear on the continent, the European long a time, and this
does not mean that the spread wascommon years and naturally that we've seen in the sense Buffy other
ancientpeoples



Hostelry whenthe Greeks

The hospitality public any hospitality did not know when the ancient Greeks initially because they were
known for their hospitality, like the rest of the peoples Eastern adjacent or nearby tothem because the
ancient Greeks Kano in close contact with the people of the ancient Near East, where they exchanged
science and knowledge we see that the old hostelry when the Greeks were the basis of to his hotel
therapeuti¢do someextent

Hospitality whenthe Romans

Hostelry when thé&komans did not bring anything new to what brought him hospitality Greco qbitiigy
but we see it more than the latter it has refined and organized and the developmentooimadities and
legal

It is known that Rome conquered the iant world armies and law as evaporate military invasion and
remained Roman law who conquered the ancient world and the modern organize and thereto and in this
respect has not ignored the hospitatibthat mosiwof the legal provisionscontainedn the civil laws of
thecountries othemodernoriginatedin Romanlaw asthe Romataw is only theold law, whichthe hotel
industry in special systems is no secret that the rulers and the legislator Romans were investigating the
severity and cruelty at theige, serviced legislation in order to be a deterrent for the owners of hotels and
to ensure the safetyf travelers

We saw that the hospitality did not know in the ancient Near East, but when the soldiers need as it
unfolds to the shelters they sustainighbfrom predators and day and protected from the sun's heat was
therulersand sultansesidedthemontheir way on masse buildings the desertatdistancegar between

and as much as possible of their choice near the headwaters ofthe water and it was called this name and
"Cauponae" Pensions

This Pensions not only breaks consists of a large courtyard surrounded on all sides rooms furnished
dedicated to sheltering strangevithout charge are free of bedding and food not and | had to make the
traveler that comes with them with him and may uncle of the spread of this and Pensions after the
conquests and became used by travelers whether they are personnel or convoys tHenamdnof the

eastern Mediterranean example of Constantinople and the country's Persians and other Arab countries,
either in the countries of North Africa has been known as the home or Caravan Saray they have become
after the conquests of the Roman lentp accommodate caravans and travelers, and has been
establishedhentheboxesonthe outskirtof citiesandwithin housingthe soldiersReturnees,tradeend

travelers This Bed and Breakfast was a hostel for citizens turn them into boxes gregotieisic
soldiersreturningfrom thewar andcarry bootywho providethemwith



deliciousfood anddrink with aview to extortingmoneywasgivento thisnameandPensions
"diverticula”

at the endof this presentatiorhasto be to indicatethat Khanwas composedn thesetimes ofsleepand
storerooms,awaterwell and astablefor animals.

Phasell: hospitality in the middle Ages:

The Middle Ages is considered the beginning of the evolution of the hotel industry, where thatpsriod
long and accompanied by economic, trade and industrial conditions many affectedby a ldgaknd |
Hotelsinvademajor citiesandreplacethe boxesin smalltowns.

In the Middle Ages, Christianity had spread and engulfed the European continent kedayar
religious traditions and at the time | knew him, including a love for the future of the hospitality and
consideredt a religiousduties.

However, these special hospitality did not last long due to the increasing travel, whether for business or
for theperformancef theimpositionof the pilgrimage... etc.Which hasledto theproliferationof public
hospitality in the cities depending on the development of transport routes and means of transport as a
resultof theinvention of steanenginesandthe carandmotorcycleand railways.

The most important advantage of by the Middle Ages is the evolution and transformation of primitive
Khan, who was made up of the bedrooms first class rooms dedicated to the crew of drivers bedrooms
(room or two tablespoohsa bar and a space in the center as well as a stablefor animals to a big hotel and
its spreadwithin cities,andwasdividedinto theseinitial Hotelssmallandsimpleroomsto housethe

poor and good rooms to house the rich and the rich rooms were big and has a luxurious furniture and in
somecasesvherethereis additionalspaceforcatering.

Thusit wascreatedhe bighotelsin capitals for thefirst time the hotel'snameontheback dlarge
bannerdanging orthe porchlike ahotel

"Schack iron" and here began this takes a certain new models in line with service requirementsand ease,
andbecamea public hall onthe groundfloor andin the upperfloors of roomshasbecomeasimilar units.

According to specialized theoretical references to the hotels in the Middle Ages was made up ofa large
number of rooms sometimes accommodate betweerl30@eople had no hotel can small and family
thatis suchalargenumberof guestsserviceresortedo helpothersworkingin



thekitchenandtherestaurant andervicefloors afterKhanthat wasadministeredby the ownerof Khan
and his family, and so on the back of professional specialization in the hotelindustry and the first to flag
Ahonhhotels.

Phaselll: hospitality in modern times

The hotel industry has become in the current era unique and distinct industry has its own regulations and
its culture and its laws and policies, the reality application shows that a lot ofbusinessmen and
companies in most countries of the world were sctaglto invest in the hotel sector, as it has

established international companies aim to hotel chains, hotels, large management works the latest
meanf building construction and technolog;mdmodernmanagemenvhereentry.

According to hotel industry gtlies in the United States of America noted that the hotel industry which

has seen remarkable growth in the twenties of the last century, has also been alot of concepts related to
the design hotels through hard work and continuous work to developto eneséits and tourists ever

changing desires, unified The hotels of medium sizes and the menu in commercial city centers have been
replaced by other hotels distinguish built architecture, creative and new, and the halls centralized with
roofs high and hoistforeign attractive, and the creativity of others have become inherent to many hotels
including the "Century Plaza" feature in Los Angeles, as well as hotels "Regency Hyatt" in Atlanta, as It
was created mega conferences that are characterized as laigdslaege areas for concerts to meet the
growing and evechanging demands of the market hotels, and the best example of this "New York

Hilton".

It should be noted here that there are many changes have taken place in locations hotels, at a time
(beginning in 1900), which used to be the establishment of hotels near railway stations because most
travelers were at that time traveling and moving from one place to another by train has become the
establishment of hotels the most recent are outsidgttee near airports, seaports and highways and in
natural areas such as forests, mountains, lakes and coasts ... etc. because of the emergence of new means
of transport, namely: cars, planes and ships, the growing oil is in the use of trains as a naasot

to open up new horizons were not suitable for the development of industry Hotels, and the growing
demand for travel incars has led to the emergence of a new phenomenon in the hospitality field are motels
industry"The Motels Industry” In the lagéghteenth century enable business travelers car to find special
places (housesndfarmscloseto the highways)reside wherehowever the numberof passengers of

them after that time exceeded the number of these special and close to highwaysplatésd whibe
emergencef themotelastheonly wayprovides accommodatidor



travelersrom businessmeandothersatlow costto solvethis problem.Studiesndicatethatthefirst
motel was createidh "DouglasArizona"in 1901andwas called

"Askins cottagecamp".

Field access shows that the United States at this time was able to transcend by the hotels to thetop of
Bicycle progress technical and organizational, economic, administrative, and enables the US hotel
organization huge Building chge from the traditional living the American family system, some hotels in
America Number of rooms where up to 5,500 room equipped with all the necessary services to satisfy the
needs of guests and their wishes without having to get out of the hotalgdtecgn be assessed in some
American hotels for a whole month and get all the services they need it without going out of the hotel. Or
in the Europearcontinenthasalreadyspreadyy the mediahotelsandaccommodatiomf all kinds,in

West Germany, for emple, appeared in 1954 about 18 thousand project the number of hotel beds of 295
thousand beds. Also, most of the hotels in Madrid, Spain and some other countries about fifty hotels
owned hotels are all major hotel company based in numbered spots apitla¢ idadrid. The hotel

industry as well as in England and reached a high level, but they do not live up to the degree course they
had reached the hotel industry in America, inspired containing approximately 1.18 million bed. The
representation of hotels in Britain Hotels Association and the British restaurants "British Hotels and
Restaurants Association" and based in London, and tojoin this association more than a thousand public
places scattered in various Oh England, ScotladdNamthern Ireland, also joins them as well as some
hotels in the colonies overseas. This Assembly within the members of the International Association of
Hotels(IHA). According to specialized references to the theory that the residence in the European
cortinent largely spread, particularly in the major cities but did not reach that level of sophistication
reachedy the Americanhotelsin terms ofmanagementechnologyandsize.

Define andjustify the designation(the hotelindustry)
Thefactorsthatledto thespreacanddevelopmenof the hoteindustryin theworld:

Our challenge the field of hotels and primitive, we were talking today about a professional management
institutions, which is based on the industry and its mission insurance for travelers:warm reception and
comfort.



In political economyincludethewordindustryeveryactivity aimedat producingandpromotingtheuseof
naturalresourcesindthe labor andcapital.

Thuswasthe"hotelindustry"unjustifiabledefinitionincludesall exploitationdesignedo getmoneyand
to providespecialservicedo personsaandmateriallives.

Currently, after meeting the needs of travelers of security and comfort. Became their applications
beyondthe economimeedsf man andince nowequireds the socialneedsfthe manhungryethical
andculturalfeatures thaareavailablein civilization.

Problemgelatingto therapid developmentln the circumstanceandlifestyle communitiesaneew
patterns of tourism facilitators to travel. Lead us to broaden our concept of the traditional hotel
hospitality.

Ourindustrynowincludesadiversesetof activities.And "hotel" is oneof its branches.

Economistdadexpectedn thefuture (andwe are)a majordevelopmenin the servicesegmertf the
hotel industryandits manyforms,the mostobvious kind.

Finally, we note that the narrow concept of "hotel industry" will expand more and more torespond to the
lifestyle and aspirations of humanity that will be demanded by future generations (the current generation
demanded byow)in work and rest.

Theimportanceof tourismandhotelindustryin thestate:

As the whole world, the tourism and hotels remain first and foremost. The best way a public relations
and physical payoff comes directly so that the tourist pays all his expenses in hard currency and
indirectlywhenshoppingouristis movementin themarketandthis would helptocreatenewjobs... and

this appliesto all countriesjncludingour country

Classification of hotels worldwide are giving the number of stars (frorstarego fivestar facilities) to
each type accurately according to specifications determined by the specific criteriafor each star with the
presencef somenon-classifiedhotels



Branchesandcomponentsor (the hotelindustry)

Thetermcustomanyprofessionagjroupsin the hotelindustryis dividedinto threebranche®factivities:

1. Hotels
2 - Restaurants

3 -cafes

In mostcasesall thosebranchesnterferewith eachotherandthe majority of theinstitutionsexercised
two or threeactivitiesatthe sametime.

Forthosethreeactivitiesappropriateéo addafourth Activity:

4 - similaritieshotelactivity.

Wewill try to clarify thedifferencesbetweerthemastheyexistin the currentreality. And askdetailed
mannerthemostcommon varietiesAnd concisemannerof newvarieties.

Do notclaimthatthislist is comprehensiver definitive. But Baeks.vieachmonthgoeshearthe
emergencef anew class.

Hotels
Theabovedefinition of thehotel.throughhistory.In theforeground And explainto SanArabs:

Hotellanguageof the peopleof SyriaKhanof Khansthatthesepeoplehavethusinflicted onroadsand
towns.

And summedupits meaningo includeanyplaceequippedor housing.

Classification of hotels worldwide are giving the number of stars (frorstango fivestar facilities) to
each type accurately according to specifications determined by the specific criteriafor each star with the
presencef somenon-classifiedhotels.



** Hotelsdivisionin termsof impactandattractiongfor exampleandnot limitation):
- Transithotels:no specialaroundairports

- Thecity or busines$otels

- Touristhotelsor resorts

- CoastHotels

- Therapeutidhotels

- Mineral spasandhotelsor marinewatertreatment

- SportsHotels

- RoadsHotels

- Familieshotelsor permanentesidence

- Mutlat

- Animatedhotels

- Floatinghotels

- Apartmentswith breakfast

- YouthHostels

-Hospital- Clinics - Maui comfort /deficit oldpeople

Finally it emergedaisanenvironmentasatelliteandhotelssoon



Restaurant

Classifiedrestaurantforks systemandin somecountriesthe starssystemas"Michelin" guide.
Typesof restaurants

- Traditionalrestaurant€lassicRestaurants

- Restaurantgrill. Grill-Rooms

- Roomservice.

- Restaurantdishesquick coffeeshops

- RestaurantsnacksSnackBars

- Restaurant&astronomyGourmet

- With regionalpropertyRestaurantéTypical Restaurants).
- Pizzarestaurants.

- Restaurantself-cateringSelf Services

- RoadgestaurantdighwayRestaurants
-MtaamMealsin thecarDrive-in or drive-thru Restaurants
- SupplycontractorsCaterers

- CabaretdMusic Halls

- WorkersinstitutionsrestaurantsCanteens

Cafes

Cafes
Tearooms



Activities similarities hotel
GoodsexploitationAnimations(trains- ships- aircraft)Mobile exploitations
** Differenttypesof hotelsandtype of activity

Hotelsby attractionsor accordingo themotivesof travelA -
City hotelsor commercial hotels

Hotelsin theaccommodatiotevels

Hotelsfirst classor high-end

Foundin majorcitiesthathavealargemovemenin industryandcommerce.

Of thelargesthotelsin theworld (Russia Moscow)accommodaté,000bedsandcard(HeltnConral
Chicago- United Statesqiccommodat®,600bedscard

More oftenthannotthe majorhotelsof buildingsskyscrapersypebefor the obviougeason:thdigh
priceof land in cities.

Energyabsorptiorof 200beds WhatmoreMatt
cheek:

It containsseverafestaurants:
* Traditionalrestaurants.

* Barbecuegestaurant.

* Fastfoodrestaurant

- Containsshopdfor thesaleof beverages:



Tearoom

Theproblemfor thesale ofdrinksshoplt
offersroomservice

It offersdifferententertainmentlependingn thecountryandthecity foundout:
-Msobh

- Steanbath.

- TV room.

- Radioroom.

- Internetandfax services.

- Generahall for television.

- Publicreadingroom.

- Hall of work for thebusiness.

Generally about the reception hall there are several shops Bmdkhlin. Internal entrance and the entrance
from the street. There is the possibility of the presence of all types of shops and in thefollowing we refer
to themostcommon:

- Shavinglounge

- Sellingperfumes.

- Jewelry.

- Leatherandluggage(womenmen).

- Bank.

- Thetouristagency.

- rentcars.

- Smoking newspapersMisc memorial.

Otherservices aravailableuponrequestindpaid:

- Internetandtelex.



-skrterandwriter Stenographenicely for severalanguages.

- Recordingmachine.

- Dictatingmachine.

- Copier.

- Hostessefor receptions

Guestrating:

Themajority of theguestsarebusinessndparticipantsn conferencesr exhibitions,aswell as

individualsor groups oftourists

Increase on housing and all guests eating varieties. This hotel. It is a center of the city, it must provide a
variety of additional services and make it a cultural center to attract regional, nationaland international
level

RemindHerearesomeservices:

* Banquets mealsbusiness.

* SporadiameetingsConferencedMeetingsof theboardsof directorsetc...
* CulturalperformancesPhotos Carving.FashionOffersaK ...
* Journalisseminargor companies.

* ConcertsNightlife balletandtheateror film.

Transit hotels

Hotelsarepresenin all degree®f classificationand,in particular first classandrarelyfoundinhigh-
end class

Thereareat or nearairportsandtrain stations shalbein front of her

Transithotelattheairportbe energyabsorbedetweer200and800bedsThetransittrainstations The
energyabsorbedotel be betweerOand 500 beds

Airportsarebuilt neartransitnumberstoreyhotelis verylimited becaus@f theaircraft



Services:

Airport hotelscontaininga traditionalrestauranandsnackswhile train stationshotelsusuallythereare
thetraditionalrestauranandcafeandshopsfor the sale ofdrinksin eachproblem

EntertainmenandSportsnoaccommodatiomirports:

PoolTV-radioandTV-roominternetFaxviewed-gaatwork hall. Thereis
accommodatiomo entertairtrain stations:

- TV andradioroom.

Possible to rent rooms for a day or for a few hours during the day to wait for a plane or train. The service,
called "day use Dayse" and equivalent to 50% of the price of the night is usually atime between 7:00 to

8 at night. It is noted that some countries forbid the same room rent more than once a day except for
transitHotels

Thistypeof hotelsmustprovideall service24 hoursavariationof the nature ofthearrivalanddeparture
of guests Times

Resorthotels

Thereareall degree®f classification

Thereontheshoreof the Sea/ Lake Beach/ RiveronthebeachMountain areaRuralanddeserareas

(fond of fishing orequestriaretc...) andreligioussites.

Energyabsorption betwee?0andl1,000bedsandmore.

Usuallycharacterizedby avarietyof architectureandappropriatdor the surrounding®fbuildingsand
chaletsgetc...

Quality customers vg from one degree to another, and the number of days of accommodation, ranging
from 4 daygo 3 weeksandmayincreaseor decreasan somecases.

Matt cheek:
Usuallyit hasatraditionalrestauranandloungeto provideeatfull mealsFull Boardor HalfBoardhalf
mealsor sleepandbreakfast Bednd Breakfasfor residentdor long periods.



Since the underlying demand for the visitors tourists this type of hotel is the comfort of the Department
shallbe RoomsRoomsDivision priority without diminution of theimportanceofdepartmentsindother
services.

EntertainmenandSports:

Entertainmenis a priority andtherearemanyandvariedfacilities by geographigplacesandvarieties

Hotels

Recreationahctivitiespracticedhe samehotelssuchas:

* Outdoorswimmingpool orindoorswimmingpool covered.

* Tabletennis(table).

* Bowling.

* Tennis.

* Nightlife musical

* Readingandlibrary lounge.

And alsothe involvemenof outsidehotelsor otherpropertiesamongthem,for example:Waterskiing,
snowskiing/ diving andunderwatefishing/ PuckStadiunv equestriar Fishing

/ BoatsMarine/ volleyball courtfor picnics.

Often implemented stimulus onore of the recreational services and daily preparation of the various
sectors of the program and the organization of competitions between guests from thesame hotel or other
hotels

Currently it becomes activation of the basic components tourist hotels in order to adapt to thesocial level
to customers antheirtastes andgesandnationalities...

Seasons:

Includingtouristhotelsthatattractcustomerslaysholidays which areoftenin themonthsofJune/ July/
August. The peak period. For the Kingdom of Saudi Arabia during the Hajj and Umrah. They are
seasonaindif this situatiorhas causederious problemr theinvestor,suchas:

- Insuranceprofit in Guetrpbrief (afew months).

- Keep the shop in a good position and tourist hotels, in particular, to its existence near the coastline of
what caused the moisture mixeith salts of damage to buildings and furnishingswhen you close the
hotels.

And try to find asolutionto theequatiorof theeconomyin difficult periods,nvestorgesortedto some
solutions to keep the tourist hotels open before and after the season and all year round and is the
reductionin the priceof accommodation analtract differentypesof customerssuchas:

- Retiredfor flexible traveldates.

- Conferenceandmeetingsof theboardsof directors



And what must be referred to. Of its importance. Must keep up with the likeness hotel sectorsthe same
system to keep continuous commercial traffic and that does not giveainessionthat it half aslegmd
this economigolicy thatpermeatedhe usefulnessegionandcountry.

ThalassotherapyHotels

Hotelsaredirectly seasideandproceedwith healthcareby medicalstaffThereare

first-classor high-end.

Energyabsorptiorbetweerl50and600bedsandmore

In regards taecreation and sports services it is close to the tourist hotel and without doubt taken into
account some of the mechanisms that take into account the physical possibilities ofthe subject for
treatment.

Services:

Usuallyit hastwo restaurants:

RestauranDiet DieteticRestauranttraditionalrestaurant grill restaurantRestauranto sell

drinks problenis notsubject tareatment

Route Hotels
Thereis, in particular,Europeandthe United Statesandwith all degreef classification

ReadThreadToolsfoundonthe movemenbf intensivehighwaysor touristsitesor rural placeswith
uniqueprivacyand awayrom the noise.

Energyabsorptiorbetweerl0and100 beds

Usuallyit hasthecharactepf architecturendfurnishingsconsistentvith the prevailingcharacteof
natureand rurahousesearby

And a stagefor travelersandtouristsor frequentedy city dwellersto enjoytheruralenvironmenand
therelativecalmin thelight of a quietandrelaxedatmosphere.

One of the characteristicof this type of hotelis the relative affectionin personalrelationshipsboth
amongresidents with eaabtheror therelationship between thresidentandthe ownerofthe hotel.



Services
- Restauranserveanealsfrom thejurisdictionof theregion

- Salonfor drinking teaandchattingandreading

- Modestboothto sell cigarettegpostcardandsomespecialproductsn theregion.

Servicedapartments"chambre meublee"

Thereis thiskind of urbanhotels.

More oftenthannot classifiedin thesecondlass(2 star).Hotel

modestut clean

Energyabsorptiorfrom 10to 30 beds

Usuallythereareonebathroomeachfloor. Lengthof stayto be moreghanamonth.Typeof
guestssingles- retirees- students staff, techniciantc...

Services:

- Loungewhich offerseat3 meals(Aftor- lunch- dinner).

- Modestloungefor readingandreceptiorresidentaandguestsnevitablywatchtelevision
programs!.

Motalat "Motel Inn"

It begartheidea ofcreatingthis kind of hotelsin the United Statedo servepassengeris theircarsand
theyneed tespend onaightatthehotel.

Therefore priority will beconsistentvith theequipmenthatthequality of the guestswhichprovide
them withthefollowing coreservices:

* Thepossibilityof stoppingtheir carsnearthe housing Eventhe hotelssuchas"Unicorn MotelBerastoul
the UnitedKingdom" or "Hilton Bdenznin the UnitedStates."

Provideshelterfor carseachfloor. The possibility of recordingwhenthe guestcome.And thesalvation
of thebill whenheleaveswithoutleavingthecar.

* Providearefuelingstationandautopartsoils of K ...

Comfortableroomsequippedwith:

Housebath/ Radio/ TV / kitchenettd air conditioning/ Brad

Be "Motalat" Guestf businessmear touristsor anysortof travelergheyhaveall the samethingso be
cutandproperty Klata:

- Mobility in acar.

- Find comfort.



- Freedonof movement andpeedSuchas streamliningheregistrationof arrival and
departure.

- Lessthanthe costof establishindousinessotelsin cities.

- Contactfavoredthelowestpossiblenumberof workers suchashotelroomsServicesvorkers
... becausdedoesnot wantto wastetime thinking of ex gratiapayments.
Otherservicesandactivitiesvary from onehotelto anotheraccordingo his degree.

Activities similarities hotel

- Hospitals

- Clinics

- SheltercomfortResthomes

- SheltettheelderlyNursingHomes

- ShelteretiredRetirementiomes

Why call it semihotel comes from the fact that these stores have a common denommatept

denominator Medical a provision of hotel services such as housing and eating Therefore, we find that the
Director in charge of Administration and Supply be graduates of tourism and hotels institutes often have
commencednanagementf a hotelbeforelt receivednewmissions.

Hotelservicesavailable:

- Receptiontheadventof ~ leave).
- Supervisiorprocedure.

- Washing.

- Maintenance.

- Eatinganddrinking.

Servicehotel trains

Therearesomecrosscountrytrainsor intercontinentaéspeciallyfor sleepingandanotherforeating

..ochehr institutions began to provide those services on the trains are "global company vehicles to sleep
andtourism Wagond.its & Tourism International Co"which wasfoundedin 1876 vehicles
Hotelservicesaredividedinto two trainssleepdepartmenandrestaurants.Sleeping

carts:

- A privatepersoror two peoplecompartmentfirst) degree.

- Touristcabinfor 4 people(seconddegree).



Carriagesestaurant:

- Traditionalrestaurantvagon

- Dishesquick coffeeshopsRestauranivagon
- Wagonself-cateringSelf Services

- WagonTeaSalonTeaRoom

Hotel servicesaircraft

Since it became possible to eating, drinking and entertainment and even sleep for a distanceflight. We
can be regarded as a hotel of modern aircraft bird. All interna@amiaes by theDepartment special

hotel services .. mean supplying aircraft for its flights back and forth andcontracts with contractors to
supplyall the countries that degradbem.

Increase on the good eating quality of all passengers on board the aircraft offers special mefistor the
degree by religions or diet followed by the traveler or especially for babies meals. As welbdgethe
hotel services to providblankets to slep. And commercial services such as selling perfume and
cigarettes. Thigxplainsthenamingof theseservicessemihotel.

AAA oceangoinghipsandcruiseships
Hotel servicessteamboats:

All oceangoinghipsandcruiseships.Exceptfor thetransport ofyoodsships.Providehotelservicesand
cryptographidncludedthreecategories ohotels (4stars- 5 stars- e-starfacilities).

Villagesor campsholidays Holiday villages

T. 20yearsagoestablishedhefirst touristvillage andwasaroombuilt of woodhorizontallyorpayor
evententsin somecases.

Frenchideawasto enabldow-income familieenjoyspendingheirvacationonthe shoresofthe seaor
mountainsor countrysideThelowestpossibleprices,especiallythe pricewasinclusivefor all services
(travelbackandforth - theentirestay,includingthreedaily meals).

Increasehistype of tourismandhotelservicess thediversityof activitiesin different daysandinclude
severarespectsSports.Cultural. Entertainment etc

ToolsProjects:

To put pressuren public expense$or the managemenf suchprojects.It hasbeenreducedalarge
numberof workersandemployeedy simplifying servicego themaximumdegree.



Each meal in a "seltatering"

Brusheshangawice aweek.

But evenso. It hasearnedhistypeof tourismandhotel servicesHigh fameandpouredhim alarge
numberof guestsespecially young people.

AccommodationHotelsresidenthotels

Thistypeof hotelstherearecitiesandrecentlybegartherein touristareas.

More oftenthannot classifiedin thesecondtlass(2 star)in the citiesandin varyingexcellent intourist
areas.

Energyaccommodatérom 10to 30beds

Lengthof staybelong

ToolsProjects:

-salhEatwhich offers3 meals(breakfast lunch/ dinner).

-salhForreadingandreceptionof guestsandresidentsnevitablywatchtelevisionprograms.Different

types of hotels anthe quality of its activity:

Mentionsomeof the newFunnythatwe find today,but who knowstomorrowit maybecomevery
commonplace.

And the example of the United States and Europe began to spread all kinds of animals hotels and left by
their ownersfor afew dayswheretheyareabsenfor travelor any otherreason And nowwe hearabout

for babieshotels... In thenearBhronathe beginningof cosmictourism

?? A pain billionaires Australians go to tour around the Earth and then return visit Skilb. At a price of
US $ 20million. All theservicesof acomprehensivego-trip ticketto the spacefor theentirestay.



Quality and standardsof hotel hospitality

Quality is defined by the lexicon: (Standard marked something of water Perhaps the closest definition
fits the hotel industry is (a full features of the service are able to satisfy the desiresand needs of the
guests).

It is not surprising that supports the level of quality in the hotel marks and commercial sloganscriterion

of distinctive quality to him (I8) as every hotel wants his name connects the degree of quality where
they are used in promotional campaigns for the guests and therefore the quality program assume Center
Hotel schemepresident.

Sowhatarethe quality standardsiccordingo the hotel?

Quiality standards:
A - Quality full and comprehensiveprogram for eachhotel sections:TQM: Total Quality Management

Quality in the hotel does not belong to a section without the other, but is an integrated program of
positive on the hotel, which is the establishment of quality objectives. And can not be done only under
the supervision sustained Hotel quality control in accordance with the integrated work of the quality
system includes all hotel departments. Which ersizka the integration of services in all hotel
departmentandoverlapandinterdependencef eachotherwhichincreaseshefeelingof belongingto
thestaffintegratedunit asit is linkedto the successathis approacHleshteamsolidarity Teamwork

B-control and follow-up:

Administration body supervision is responsible for the extent of the application of staff for guidance and
continuous monitoring is the way in which the calendar wrong understanding foremployees to these
directives and evaluates@lts using the feedback tools, however, this information comes late after the
guestof the hotelto leave makingit impossibleto do the initiative evenmoreimportantis the expectation

of early guestsieeds.



Methodof rating hotels

I was in a meeting with some members of the intake and the House debate on hotels and degrees Vtsol
belovedAbu Sultanonthecriteriafor classifyinghotels.Both madeits markfromthe audiencéyuthe was

not one for sure in us the health of his mind| decided to look for the classification criteria and the
oldestof thosewhowantedto benefit.

Thereis notyet a certifiedinternationaklassificatiorappliesto all hotelsaroundtheworld, butthereare

some classifications of some countries that rely on food service, entertainment, views, variety of rooms,
the presencer resortGym.

Union-star European hotels (European Hotel stars Union) is the umbrella association for 39 ofthe 24
Europearcountriescetain criteriain 2007 calledthe EuropearHospitality Quality Systermwill accept

this systemwas adoptedsfollows:

It is classifiedaccordingo thedegreeof Europearhotelclassificatiorby referenceo theservices
available inthe hoteland inthe roomsareasfollows:

The hotel must contain the following:

All roomshaveatoilet.

Daily roomcleaning.

All roomshavea color TV with remotecontroldevice.Table
with achair.

Or liquid soapfor washingthe body.
Receptiorservice.

Fax at the reception.
Payphone for guests.
Breakfast.

Drinks.

Depositservice.

In ition to what is in on [ hotelsthat the hotelm ntain the following:
Breakfastbuffet.



Readingampbesidethebed.
Showergel.

Towelsfor thebathroom.

Drlnks in theroomsuponrequest
Telephonén the room.

Internetin the roomor in apublic areaof thehotel.Heater
in the bathroom.

Hair dryer.

Wipes.

Mirror clothes.

A specialplacefor bags.

sewingtools.

Polishedshoes.

Laundryanddry cleaning.

Additional pillow andblanketuponrequest.
Systematisystento accepicomplaints.

Receptlompen18 hoursandrecelvesnternalandexternalcommunlcatlons 2hours Lobby
containseats withtadrinksservice.

The list of food for room service. Drinks

are available inside the rooms.Sofa with

sidetable.

Bathrobe and slippers upon request. Tools

showerghair cover,cottonsticks)WiFi in

theroom.

Restaurant.

In addition to what isin the four-star hotelsthat the hotel must contain the following:
24-hourfront.

Thereceptiorstaff speakseveralanguages.
ConcierggConcierge)Concierge.
Spaciousoungewith drinksservice.

Fruit basketor bouquetift for eachguest.24
hourroomservice.



Personatareproducts.

A computer with Internet in the rooms. Fund to
save the valuables inside the rooms.lroning
Servicewithin an hour.

Shoeshinaervice.

Roomsarearrangedn theevening.

Someassociationgive somedegreesix starhotelsandtherearethreehotelsin theworld isratedseven
star.



Hotel Policies

ADA POLICY

ADA compliantguestroomsareavailableandshouldbereservedn advanceFormoreinformation,
pleasecontactthe hoteldirectly.

Alcohol Policy
Alcoholic beverageservices restrictedo those21 yearsor olderwith valid identification.

Age RequirementPolicy
Guestgnustbeatleast 2lyearsof ageto checkin at Hotel Stanford.

Check-In and Check-Out Policy

Hot el St anf or d-ndimegsuiab3PM (E$T¢ amdl cheoitnt Bnwe ks at 12PM (EST).
Requests for early chedhk & late checkout will be handled based on hotel availability at the time of
checkin (an additional fee is payable for guaranteed late ebhatk Hotel Stanford canaccommodate
guest luggage complimentary in a secure locatidih tiie guest room is ready. Should you need to
confirm an earlier arrival than the hotel's standard clretikne or a departure later than noon, please
contact the hotel directly in advance. If you plan to arrive earlier than the hotel'sichieog ard want
to guarantee that you would be able to check into your room upon arrival, we would advise you to reserve
the night prior to the date of arrival. Exceeding cheaktimes without notifying the front desk in
advance can result in extra charges, idiclg, but not limited to, late cheaut fees and/or an extra
night'schargedeingappliedto your bill.

Early Departure Policy
All departuregrior to dateagreedattime ofcheckin will besubjectoaonen i g h t éasdtaxearlp m
departureharge.

Credit/Debit Card Policy

Debit and Credit cards will be authorized at chigcfor the amount of your stay, plus an amount to
cover incidentals. The authorization will hold the funds until check out, at which time the amount
actually incurred during theast will be charged. Authorized amounts may take up to 30 days after
departuredo be releasedly your bankor financialinstitutionandthehotelwill notberesponsibldor any
resultingfees or charges.



PaymentPolicy

If guestis payingcashadepositequalto the roomtaxplus$30 perdaytowardsincidentalswillbe
collected atheckin.

Forpaymeniarrangementt athird-partycredit cardpleasecontactthe hotel'sreservationsdepartment
at least 72 hours prior to guest's arrival. Our Redgems Department is open Monday through Fridays
(BAM-6PMEST)& Saturdays througBundayg8:00AM-4:30PM)at

(212) 563 1500 or email us atservation@hotelstanford.coffor after hours, please daotthe
Manageton Duty or our FrontOffice at212-563-1500,Toll Free(800)3651114.

Travelers Check CashingPolicy

Checkcashingservicesareavailableto guestsvho presentalid identification. Thereis alimitof $200
perstay.Rollaway Bed& Baby CotPolicy

A rollawaybedmaybearrangedor King roomsandSuitesonly for a $20perstaychargeplustaxes.

All children under 2 years of age stay free of charge and baby cots are available complimentaryupon
request and must be arranged 24 hrs prior to the arrival date. Maximum capacity of babycots per room is
one.All children under4 yearsof agestayfree of charge whemsing existing beddingill childrenover8

years ofagewill be consideredsan adult.

OCCUPANCY POLICY
An extra person charge of $20 per night plus taxes will apply for any reservations exceedingmaximum

occupancyPleaseseethefollowing for the maximunmoccupancyor eachroom: DeluxeDoubleDouble

Rooms:3 persongnaximumperroom(extraperson feappliesfor
4 th person)we highly recommendanly threeadultsmaximumin our DoubleDoubleRooms)Deluxe
King Room:2 persongnaximum peroom (extrapersonfeeappliesfor 3rd person)
King roomscarryoneking-sizedbed,anextrapersorwould haveo rentarollawaybedwhichincludesa
rentalfee,thusmakingthetotal for the extrgpersonfee $40pernight plustaxes)
Junior Suite: 4 persons maximum per room (extra person fee applies for 5th person) (Our Junior Suites
carry two fullsized beds, an extra person would have to rent a rollaway bed whichincludes a rental fee,
thusmakingthetotalfor the extrgoerson fe&40per nightplustaxes)
_ Executive Suite: 4 persons maximum per room (extra person fee appliesgerdsh) (Our Executive
uites carry two queesized beds, an extra person would have to rent a rollaway bedwhich includes a
rentalfee, thusmakingthetotal for theextra persoifee $40per nightplustaxes)

Fire SafetyPalicy
Thehotelis fully equippedvith smokedetectorsandemergencyevacuatiorplans inall roomsangublic
areas.


mailto:reservation@hotelstanford.com

GuaranteePolicy

A valid creditcardguaranteedepositor pre-payments required athetime of booking.Package
HandlingPolicy (New Policy aof February 2012)

Each reservation is allowed two complimentary incoming/outbound packages that are less than5lbs .
Packages over 6lbs to 20lbs will be charged a package handling fee of $5 (2 quantities maximum). A
package handling fee of $10 total appliegatkages exceed 20lbs or exceeds themaximum quantity
requirement. This shipping and handling fee applies to the aforementionedmaterials shipped to the Hotel
andcoversthefollowing services:

Receiving shipments

Securedstorage

Distributionof shipments

Hotel Stanford can only hold incoming packages for guests 24 hours prior to the arrival date ofthe
reservation, and can hold outbound packages 24 hours after the departure date, due to limited storage
space. All incoming/outbound packages willrbaurned to the sender if the package is held in storage
morethan24 hours.We highly recommendchedulingyour deliverydateaccordingly(preferably during

your stay).Multiple Shipments

Multiple packages within a single shipment should be sequentiaibyered, i.e., 1 of 3, 2 of 3,3 of 3
with the Primary Guestobés Name and reservation num
packagecontentdo ensurdhat itemizedecordsof all materialsareavailablein theeventof damageor
nonreceipt.All materialsshould beaddressedsfollows:

Hotel Stanford43 West32ndStreet Newyork, NY 10001

Hold for (PrimaryGuestName)Arrival andDepartureDateof Reservatior& ReservationNumber

Smoking Policy

The "New York City Smoke Free Air Act" states that smoking is not permitted in public places and
placesof employmentAll guestroomsandpublic spacesre100%nonsmokingat HotelStanfordA
$250cleaningfeewill bechargedo anyguestwho violatesthe smokingpolicy.

Waitlist Policy
Hotel doesnot offer the optionof awaitlist if fully committed.

Lost and Found Policy
Hotel Stanford is not responsible for lost, damaged, or stolen personal items. All rooms are equipped
with in-roomsafesandourFrontOffice offersa safetydepositoox facility. Should



any guests lose personal belongings whilst staying at Hotel Stanford, if recovered, the item will be
recorded as 'found'. Hotel Stanford keeps detailed records of all 'found' items|landkea reasonable
effort to contact the guest if an item is left in the hotel's guest room after the guest has-oheekadh
will be placed in our Lost & Found safety box. We will ship items back at the owner's expense. Any
items in the Lost & Foundyhich are not claimed within ninety (90) days, will be donated to a local
charityor discarded.

GeneralPolicy

Hotel Stanford has a zero tolerance policy in which it will refuse to admit or refuse service or
accommodation in the hotel or may remove ies@e who: while on the premises of the hotel acts in an
obviously intoxicated or disorderly manner, destroys or threatens to destroy hotel property, or causes or
threatens to cause a public disturbance; or refuses or is unable to pay forthe accomnwdsigites.

Hotel Stanford may limit the number of persons who may occupy a particular guest room in the hotel and
will only allow registered guests to use its facilities. A person who negligently or intentionally causes
damage to the hotel or any furmuor furnishings within the hotel, shall be liable for damages sustained

by the hotel staff, including the hotel's loss of revenue resulting from the inability to rent or lease rooms
while thedamagés being repaired.

PetPolicy
Hotel Stanforddoesnot allow petsdueto concernghatsomeguestsaveallergicreactionstowardpet
danderand dueo thethreatof ticks andfleas.

HousekeepingService
We providehousekeepingerviceeverydaybetweerthe hoursof 8AM to 4:00PM.

Equipment Rental Policy
Hotel Stanfordprovidesumbrellasor adaptorsiponrequestor arefundabladepositof
$20USD.



Administration

The meaning of good governance is to mean effective leadership, and the most important management
tasks is effective decisiemaking process at the right time. This applies at all levels, whether self or
families departments or departments of groups, organizations and companies or even countries
management. Either work within the right foundationstiier success or failure of the outside and the
spreadf administrativecorruption.

Successfutountriesandit is asuccessfutlepartmentat alllevelsof successfuandgoodmanagement
are declining continuously changes and address the weaknesseglamshéndividuals and potential
defaultandpick up the piecedfit andinstitutionsto reachits goalsandobjectives.

And building the management team need to be taken into account, it is the concept of the effectivenessof
the center Alkiedh.az it constitutes an integrated unit (instead of the total individuals), which govern itself
within the permittedareaof freedomdependingnits locationin the organizational structure.

Should the members of the management team to be strategic thinkers able to see the big picture, and have
diverse characteristics leadership and expertise, and the ability to combine accurate vision of the business
with a good ID technology, and be comnitte the development itself. It should also be to have a

common vision for the future, and take advantage of people and speed of dealing with members,and in
some cases this can be a decisive factor in a business venture between success and failuregeke must
toleadto ongoinginnovation.

Managementeam

Management team composed of elements that senior management be in any institution, headed by Chief
Executive Officer (CEO) and supported by the Head of Operations (COOQ) financial and President of the
Foundation (CFO). These are the basic elements which may contribute to this with consultants in various
fields level depending on the nature of the company. And that all of them can take the appropriate
decision at the appropriate time in the company'sbss plan. The management team and the Board of
Adarhada above the general policies of the institution and continues the work of the management team
through the Chief Executive. It could be that the Governing Council appointed one ofits members as
Managirg Director working with the management team. The senior management may include other
elements may be technical or specialized in one area such as management of information and others. The
work of the group is to conduct the company's business in unisdmamdny and effectiveness to
achievesuccessndgrowing profits.
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Team harmony

Eventhemanagemernteamworkswith high efficiencyandtheresultsof the distinct,it hasto work on
clearfoundationsandmustspecifythe following:

1. Determingheorganization'sision.

2. ldentify theorganization'snission

3. Identify tasksclearlyfor eachfunction.

4. Integrationof administrativevork.

5. Identify thegoalsandobjectivesof theinstitution.

6. Determinethefollowing:

1. STRENGTHanycompany'strengthbothexpertiseor contactor relations.

2. WEAKNESStwiceif thecompanybemodern,andthenumberof peoplewith little experience.

3. OPPORTUNITIESdentify opportunitiessuchasfinding a needfor societyandhowto meetthem.
Orincreasehecompany'servicedo its customerin thefields confinetheir competitors.

4. THREAT Sform of competitionandnumberandtheir ability to withstand how desperat@eopleare
for aproductcompany.

5. Any conductwhatis knownasSWOTANALYSIS andtheword problemfrom thefirst lettersof the
fourwords.

7. To developathoroughknowledgeof themarket,andthe strengthof the ID and theémpactof
competitiononthe markeandtheexpectation®f markettrends.

8. Put the Plan of Action BUSINESS PLAN for a period of at least 3 years to study the feasibility of a
comprehensivexecutivesummaryandtheexpectation®f cashflow path.And determinghefinancial
equilibriumpoint.



9. Emphasi®ntransparencin thework.

10. Work effectivelywith the centraldepartmentandin turnlower with departmentandemployees
andworkers.

11. Focusandencouragehe spirit of innovationandthe launchof ambition.



Whatdowemeanseltmanagement?

Are thewaysandmeansby which onehadto makethe mostof histime advantagén achievingits
objectivesandcreatea balancen hislife betweerthedutiesanddesiresandgoals.

And the use of time are determined by the difference between successful and losers in this life, as the
common feature among all successful is their ability to balance between the goals they wish to achieve
needed them and duties towards several relatipsiséind this budget comes through their management of
themselves, and this administration the same need above all to the goals and mission are going to inspired
him, as it does not need to regulate the time ofrsatiagement without the goalsset by ohkis life,

because his life will go in all directions, which makes human life dispersant life do not achieve anything if
achievedsomethinghatwould be accomplishment weals aresultof lack of focuson certaingoals.

If you are required before it bisg to execute this file, to set goals for your life, what you want to achieve

in this life? What do you want done to remain prominent as markers for your life to leave after this life?
What is the specialty that will specialize in? Does not it make seny®seir mind this time dispersion in

more than one direction, so you have to think about these questions, and no answers to it,and you plan for
your life andthencomeinstilmenttime management.

Thingshelpyou organizeyourtime

Thesepointswill be mentionedoelow,arethingsor actions helpyou organizeyourtime, try thatapplied
beforelnitiate to organizeyour time.

- Having a plan. When you plan for your life in advance and set clear objectives have become an easy
time managemenrdandfacilitator,andvice versa,f youdo not planfor your life becomes difficult task
in regulationtime.

- It is necessaryo recordyour thoughtsyour plansandyour goalson paperandsoonis just apassing
ideas forget quickly, unless you are the owner of uncanny memory, and it will help you to make
adjustmentandadditionsanddeletesomethingsfrom your plan.

- After the completionof theplan,anticipatethat youwill needto enterthe manyamendmentto it, do
notworry it is notaimedPlana naturalthing.

- Failureor failure of a naturalthing in our lives, do notdespairashasbeensaid:| learnfrom my
mistakegnorethanl learnfrom my success.

- You should familiarize yourself with the comparison between the priorities, because the opportunities
and duties may bring you at the same time, Which one would you choose? In short, choose what you see
in yourfutureis goodfor you andatthe sametime is notharmfulto others.



- Readyour planandyour goalsateveryopportunityof the day.

- Usemoderntechniquedo seizeopportunities andchievesuccessaswell asto organizeyourtime,
suchasthe Internetandothercomputer.

- Your organizatiorfor your office, yourroom,your car,andeverythingrelatedto yourwill helpyounot
to wastemoretime, andAzhrk look beautiful,be sureto organizeeverythingaroundyou.

- Plansandschedules araotthe organizersr that makeaus successfusobeflexible duringthe
implementatiorof the plans.

- Focusedanddispersiorof mindin morethanonedirection,andthatthis adviceappliedwill find
plentyof time to do otherthingsmoreimportantand urgent.

- I know that success is not by work carried out, it is the extent of the impact of these actions positively
onaroundyou.

Obstaclego time management.

Many obstaclego regulatehetime, soit Tngenbhavhatyou canand themostimportantof these
obstaclesnclude:

- Lackof goalsor plans.
Theinactionand delayandthisis themost timemanagemenbstaclesavoidit.

- Oblivion, this happendecausé¢he person doesot write downwhathewants toaccomplishsomuchis
lostfrom duties.

- Otherprovincesandtheirjobs,andthatmaynotbeimportantor urgent,| apologizeto all of them
Abagh,theonewhoyou haveto learnto sayno tosomethings.

- Not completethework, or notto continuein the organizatiorasaresultof laziness onegative
thinkingtowardsthe organization.

- Misunderstanding of newhich can lead to problems eat up your time.
Stepgegulationtime.

These steps can be changed or not applied at all, because everyone has his own way inimitable in time
management is important to follow the general principles for the organization of the time. But the restof
thesestepds the overallpictureanywayto organizetime.

- Think aboutyour goals,and seen your messagén thislife.

-Look at your roles in this life, then you may be the father or mother, may be a brother, may be a son,
wasanemployee oagentor beadirector,eachrole needgo beabodyof work towardshim, family is



in needof careandneedto sit downwith themsessiongamily, andif you area managenof the
institution,IFC needgo progressaandplanandmakedecisionsandwork productfrom you.

- Selectargetsor eachrole,andit is notbindingto therole of eachseta specifictarget,someroles
maynotbeexercisedor aperiodof, astherole of Directorif youareonvacation.

- Systems, and here the organization is to put the weekly schedule and put the necessary goals first in
which, as targets the development of self through courses orgeadiiamily goals, went out in flight

or sittingin afamily meetingto talk andtalk, or business objectivgdansfor marketing for example or
targetso your relationshipswith friends.

- Carried out, and here he tried to adhere to put the goals in your week, and be flexible during
implementation, you may find opportunities not think of during the planning, exploited not fear that
your scheduléhasnot beenimplementedully.

- At theendof theweekvalues yourselfandlook ataspect®f thedefault.

Note:weeklyregulationbetterthandaily becausét allowsyouto copewith emergencieanddealwithit
withoutlosingtime to implementyour goalsandyour business.

How to useyour timeeffectively?

Hereyou'll find alot of notesto increaseyour effectivenesin the exploitationof yourtime, try
implementation:

Try to enjoyall thework you aredoing.

Optimisticandbepositive.

Do not waste your time on your failure remorse.

try to find newwaysto saveyour time everyday.

Look atyour oldhabits;theyavoidthingsthatmaywasteyourtime.

Placea small noteboolkanda penin your pocketalwaysto write downideasandnotes.

Plansfor thedayfrom the night thatprecededr from earlyin themorning,put prioritiesaccordingo
theirimportanceandmostimportantlybegin.

Focuson your businessaindendedt, neitherdispersiorin mind mostof thework.
Stopanyactivity thatis the product.

Listenwell eachdiscussiorevenunderstandvhatis said,not misunderstandintgadsto gorgingon your
time happens.

Orderyourselfandeverythingaroundyou, whether theoomor home,or car oroffice.



Reduce the provinces of others to you when your performance for your business.
Always askyourselfwhatcanl do totakeadvantag®f my time now.

Carryasmallmanualgn your caror whenyou go outsomewhereandat timesthe wait you canread
your book,suchaswaiting for hospitalappointmentsor completionof the transactiongimes.

Callto makesureanydatebefore theappointmentime solutionsin advancesnough.

Dealfirmly with thepaperdo notmakeit huddlesn your office or your home,getrid of all the paper
maynot needthem withinaweek,or storeit in a clearandorderlyplace.

Readyour goalsandyour plansat everyopportunityeveryday.
Do not worry if you cannot implement your plans completely.
Do notmakeit restrict,but Makeit atyour service.

At timesyou haveto give up alittle organizatiorto take arest,and thisthing preferablyin tripsand
vacations.

Focusedn high-yielding actsin thefuture,suchas:
You are! Family work
Thebelowonly afew examplesandyou haveto excelandinnovatemore.

- Useful reading books and magazines. Listening to tapes useful. Sit with the breath and review what |
did during the day. Moderate exercise to maintain your health. Take a break, through the holidays or
duringthe periodof simple day.sitting with family in afamily sessions. Gfor atrip andthroughit you

can distribute responsibilities to family members learn responsibility and increase the bonds of
relationship between them. put plan always for the future. Get rid dieallork is useful. Trying to

explore and exploit opportunities effectively. Dialogue with colleagues, staff, officials, customers or
auditorsto increasehe efficiencyof theinstitution.



How do you dealwith new employees?

Said that the new employee is not just a piece parts or gear is mounted in the machine deaf. It's just
human presence among the group is enough to influence the reordering of priorities, or move the center
of gravity teampositiveor negativedirection.Thereis no doubtthat hewill beinfluencedby theculture

of thetotal, but it alsoaffectsthe culturein anegativeor affirmative.

Theimpactof thenewemployee:

Thefunction of the Directorarethe dimensionsof concernasmuchaspossible andthis meanghatthe
old reassuretaff,andto supporthe newemployee.

2 Firstimpressions:

What do you want for the new employee learns that during the first few days? It will be a mentor
PresidentFirstimpressiongakerootin the soul,especiallyif it is negativejt will bedifficult to change.
Moreover, if the Director did not devote enough time to help the employee starts work with confidence
thattheywill cometo themind of the latterthathis presencer not of theadministration.

3 official definition program:

Each employee can choose profile prepared by the Foundation program. Such a program provides basic
and clear information on the organization and public policy, objectives and identity and internal
procedures, as implicitly refers to the image you want the organization to look in the eyes of customers,
supplierscompetitorsandthe surroundingcommunity.

4 Whatis theinstitutionthatyou say?

You mustincludethe official definition of programinformationon:
Atheinstitution'shistory.

AOrganizationaStructure.

Athefunctionsof thevariousdepartments.
AManagementpolicy towardscustomergandemployees.
Atheinstitution'sproductsandservices.

AWhatyou expectfrom theinstitution staff.

Astaffprivileges.



5Whatdo you sayasa manager?

The official definition program provides employee of the institution, as provided by the direct manager to
manage his work. And you'll notice at the end of this track today that the new empltyfeelwery

tired and not being able to be knowledgeable about the details, here you can reassure him that you
appreciate fully the position, do not worry. His shoulders were heavier tremendous amount of names and
instructionsheardsomefor thefirst time,andcan notbe digestedt all in oneday.

6 How pavetheway for theemployee?

Ametsimplyandunceremoniously.

Al donot needto captureby Bheptkandtheimportanceof your position.
ADedicatechim all thetime aslong asthe Sahpetk.

ADo not criticizetheinstitutionin front of him, butexpressedraveby your pride.
7.Bewaryof strainedthatinformation:

Can not be the new employees to wait two or three weeks in order to recognize the nature of his new job,
he wants to know everyttgrfrom the first day. Between the nature of his work from an integrated
perspectiveeflectingall of the organization'®bjectives.

8 proceduresindstandards:

Clearlydisclosedll whatyou expectirom the newemployeelf youdo nottell rulesandregulationswill
learnfrom the mistakesof others,or repeatsAnd perhapsommittingnewerrors.

9 Give him adetailedmap:

Eachnewemployeeneedgo knowthe numberof pointsof interest:

Alibrary.

Aoffice site.

ALunchplacewithin the organizatioror outsideeating.

APersonneManagemenEor informationconcerningheprivilegesandvacationsandsoon.

10of hiscolleagues:

You are solely responsible for providing the new employee to his colleagues who will work with them.
Tooleis notthetaskof Skrterkor any otheifellow happengo havehis presencéhe momenthearrivalof
thenewemployee.

11 andwork duties:



Finally, the new employee to the person who will take over his training. Do not give him a tough job
duringthefirst day. Startwith someeasybusinesshatfits perfectlywith his abilities andexperience,
whichmeango increaseemployeeself-confidenceanspirethe spirit of enthusiasnin it.



How to build and managea successfubusinesgeam?

1. The compositionof the team:
Firstof all you mustTake- pre-configuredStaff - in thesequestions:
Whoshouldjoin theteam?

And thefoundations onvhichto join theteam?
How will thenumberof teammembers?

An effectiveleademwhenit startsin the selectionof theworking groupis notsubjectto emotionsput
purelyscientificstandardsandputs theeam'snterestaboveanyotherconsideration.

It mustbechooseheright peopleandeachmembelis comingbringswith it a skill thatis employedfor
the benefitof theteam.

2. Education and training:

After it is configuredfor theteamleaderbeginsto developa planto upgradehe potentialof theteamand
training.

It starts first direction, until the employee learns all about the company's business, it also needs to

provide the new member to the rest of the members and define the product or services performed. After
that the supply Lists all the tools he needs tokwand accompanied on a tour of the company and offer

each other employees, should also be on the leader here to make sure that the employee ready to perform
his duty full understandingf its responsibilitieandhis work, andthatallows himto indulgein work.
Somecompaniegio notallow employeeto meetnewcustomer®nly aftermorethanthreanonthslater,

that the appropriate training increases employee confidence in his ability to work and thus achieve the
desiredresults.

3. Goodcommunicationwith theteam:

An effectiveleaderthe mustcommunicateonsistenthandeffectivelywith theteam,especiallythe new
ones.

It would bewrongto leaveyourteammemberntheir own, without communicating witbthem.

You must open channels of communication with your team members Vthvzhm and proceed with their
work and make them feel your presence beside them, be sure to meet them frequently, and to be is
present when they need you, it does not matter what you danppdstant to continue to communicate
with themonaregular basidyut mustbe putin your consideratiothefollowing points:



- Occuronthatsuccesss asucces$or thewholeteamandnotindividually successful.
- Factorof everyindividual asif it werethe mostimportantmembers.

- Showeahem yourlinterestin them ashumanbeingsnotjustemployees.

- Listenedwith interestto them wherthey talk.

- More useof theirnamesandinterestedandflatteredsmile andpraise.

4. Vision:

Theleadershouldhelpmemberof histeam ortheirown vision of developmentnor shouldit
encouragédeasandAmtdaham wheiheyreachfor newideas.

5. Goal setting:

Thecommandepf theinvolvementof his teamin the procesof determiningheteamgoals,aswell asin
strategic report and action plan to achieve these goals. If the team members participated in determining
the team goals, this will increase the strength of the team and its ability to achieve those goals, as Tom
Peterssuggests'Therule ofthunb and experiencall of the peoplénvolvedin everything."

6. Appreciation and thanks:
Whenthe succes®f the peoplein theteamto doits partmustbe encourage@ndcelebrated.

And they mustfeeltheteammemberdiappyandpleasedvhena colleagueachieveanygoodresults.



How doyougetprofessionaldevelopmenand careeradvancement?

Eagerfor your businessPerhapsouwonderedvhy repeatedlyosesalary(John)anddoubledthesalary
(Michael),while bemusedemainecconstanfor years.

Indeed, in 99% of cases do not get the employee to an increase in salary only when deserved, and not
because of nepotism or luck as illusion, and whenever became a competition between strong companies,
managers deliberately to apply the old rukdagsan your business or retired) Here are eighttips You may
throughwhich toadvanceén your businesandconsolidateyour positionin your organization.

The lack of a work in progress and increase the pay is often due to defects in the personality of the
employee or worker, it has been observed that even in occupations that require technical skill such as
engineering, a large number of engineers who occupy the highest positions, technical skill come with
themin fifth placeof the six DETAILS which areexcellentpersonafactor.

Namely:enthusiasnfiactorto work asif it wasdone andelf-confidencewithoutego,andthe speedof
selfevident, and the safety of wisdom on things, and tact to talk, and timeliness. Furthermore, careful
not to loss of workingime, should the employee gives pay for work a full day, Hence the phone calls
and write your own messages, etc., of a great shake the confidence of employers in the factor is not
enough to be good behavior with your boss alone, the good behavior totvemds especially
subordinatesf the qualitiesthatwill satisfy superiors.

Ask for additional work: business says that nine staff of ten of them are content to perform the required
work and throng including churning them up with additional work, let it be you are the only persa who
requiredto createotherwork it is agoodopportunityto increasdghereward.

Try to know the details of the work of direct boss to be able to assist him in his work performance, if your
boss is also coveted in this promotion, salary increase, has promoted its ability to rely on you in the
functionsrequiredstop,in orderto devotehimselfto businesss another.

Analyze your job and study its divisions to know you harder and you need greater accuracy and which
needs to speed, and | know respects that do not Trade them tried to strengthen yourself in whatever you
can from the medjaand beware that quench your enthusiasm to confused, and that says, as somesay:
(Wegive His scienceequivalenof thewagewhich gives us)hattheemployemwill not beconfusedover

whatdid nottouchyou personallygive it morethanthey takefromit.

Spoketactfully: Theinability to express/our concernof amajorobstacladeasfor the sakeof your
progress in your business, habituate yourself to talk newly naturally frank without stammering or
hesitatiorwith your superioraandtrainedto write reportsreflectthe tasteanda goodselectiornof



words and phrases, this should be too much Read the cultural and literary magazines Whatever your
businesawayfrom theliterary aspects.

And also should examine all memos, letters and reguatptass you during your business, but not
talkingin the phonerecentlytactful andyour voice JoyousSarajn order tooccupylargeadministrative
functions, you have to know how to convince others your thoughts without that force them to accept
them witout conviction, and that suggests to them the things that you want them to do that without
telling them.

Most of the staff, who occupies important positions, do not stop asking proposals to improve the work
and increase profit organization, and therenaa@y books suggest thinking about the product, then you
should study and benefit from them, and thought constantly in ways that lead to get the job donequickly
andlessexpenses.

Accordingto adapttheatmospherén whichit operates: Thiack of dissimulationat workmay
sometimeslue

To trivial reasons, but raises the employer, not the bond of the neck or hair-cat&yag manner
may causehatredof theemployerto the employeewho workswith him.

Hence, you should know what he likes your boss and dislikes and align yourself and your habits so that
attract his heart to you, Presidéoving to socialize with people very different from loving introversion

and isolation of President, and salade difers who institution inherited from his father, and so on, in
orderto increasegyour salaryin ashorttime mergednto the atmospherevhich your surroundingsoasto
makethe employersaysaboutyou: (Yes, thigs the stylethatwe want).

You areworkingin (thefield of race)leadsthe otherandincreaseheir salariesjuickly, while otherdag



How to write a job description

Whatis thejob description?

Jobdescriptioris acomprehensivetatemenbf the dutiesandresponsibilitiesf theaccountsandthe
job.

Whatis the purposeof thejob description?
To characterizéhefunctionof thenumberof beneficialpurposes:
- Increasesheformulationpleasedadsandspecificationgor the postsandrecruitmentagencies

- Make it easier for candidates to understand the process of the primary responsibilities of the positionof
a clear understanding of giving them the opportunity to determine the suitability of function and
providesthemwith theinstitutiontime andresource

- Pavingtheway for anagreemenbetweerthe observeiandtheincumbenton thefunctionality of the
expectedesultsandthatconsequentijeadusto betterassesshefunctional.

- Reducaheamountof conflict of dutiesandtasksbetweerpositionswithout unnecessariljncreasing
theeffectivenes®f teamwork helpingto planningandhumanresourceslievelopment.

- The general objectives of the organization is divided into smaller goals to be achieved through
individual jobs, and this shows the direction and instills cooperation between workers besides
understandingndappreciatiorof the contributionof functionalityin achievingtheorganization's
objectives.

Typesof job description

1) Positiontheinternalandexternaljob descriptionCharacterization

It is important to know that there are internal job description is dedicated for internal use only and there
is an external job description and the read potential candidates, and thinks it is the internal
charcterization detailed and comprehensive for the job while the external job description outlined and
predominantlycatalog.

2) Descriptionof thetasksandtheresultsof theprimaryfunction

Thebasicfunctionsof thepositiondescriptions usedto identify specifictasksachievemenievels,for
example, a mechanical factor will lead the functions of a positions in which success is measured by
production levels, on the other hand determines the results of the basic function of the final results
desiedcharacterizatiomegardles®f functions/ methodsusedto achievethem.For examplejt



occupiesna n a gpesitigngKey findingsin which successs measuredhroughsaledfiguresor begun
distributinganewproduct.

How to write ajob description

Mustbeonthejob descriptioncontainssomeinformation:

1. Administrativelnformation

This sectioncontainshasicinformationconcerningheposition:

PositionName(includesmanagemerandinitial), abrief descriptiorof thefunctionandpurpose,
companyname geographidocation,branch odepartment.

2. AdministrativeStructure

Should this section refers to the position he has held direct observer of the incumbent and also points to
the monument / who dealing with the advertised position, and determine the function site of the hierarchy
of the institution gives valuable information on the importance and the ability of the employee to make
progressandinfluencein decisionmaking.

3. JobPurpose

Thissectionshouldbea brief statemenaboutthe strategythe desiredresultsfrom this positionto fitwith
theorganization'gjoalsandachieveexactlythedesired objectivef this post.

4. Thetasksandresponsibilitiesof the post

And separatethis partof the basicfunctionsof thejob, it is naturalthat contaifob descriptiorfrom sixto
tenpointsdetailingthe desiredgoalsof this positionandresults.

It must be formulated data in accordance with the goal necessary and thactd@eved rather than
explainjob performancestyle,for example'take entrenchthe companyforecastsa monthandreporting
and aack of specific goodplanners demandiestof "leads predictionsompletedasks face"tasks

The basic functions of the job in the Terms and recorded in a matrix mode, and in a separate column
record percentage of time that perform the task which the (total 100%), and recordaesematial

functions of the job if they are performed does not &#eof the time, and in a column last without

time ratefor thejob ( suchasdaily, monthly,seasonal)n arecentcolumntick describesheimportant
taskssuchasbasictasksthatmustbe availableto the vacantpositionthe ability to performthem.

5. theskills andcompetenciesequired

In this part are defined skills, abilities, behaviors and knowledge that must be displayed by the
candidate, and paint a matrix include the following information: efficiency; experience; education; or
certificategequired;functionalitythatyou needto efficiency (Referto the matrix functionsmentioned



above in the tasks and responsibilities of the post), In the end, efficiency is to be the minimum
requirementgcannotgetajob withoutit) or be of thedesiredrequirementgbetterto existbutit is not
essential)

6. Otherrequirementg optional

Here and add other elements of the job, may include small novelist fragment demonstrates a vision for the
framework in which the employee will work, and niaglude information about the company or some of

the details about the environment in which the employee will work beside decision for the postof industry
authorities.

Othersareoptionalandmay containinformationrelatedto the serviceconditionssuchas
- Any requirementgor travel

- Work hours

-Salary

- EmployeeBenefits

- RightDisclaimer

Prewrittenjob description

Must conduct a comprehensive functional analysis before the numbers for the initial drafting of the job
description, job analysis is a systematic convergence to evaluate the function and determine the duties and
skills required, and the method of implementation of the function, and the requirements of the postand the
individual mustbe doneto completethetasksonthe fullest

Functional analysis requires information from the competent director, managing director and also the
ownerof thecurrentposition, agthesearethe people closegb this position,theyknowthe currentjob
requirementsindmoreimportantly,theyknowtherequirementén thefuture.

One of the main ways to collect information about the function is performed during the-figlltagks,
and followup behaviors, access to a sadfscription of the function of the owners and a reféuen tojob
responsibilitiesfunctionsandinterviewownersor searctjob descriptiorfor similar publicly post.

Glimpsesof thejob description
A) profileslanguage
1. Useclearandconcisdanguage.

Use keywords to her not only with us one whenever possible, and use the examples / explanations of
wordsthatinterpretatiordiffers

2. Be specific



Usespecificlanguageinsteadof saying"goodcommunicatiorskills" It is betterto say"The ability to
transfertechnicalinformationto nonitechnicalaudiences.”

3. Usetheapproactbrief andavoidunnecessarywords,suchashis positionon thecompanyanswersll
callsandturnthemto their ownersin the variousdepartmentsf the company.

4. Starteachsentencés built by thewell-knownandalwaysusedthe presentensetime.
5. Avoid usingthelanguageof the samesex.
6. Do notusetechnicallanguageasmuchaspossible

Description of good job explaining the objectives and duties and responsibilities of the job so they are
easyto understanevenfor theaveragepersonandif thefunctionwastechnicalin natureandrequires
technicalexpertisethereis nothingto precludethe useof suchlanguage.

7. Explainthedesiredresultsof thework, if possiblejnsteadof away to achieve Forexamplejnstead
of saying "telephone messages dump" It is better to say, "Recorded telephone messages recording
accurate."

B) EffectivenessCreatemodelsto characterizéosition

There is no claim for lost time whenever the need arises job descriptions, Models of job description canbe
createdor certaintypesof jobs,for example cancreatea generakharacterizationf administrative

/ clericalfunctionsandthesemodelscanbe adjustedimpleadjustmentccordingo the specificationsof
thepositionavailable ratherthanstartracingwithoutthe prior knowledge.

V) reviewandeditthejob description

Seegjob descriptionaccordingto therequirement®f the position,andmustconductanannualreviewif
nothinghappensvithin this periodrequirereview.

D) Flexibility

Usethejob descriptionin aflexible mannemwherethereis roomfor theoccurrencef coincidences



How to takea decision?

Stepsnustbefollowed whenmakinga decisionresultingfrom theanalysis

Analyzethe situation

Whatarethe topicthatyouwantto takea decisiorcircumstances®hatarethe conditions®hatarethe
adverse conditions? What are the circumstances that are not yet clear? What exactly are the reasons that
createdhe needfor decisionmaking?

Selectgoal decision

Why takethis decisionAWhatdo you hopeto gain?Completethefollowing sentencéHow .......... ?2)
Along thelinesof ((How canreducethesizeof theftsstaff?))Or howto choosea betterjob?

Selectthe amount of the expectedresults

Imaginethatthedecisionhas been takeisowhatarethe newtermsarenow?Is this really whatyou
need? You can not be the quality of the decision without having given target value can be measured.
(How canwe reducethe proportionof theft inour companyo 50%thanit is in othercompanies).

Considerthe information you haveavailable

The quality of any decision is directly linked to the quality of available information when making a
decision.You cancollectasmuchasinformationfrom the staffandcompetitorsexpertsandfiles and
releases.

| know otherresourcesvailableto you

If your decision requires money and talent, time, equipment and materials, you'll need to know how much
of them you have available? And whether you can get more if you need it? Where you'll get them?And
when?



Selectthe requirements of the resolution

Whatarethe conditionsthatmustbe metto makethe decision@orexamplejf youareconsideringhe
wordsof newjobsls minimumsalarywho accepthim?Are thereplacescannotacceptworking out.

Selectthe desiredbenefits

The requirements of resolution are (what needs to be provided) unwanted and benefits are (what you want
to achieve) what are the conditions under which it is important to provide in order to earn at the same time
is not entirely necessary? For example, goght want to function Musharraf but you want without the
accompanying responsibility to her and you will not refuse an offer is like a dream for you ifyou need to
supervisdheothers.

Putyour prioritiesrequiredfor benefits

Not all benefitsequallyimportant.Sobetweertherelativeimportanceof giving acertainamountof the
total weightadvantages.

Putreasonablalternatives

What are the possible options available to you, you put the largest possible number of alternatives. When
what you are looking for a new place to office, you will strive yourself to think about the alternatives
available As well aswhenyou wantto hire a newassistantyou wantthatthelargenumberofgualifiedto

submit their applications for the job. Buiwy will be excreted requests and reduced their number to a
reasonabl@umber.

Examinethe alternatives

Examine all alternatives commensurate with the list of requirements. when it does not meet the
alternative- evenif oneof theserequirements by refusingunlesst canbe modifiedrequirements.

Evaluate alternatives

Compardheadvantagesequiredandavailablealternativeoffered,andgive eachoneof these
advantagedegreaelative.



Compare betweenalternatives

Collect number of advantages points available in each of the alternatives and compare objectively based
on the resolution, which will adopt requirements. The alternative, which gets the largest number of points,
will betheinitial choice.

Selecthis option to knowtheinitial consequences

Look to the future and answer the following question (if we apply this initial option, what is likely to
occur stuff?) Imagine yourself live with this decision after a week, next month, next year, or beyond it,
andwhataretheimpressionsregoodthatyoufeel outaboutit? And vice versaDo you like whatseen

himin general?

Took the final decision

If theinitial resultsof the optionasgoodasit wasin the previousstepPedapply.If not,thatoptionis
what you want go to the next option in the number of points recorded by, and if you do not find a
suitableoptionamongthe options thatecordedbointsatticreferback tosteponeandstart again.



Knowledgemanagemenandadministrativeconfusion

Muchwill be surprisedoy thisterm, othersassert thathereis no administratiorthat henamedonly in
the Arab reality is all the work of an employee even for a brief period will favor this term (mood
managementhatareunfortunatelyincreasingsignificantly.

This labeled begins to emerge when there is no institution of the system and a clear policy and regulations
placedby adedicated tearto work plainandclearpathfollowed byemployeegamongthemDirector

and President) in the performance of their work and their contacts inside and outside the institution. All
believed that human nature moody, in the days be happy and pleased and another day dominated by
sadnessinddepressionandself-evidentwhenthe humanbeingin the caseof broodandsad,the

decisions will be reflected as negative on the staff and the organization in general (will be reflected and be
bad and go back negative), and vice versa If happy and pleased with it behaves pleasantandipositive it
also reflected positively on the staff and the organization in general. The mood and psychological play a
major role on the surrounding environment and thus the degisading and all public output of the

institution. So it is imperative that the itations founded and regulations deliberate on the basis of

scientific criteria tracked by employees of an organization to avoid psychological Proteus human race
mode, the existence of a system and procedures defining workflow and communications vherkers, t
process change atnsformthe moodto rationalandthisis required.

Assignedo beuninhabited:

| think that there are words and the argument familiar to many people: the "right man in the right place,"
the statement spread when many people the majority of people and use them intuitively when all
categories and classes so that small and large employee alike, but unfortunately these are just slogans
backtongueto pronounceUnfortunately that"the principle of equalopportunities'law amongworkerss
notenabledandis notimplemented.

These are some of the explanations summary for Titles rolling stock, audio and familiar a lot of people
when, but this is not the core subject of this article, but thebstibject and the important thing is to

handle things as improper "manner mis" (Management mood + attribution to be uninhabited = address
problems arts wrong), and the reason is due to several factors, many will recall, for example, is not limited
to a $ngle factor, which we see is the main reason for this, namely the use of tools is appropriateto deal
with aspecificproblem.

Toolsinappropriate¢o addressa specificproblem

On represented by senior management of institutions and derisikers to imrove the selection of
appropriate tools and methods to address the problem they face, is it reasonable when doing repair vehicle
(car)the useof toolsandpartsfor motorcycleandvice versasoit is necessaryo useavalid and



appropriate equipment with the event or problem to be treated . The question arises how do you knowyou
did not succeed in solving the problem and treatment (indicators that show you that you did not succeed to
solvethe problem). Theraremanyexamples ofthis, for example:

Examplel. Traffic Management

Traffic management in any country when its handling of the incidents and irregularities, has used all the
meangsuchascameras toughersanctions the prosecutiorplayboys........ etc)toreduce aneéliminate

the problem, but probably did not succeed. Therefore it is necessargxamene these means and
consideithe sameproblemfrom all angles anthe use ofwhatis appropriate to them.

Mthal2- insuranceproceduresn developedountries:

Developed coumies and civilized like America, for example, when you do insurance on the car, the
insurance company does not ask the driver to papers or evidence as is the case of the Third World
countries, but rather dictated to some simple questions (such as howimesyou got a traffic

violation - Are you Marriedchildrenof yours- how muchdistancdraveledduringtheday......... etc.)

If

the driver made the information is incorrect, for example, you'll be the loser, because in the event of an
accident during this period (the period of insurance), the insurance policy is considered obsolete and is in
effect because of misinformation made by the driver's insurance Twelve process. Therefore, the driver
has to make correct information and the desirit very carefully on the validity of the data, andwithout
providingreamsof evidenceandsecuritieghatdo not claim from afarandnotclose.

Theknowledgeof hermanagemenaf the benefitsthatmakethe administratioravoidsuchdefectsas

well asa focus on labor management intelligent and sophisticated manner is also focusing on
productivity and output of work, but not on the effort, and the benefits of knowledge management as
follows:

1. Familiarity andcustomeisatisfactior(Rev.)asfar aspossible.
2. Providegoodserviceto customers.
3. Improvemakinganddecisionmaking.

4. Developmenbf innovationto gainaccesso appropriateandadequateo solvethecurrentproblems
andto devisewaysandnewservicesandimprovedtools.

5. Reducduplicationof effort, time andmoney.
6. Simplificationof procedure®y deletingnon-essentiabperationgo focuson corework.
7. Jobsatisfactiorwhenworking.

Knowledge management make the top leadership and denisikers are able to how to exploieth
availableresource®f theorganizatiorproperlyandtheright time, usingthewisdomandintelligence



(Smart)in theapplicationandwithoutthetroubleof a largeeffort, andthereis anexampleof my
intelligenceto act.

Recalls that there are two factories for the manufacture of soap (hand soap) in Japan, it has complained
that a lot of customers when purchasing a set of soap find sometimes that some of these empty boxes of
soapwithout soap.

Thefirst plantmanagenf emergencyctionby employingworkersto monitorthe manufactureof soap
line to delete the empty soap boxes and to eliminate them. In fact, | said complaints in this regard, but
unfortunatelystill the problemlist.

The second factory manager has tre#ttedoroblem is easy and simple manner by buying fan air (his
bank) and put it in front of a line of soap industry and set it to a certain speed capable of rhythm cans
(cartons empty), and actually spent on the problem quite this easy method is simpleunring and
intelligencein it.

We conclude from this that the first plant manager has to address the problem has traditionally been a
costly and effort and semniegative result. The manager at the second plant has adapted shrewdly and
intelligently and with minimal costandeffort. Knowledgemanagemerabsorkthesethingsandbenefit

from urges to take the lessons from past experiences as they do not ignore the negative events even
avoid in the future and take positive events for the benefit of thedsssand the completion of the

tasks in the future. . It must be the realization that: knowledge management focused on doing the right
thingratherthan thehingyoudo, do right."

"Knowledgemanagemerfbcuseson 'doingtheright thing'insteadof 'doingthingsright”.Note:
Ask your managewhatfollows:
1. Whatis themessage ofur management?

2. Whatis thevision of our management?



EffectivePerformanceEvaluation Guidelines

Theperformanceppraisaprocessappliedcorrectlyresultingin incorrecthiring decisionsandbea
catalystfor managemertb makemanydecisionsoncerningstaff.

Confirms more business owners that a system of effective performance evaluation many benefits, for
example, the assessment officially as a file helpsigentify and correct the causes of poor performance,
and planning professional development of employees, and measure the readiness of the employee to
transfer or promotion, and on the basis of which could decide the bonus or increase Salary,improves
prodictivity rate in the department or organization. We must not forget the importance of good
performance evaluation process to reduce grumbling from workers from discrimination and give them a
sensef justiceof the organizatiorprocedures

Five elementgor thesucces®f theevaluation

To be a successful performance appraisal system should be designed to give staff goals and measuring
performancés anobjective.More successfuévaluatiorsystemsontainthe following five elements:

1. Feedbackunofficial and systematicby moderators.

It is clearthattheevaluationonceayearis enough Staff needgo bearegularreviewof Supervisorsn
relation to their performance, and this review will be in the form of discussions focus on the daily
business and not on the former employee errors or failures of the past. This method requires regular
observation and evaluation of Supervisors to direct their subordinates and work with them where
possible.

2. Employeeparticipation in the developmentof its own performance goals.

This means that the supervisor or manager to meet with his subordinate and discussed with him the goals
expected to be achieved. These goals may be short etdongnd can cover several purposes ofsection

or organization wishing to access them, which depends on the responsibilities of the current or future job.
Supervisors must identify key competencies for the job and then use these competencies in future
performance targets report. These objectives neistdasurable, where possible, such as the completion

of a specific project within a certain period of time. Supervisors can provide assistance to their
subordinates, such as additional training to help them in achieving the objectives. You must register th
new performance targets that have been agreed upon between the employee and the supervisor and must
bereviewedregularlyandadjustedasneeded.



3. Action plansto addressperformance or behavioral problems.

Can effectively Assistant action plans be facing in the case of employee performance problems? The
Director to identify and discuss these problems with the employee whenever occurred and suggest
measures to improve performance. The plan analyzes the n&thesproblem, and the steps to be
takenby boththe employeeandthesupervisotto cooperatdo solvethe problem,andthe timeperiodit

would take to implement the plan. The employee must contribute and propose any changes it deems
appropriate on thelgn. Once agreed on the plan, you should regularly review to ensure that the
employeds ableto be successfullymplemented.

4. Formal review and carefully documentingthe overall picture.

Better to be formal reviews several times a year. There is nothing wrong to conduct meetings informally
and regularly (serrinnual or even annual). In any case, during these meetings should not discuss the
current performance problems, as it would havan ke employee notification to these problems during

the informal discussions was a plan of action to have the status. But these meetings are in order to assess
the achievement of goals and action plans already in place, and to know whether the empioles is

right path forthe developmenof his career.

5. Training supervisorsto getthe mostbenefit.

Last but not least, you must train supervisors to evaluate the effective performance skills so that these
assessmentwe solid andreliable. This usuallyincludestrainingguidelinesn activelisteningandconflict
management and how to minimize controversy if the employee objected to a particular part of the
evaluation. This training is very important as the irresponsible comments of others or linked to
performance evaluation, may affect the management decision. Also must give written instructions to the
supervisor before each evaluation period to serve as a reminder of appropriate behavior to be followed in
the performance evaluation meetings. This tienghcontrolled in the planning of performance

evaluationwill helpto removebarriersexpected.



Outstandingadministrativeand signsof creativity

Accuratein its affairs,anofficer of hisadministrationmm affairsof his subordinates.
Systemgutseverythingmisplacedijt educatesnorethansayinghis work.

complete its work each day at a time, and has no delay or disorder.
distributetasksaccordingo specializatiorandtalentandpotentialon.

Goodfollow-up, firm in hisdecisionconsultandponderalot.

Nice Muasherallowedcreationjs strongin weaknessn astrictnortviolence.

Activity, lecturedwitted, strongpermanenbbservatiorfocuslike workmanshipandquality.

Benefitfrom the experience of othe@ndtheir experiencesccessingndnurse'said, histime in the
comfortof hiswork atatime of rest.

loves excellence, creativity and adores, and the rest of the uniqueness, and strives for excellence.

bypasserrorrepetition,andtakesadvantagef thefailure, andwarnsstumblingblock, anoptimist
doesnotknow despairandfrustration.



Removehe obstaclesand achievesuccess
Avoid failure

Thefirst problemwith thelosersis nottheydo notwantthemselveso successputis in thattheydo not
wantit to fail.

Thewill to succeedndthewill of failure: oppositesio neithermix nor hightogethereitheryouwant
success anfailure, butyou'll want.

Mustremoveobstaclebeforethecreationof the house andmustkeepthe spirit of failurebefore
achievingsuccess.

But the God Almighty wantsyouto succeedwhy youwantyourselfto failure?

Stepgo addressheproblems
Door closedto him morethanakey.
Thebestway to defendis to attackthe problemin front of them.

What creating Bari (Almighty), but the problem and informed dozens of ways to solve them.Problem

solvingmathematical problenmichasteachyou howto overcomehedifficulties.

Stayawayfrom sharpcorner
Tensionpreventdhemind from the propemindset.

You haveto takedecisionscalmly andenthusiasticallynplemented.The

secrebf longevity. Thesecreof successcalmheart.

How to avoid mistakes?

Theproblemis notthatwe makethe error,butthe problemin thatwe controllederror.Athousand

times betteto avoidtheerror ofhis backdown later.



Surrounded by mistake mistakes per group such as error and fault management error, but Nkhaddaa him
andcovered u lineandaline Ngeramwith him, butin additionto theerrorregated.

There are always two ways to conquer the first ertloat go beyond them after that we commit and that
is apublicwayfor peopleto avoidll-falling from the outsetandthatis thewayofthewise.

Do notbeafraidof failure

As collapsedwithout night,norrespondedvithout forks do not springwithouttheautumnaswellasfor
thesuccess withoutilure.

Sometimedailure istheonly roadto success.

Getrid of anodefailure isthefirst steptowardsachievingsuccess.HRest

wayto learnthingsis away right andwrongexperience.

Bearthelossesandstartworkingagain

Do notbe sador whatyouwent,but be sadfor whatdid notgo afteranddo not beworriedabouthe
chancdost beworried aboutthe presenbpportunityin your hands.

Dearvictory, whatl will extol afterthedefeat!Dearandprofit, whatgreataftertheloss!Dearsuccess
andwhatagreatafterfailure!

Experienceandovercomehelossof thefinesthumartrials.
Lossnottastes goodyutwe areableto overcomehroughmakeit abeautifulmemory.Letcrucial
decisions

Theuniversedoesnotwait for eitheronecan deciddor yourselfandto standin with youeitherdo not
makea decision paseverythingin life.

Of thequalitiesof successfuhdultsthey maketheir decisionsguickly anddecisivelyif theyhaveo give
back,they did itvery slowly.

Thosewho donotdecidefor himselfaccordingo theirinterests.



Crucialdecisionwaswrong,evenif muchbetterthanno decisiongvenif it is true.

Listento all thetips anddowhat will benefitthem

Not for thesucces®f onerecipebut hisdozensof recipesandperhapsome othemfit forpeople who
do not fit to others, and perhaps some of the shortcomings to have complete succésd. dftisr t
important that you havi® listen toall recipesincludingworks will benefitfrom them.

Km from smalltips made oldmen?
A scientistsaid:l owein all my. Smallwith theadvicegivento thewayfarer!

If we did not have before us our fathers and mothers guidance, we are still need someone to teach us how
to walk, and how our clothes we wear and how we wash our faces in the morningand how we sit at the
dinnertable.



The conceptandfunction of choice

Function selection is a process that can whereby individuals manage to differentiate between individual
applicantgofill aparticularjobin termsof thedegreeof suitability for the performancef this function,in

other words, it involves the concept to achieve balance and harmony between the duties of the job
requirements on the one hand and between attributes, qualifications and characteristics of advanced
individual for the job according to what is stipulatedhia description of each function of the hand

Thanih.mn this sense cannot be separated the functions of manpower planning and job description on the
one hand and between the function of choice on the other hand, so the key factor of the success of the
humanresourceplanfactorsis how successful peopl@management tdo Selectionfunction properly.

Beginthe selectionprocess

Once completed, quantitative and qualitative identification of all the necessary human resources of the
Organizatiorresultingfrom humanresourceplanningprocessandthenthroughafull descriptiornof all

the functions required, this practice can not be that this phase begins only after the completion of all
procedures related to characterization especially with regard tposte/due to Planning for the
requirement®f anyhumanresourceglanning.

There is no doubt that there is a cost to the organization in error in the choice that is left to the employee
or service separate case, it may be difficult to measure theséacbstexact, however, itcan highlight
someof thesecostsasfollows:

1. Appointmentincludingthe costof thetime neededo recruitanysearchor prospectiventerviews
andtestsindividualsandfacilities.

2. Trainingcostsjncludinglosttime for themanagemenf individuals
3. Theremuneratiomf the newindividual (trainee)thanwhatis usuallyprovidedby the production.
4. High accidentatesmostlyfor thenewemployee

5. Productioniossin the periodbetweerthe old separatiorof theindividual andtheappointmenof a
newperson

6. Do not useheentireproductionequipmentduringperiodsof recruitmentandtraining

7. Heightlossandwastageatesin the caseof a newindividual



8. Additional paymentof wagesn the caseof increasingcasef separationandwhatcouldresultfrom
delaysin deliverydatesnterview

9. Find the cost of individual choice and an alternative
(Interviews testsandmeetthemodels etc.)

And training (thetime is the productof theindividual alternativeproductionandrejectedime andthe
coachgetc.)

10-capitacostof service suchascompensatioandfinal written reportsandthecorrespondingnd

Source®f humanresources:

Limited sources of human resources identified after the quantity and quality Bmsdran main
components:

1. Choosdrom within the organizatioror whatis knownasinternal sourcefternalSources.
2. Choosdrom outsidetheorganizatioror whatis knownasoutsourcingExternalSources.

* Choosdrom within the organizationTheupgradepolicy of the Organizatiormeangheopportunity

for all members of the organization for promotion to the higher levels, taking into account non
discrimination in the application of this rule, and the consequences of this application the following
advantages:

Raisethemoraleof themembersf the organizatiorandincreasdhefeelingof securitytheyhaveon
theirfuturecareerin the organization

Takeadvantagef all theavailabletalentwithin the organization

Individualsfamiliar with all thecircumstancesf the organizatiorandthereforeadaptto theenvironment
regulationprocessontinues

Optionalability to securecooperatiorandcoordinationwith all memberof theorganization

Createanexcellentreputationof the organizatiorto enablethemto attractindividualswho arecareer
ambition

Enablethe organizatiorto absorliheresistancéo changen the selectiorandpromotionpolicy
But thesebenefitspaidunderthe organizatiorof this policy to arangeof risks,including:

A. The choice on the basis of the upgrade may cause an atmosphere of jealousy among subordinateswho
have not been promoted, and thus the new individual loses the ability to cooperate with his colleagues as
aresultof jealousyor unwillingnessso



(B)denytheorganizatiorto benefitfrom newideasandopinionsthatmaybeavailablefrom external
saurcescreatinga stalematen a dynamicorganization

(C)thepreviouspostcontrolcomponent®nthe currentpositionwhich limits its inception

(D) Themonopolyof thefront office, the organizatiormaybe deprivedoften of theadvantagesf
competitionbetweerthe organizatiorand thdabor market.

Thisrecognizingheimportanceof internalsourcedo takeoverkey postsin the organizationput must

be unleashed not called for such a policy and closing the doors to the flexibility of the organization to rely
on external sources to attract the efficiency required to activate the organization, because they maypose a
real danger to the future of the Onggation dynamic require pumping new blood, the organization can
increase the dynamism in the right direction, and the organization can use all the ways to not to link the
selection of personnel and policy upgrade and be clear to the members of theabogartimat the

organization will resort to choose from abroad as long as there is disagreement in the balance between
internal and external efficiency, and become the Organization complete freedom providing qualified
individualstofill thebasicpositiors of appropriateexternalsources

* Choosefrom outsidethe organization: -

: Organization resort to this source due to the conviction of the need to activate a dynamic organization
through the efficiencies that can provide for the organization of the new momentum, no doubt, especially
in advanced industrial sectors large organizations resort to external sources due to the strength of
competition to attract individuals discerning wér@ able to secure the momentum and distinctive

required , that this method of choice may bring many advantages as we have mentioned, butit has
repercussions and negative effects may make up an organizational problems and also behavioral
problemsjncluding:

(A) Low moraleof thememberof the organizatiorasaresultof lack of satisfactioror convictionto this
policy.

(B) In thethird world organizationsalwayslook to the newpersoncomingfrom outsidethe
organizatiorasanintruderfell to the organizatiorfrom the sky

(C©)Theemergencef the newtype of resistanc®f theindividual andthisis normalto takeshapen the
non-cooperatiorwith him or putall thedifficulties in front of him for lack of successn hisjob

Stagef theselectionprocessSelectionProcess

Thepracticalpathto thisstagemayvary from oneorganizatiorto anotherand thathe typeandlevelof
function to be filled may determine to a large extent the degree of detail and accuracy in the selection
processandthe stagef thetestingprocessonsistausuallyof:

1job advertisements



2 initial interviewapplicantPreliminaryinterview

3request to use Completion of application form are met4
Testg/the Tests

5 InterviewPersonalnterviews

6 Investigation for job seekers back ground Investigation
7 medicaltestsPhysicalTests

8 issueof appointmentecisionEEmploymenDecision

Thiswill focusin this context;thetwo mainphasesreconsideredhecoreof thetestingprocessandthe
two testsandpersonal interviews

1-tests(The Tests):

After that make sure people management of fulfillment advanced individual for the job to the general
conditions, be so willing to make a series of tests designed to assess the success of the individual in the
performance of job. no stop the importance of these tests on the description of the capabilities and skills
of the person to fill the current job lgnbut forecasting abilities and potential future to fill the other
higherlevel functions The use of tests can personnel management system of the proper choice ofall
applicants for vacant positions, that these tests may reveal certain capabilitiedlanthgihelp

insidiousto directtheindividual to anothefjob commensuratith thesecapabilities.

Typesof tests:

Individualscanuseto manageall or someof thetestsin thetestingprocesssothemostcommon
applicationof thetestsin thisareaare:

1-testcapabilitiesAptitude Tests
2-personality tests Personality Tests

3-1Q testsIntelligenceTests
4-Performancd estsPerformancé ests
5-teststendenciesndtrendsAttitude Testes
6-precisiontestsDexterity Tests

Teststo assess:



Despite the importance of the tests used in the assessment of individuals and determine their suitabilityin
some respects the characteristics of the job to be filled, but it is not easy and may not result in some cases
the desired goal of them, so when yarg using as a means to evaluate the tests must take into account the
following:

Shallberegardecascomplementaryo othertestsof themeanwof choiceandis nota substituteor it.

(B)the use of a small number of tests and considered correct choice in a particular job, and be regardedas
useful if the test proved to be helped to distinguish between people who are more successful when
compareavith peoplewhohavebeenselectedvithouttesting.

(OIf notproventhetestof thefunctionsof similar healthit shouldnot beselectedor the selectiornof
thesefunctionswithout testingandto ensurets validity.

(D) It musthaveknownthatthetest demonstrateéle ability of a persorto performaspecificjob, butit
doesnotexplainwhatis actuallygoingto do afterthe personchosen.

(E)Mustbestandardizedestsgivenin circumstances
(F)Mustbesupervisedy atrainedperson tests

(J) Must be distributed tests with the utmost diligence, Gz does not make sense to use Gz enable some
applicantgo obtainthemin advance.

2. Thepersonalnterviewpersonalnterview:

The purpose of the interview is to find out individuals who are believed to be good to work in the
organization, is considered by some a personal interview and a way to improve public relations by giving
a good idea of the applicants for the circumstaaoelsconditions of work and relationships within the
organizationandto individualswho areagainsknowledgeof thefunctionsandrequirementsandmustbe
available to have a estimated for Advanced confidence, and thus can obtain a full and candsticanswer
their questions, and you should have in their power to influence the applicant to show their interest and
their carefull with all whathe says,andmustsometimese overcomeAdvanced hesitatioto speakor

discuss his previous experience in work, and should know the extent that got him on what theyneed from
the information as well as a way to end the interview, and finally must interviewers not to enter bias or
prejudice element in their judgment on indivadisior sentenced outside their appearance or general
impressions, which may lead to a resolution is Salim, also must avoid the questions that may be
consideredrivial orindividual basido makeadecisionis invalid.

And be proactive in the interview tife consideration as it seeks to answer specific questions, the
interview and are usually directed, that is, the opposite by questions from leading the discussion to a
numberof issuesvhich heconsidersmportant,onthe otherhandit maybe partof theinterviewis not
directedAdvancedo encouragé¢o discussanymatterdt deemsappropriateandimportant.



Thepersonalnterviewhassomeof the personnebf the Organizationandtheobjectiveof thefollowing:

1-collectivejudgmenton Advanced
2-testandre-testdevelopedn areaghatseento beof importance3
Advanceddefinition of prominentmemberf theorganization

Others may follow a policy so that made several consecutive interviews with several individuals in
private,theninterviewerswill meetto assesthe applicantpersonandcomparedheirfindingsin their
judgmentit.



Routineinspection

Routine inspections are used to avoid problems before they become problems, or at least head them off
before they get tobig. Being proactive and completing routine inspections regularly can save big
problemsdownthetrack.

| talkedaboutroutineinspectionsiot toolongagoin this spaceput wehavereceivedeverakequestgor
greater detail. Today, l 6m going to give you a co
schedulingall the waythrough followup.

The actual i nspection is not a very difficult tas
moreeffectivel 6 listed 10 vital thingsthatyoumustcheckon duringtheinspectionMore about thisn
aminute.

Most good tenants will be understanding and cooperative in helping you to getthe inspections done. It can
be a great opportunity for them to show you what needs to be fixed and for you to remind them that you

care about them and their home. Oof cour s e, it goe
aftertheproperty!

InspectEvery6 Monthsata Minimum

|l 6ve always found that i1itds i mportant to do inspe

sothat youcan stammut anyissuesiceandearly.If anyproblemsaregoingto cropup, theyaremost
likely to occur whenyou are getting to know the new tenants and they are getting to know their new
home.

It is a good idea to inspect the property every three months during the first year of tenancy, if you are

allowed. Every state has theirownrulesoow of ten youdre all owed to cond
QueenslandndNSW willallow them everythreemonths while othersJike VIC, only allow themevery

6monthg(VIC doesmakea provision for arinspection3 monthsafter newtenantanovein).



Take a look at the infographic below to see how often you are allowed to do aroutine inspection in your
state. Dondét try to get away with only doing an a
minutes to do a verythorough and completpection, and it will show your tenants that you careabout

morethan justcollecting theimrent.

Give NOTICEtoyour Tenants

Ensurethat yourtenants argvell andtruly awareof whenyou arecomingthroughto inspectlf youd o n 0 t
notonly will youhavegrumpytenantsy o ub&breakinghe law!

Imaginevisitinga n y o maséjswould beconsideredudeto dropin unannouncedndnotgivethem
a chance to clean the place a little first. Thisi
messin the closedoffoom y o ubi&lbdkingin thereduring yourinspection!

Again, eachstatehastheir own regulationson the numberof days noticeyouarerequiredto give before
the inspection, but the average is 7 days. Look at the infographic below to see the minimum notice in
your area:

I have found that 7 days notice is reasonable, re
shorterdoesnot givethetenantenoughnoticetoensureghateverythingis cleanedandreadyfor youto
look around.

Your noticemustbein writing. Typically speakinghatmeans vigost.The lawis not 100%clearif you

can send it via email (what s new) but if the ten
notices then an email 6shoul dé6 be fine. A foll
message.

He r aléterl 6 wrigtenthatyou couldfill in thegapsandsendto yourtenantsGet letter Also, |

mentionedn theletteraboutattaching

amaintenanceequesform. Thisis abrilliant wayto get thenthinking beforeyoushowup, and speedp

the process of any maintenance issues when youodre
priorities


https://my.leadpages.net/leadbox/140085573f72a2%3A11deaa5a6b46dc/5646748928180224/
https://my.leadpages.net/leadbox/1447a5573f72a2%3A11deaa5a6b46dc/5700866052980736/

(bewarehatsometenantscangetalittle too excitedbuti t bétterto knoweverythinghannothing).

ALWAYS Knock BeforeUsingYour Key

I always call or send a text message to the tenants the day before | arrive for the inspection as a way to
remindthemt h at amyeirygp betheretomorrow, pleaséll outthemaintenanceequesform if
thereareanyissuesthaheedmya t t ent i on o .

Over the years, | have learned that it is very important to knock, loudly, a couple of times before letting
myself in with my own Kkey. For one thing, this sh
anot her é wel |rehaledeed &coypla actasiamyywheénh REALLY wish | would have

knocked Enough said abouhat.

Just a quick note:If the tenants are not home while you do the inspection, be sure to leavepbey
as you found it and lock the doors. You do notwant to be blamed for a break in éfigpetion.

Your RentallnspectionChecklisti 10thingstoLookfor atthe Inspection

I f the tenants are home, before | even go inside
beforel s t a This iv@sthetenanta chanceéo comeclean, andrery oftentheypointoutanissuethat|
probablywould havenevefound on myown.

Overall, you are looking to make sure the house is clean and tidy, and that no obvious damage has
occurredThisis notthetime to comparentricatedetailsofthe condition ofthe propertywith howit was
atthe beginning othetenancy.Therewill betimefor thatwhentheymoveout.



You shouldbein andout within about15minutes. Usgourtime atthehousetacheck orany repairghat
you wi |l need to take care of. Some tenants donoét
that you will raise theent(to cover theepair)ort h a t hgldtherarésponsible.

Hereis whatyou havebeenwaitingf o ry@ur RentalinspectionChecklist,10thingsto lookout forduring
theinspection.

Insteadof writing themall outherel 6 pugtheminto anice PDFchecklistthatyoucandownloadand
print out. Getit now.

Hot tip: Somethingthatl d i dmedtionon the checklistis to checkEVERYroom.Evenif i t jdsts
peepingn therewhile thechild is sleepingat leastyoucansee nothings beinghidden fromyou.

Putall yourfindingsinto areport

With thechecklist printedup to guideyou, thewholeinspectiorprocesseallyonlytakesafew minutes,
but to be honedttake advantagef technologyto make the job eveeasierandfaster.

Thereareseveralnspectionappsavailablefor iphonesandipads.| like anapphat letsmetakenotesand
photos,as wellasmarkingeachroomaseitherGood,Fair or Poor.

The app | have used a lot in the pagtrigperty Inspectod have no affiliationwith the makers of
Propertylnspectorit is justan apphatworks forme. Itkeepsmeontrackasl amtouringthe houseand

also really easy to make anynotes about each room. Just as | walk out the door, | email myself a copy of
thereport.Done!

H e r anémsgeof theappin actionto give youanideaof whatit looks likeontheipad.


https://my.leadpages.net/leadbox/145f91773f72a2%3A11deaa5a6b46dc/5707324073181184/
http://bit.ly/1uFIpeB

This is a free app that allows you to make unlimited reports for a single property. If you have multiple
propertiesit maybeworthwhileto payfor themonthlysubscription.

Anotherappthat | haveusedis Happylnspector This appis very userfriendly andcreates/ery useful,
detailed and good looking reports. My onlycomplaint is that the app is a little too detailed than | would
like for justaroutineinspection(but greatfor full ingoingconditionreports).

Taking Photos:| usually onlytakephotos oftherepairsor thingsl 6 takennotesaboutin thereport.
Mosttenantswill notappreciatg/ou takingphotosoftheir personabelongings.

Whatto do After the Inspection

As far as the tenants are concerned, the inspection can go just one of two ways: good or bad. Your first
priority should be to ensure that any necessary maintenance issues are organised as soon as possible. You
cannot expect youenantdo taketheinspedtionsseriouslyif thenext timeyou showup thebathroonsink

is still dripping!

After the GoodInspection

It is a good inspection if itds clean antindti dy an
greattenantsn thefirst place thenagoodinspectionisorealsurpriseputit is still a goodideato takea
few minutesto let your tenantknowthatyou appreciateheir efforts.

At the very minimum, send a thank you in the form of an email or text message. However, they will
have a much better remembrance of your appreciation if you take the time to draft a letter or certificate
of appreciation.Thisloesnot haveo befancy,fi i thétlought hat count s o:


http://bit.ly/1qz9hgE
http://www.rentmyestate.com.au/fifteen-easy-steps-to-finding-great-tenants-for-your-house/
http://www.rentmyestate.com.au/fifteen-easy-steps-to-finding-great-tenants-for-your-house/

A Bad Inspection
Unfortunately thingsarenot alwaysperfect. Or evenOK.

A bad inspection is usually a matter of degree. Usually, the problem is simplythat the tenants are not
keeping the property clean enough. If there are just one or two small issues that need to be addressed,
you can probably deal with thewith a phone call and an email, or speak to the tenants about it at the
inspection.

If you feel that conditions are bad enough that you need to do a follow up inspection, you will need to
take a few serdiormal steps. Send the tenants a letter which outlines exactly the things that you feel need
to be corrected, that is the things that they need to have fixed or cleaned before your next visit. Listthe
things i n bul | egimple chechklisttoffollow fombbth of you. In thé samedetter, include
thedateandtime of thefollow upinspection.

Two weeksis usuallyenoughtime to gettheir actinto gear.

If thefollow upinspectioris still not satisfactorythisis when ldecideto takemoreformal stepsThis

step usually involves sending a Breach of Duty notice,as they have breached a term of the lease. This
form may be called something different in each state, so check with your local government body for
furtherdetails.Hopefully, things will nevergetbadenoughthatyou need totakthesesteps.

File Your Reportfor SafeKeeping

I never send a copy of the actual report to tenan
keepanelectroniccopyfor my own recordsThismay beanimportant documerif you everwind upin
front of the tenancyribunalor somethingvorsehappens.

One thing I dm sure you can agree about routine in
lesstime thanit took you to readthis guide. Thepreparatioiis mostlya matterof a sendingnotificationto
thetenantsaand



printingtherentallnspectionchecklistsoyou knowwhat tocheck.Theactualinspectionly takesa
few minutesand thefollow up is justaseasy.

Bing BangBoom,y o u donewith theinspectiorandyou will feelgoodknowinghatyour investment
isin goodhands.

Routine inspectioninternal & external

Such as Local authority Criminal
Investigation TeamCCTV
Tourist Police

Municipality HACCP

standards

It will bestartby Checksomeroomspassporscanningwith guestfull detailsinpolicesystem
comparisorwith guestin list in thesystem.

Brief aboutfocusingof developmenbf the securityawarenesby:

* Trainingtheteamfor high observatiorinsistof accuracyusingasecuritysense.

* Usethemaximumbenefitof theinformationsource.

* Do not relyonthegoodfaith in issuegelatedto safety(suspect).

Brief otherdepartmentwhomhasauthorityto entertheguestrooms,tammediatelyreport to

securityteamif

* Theynoticedanyunusuahctivity insidetheroom,

* Any doubtlike find strangdtemsevenin garbagghammerkscissors)



* Long Internationakallsfor countrieshavewar

Importanceof recognizeandscantheroomyvisitors(prostitutesfor preservingthédentity of areaasa
family-leisuredestinations.

Car parking / monitor the cars has big boxes or many luggage even guest came with family/ guest came
with manycars/platenumber nofixed properly/ alsdo briefed thevaletdriverto reportif theynoticed

anyup normalthings insid¢he cars.

Monitoringthe passway guest

* Persortakenareapictures(activity area/electricityor pumproom/connectionower)

* Asking questionsabout theguestdetails/a deepnatureof countryor society

* Wearingor carryingsuspecthings

Checkhisidentificationof personinforming heis representationf policeUrgeausto increasehe

level of communicatiorwith thewholeteam.



Thereasonsof failure meeting

1- Alack of

preparation.2 Lack of

goal,"end".

3 - Lackof clarity of theagenda.

4 - Increasehenumber ofattendees.5

- Attendalot of meetings.

6 - Personatonflicts.

7 - Criticism.

8 - Not to participate'to refrainfrom participating.”
9 - Not selectedvork.

10- Lackof follow-up.

Thesevenypesof peoplein meetings

1- Dominant.

2 - Wiseacre.

3- Sections.

4 - Loving side
conversations.5Negative.
6 - Shy.

7 - Confused.



Fifteencaveatsvhenattendingmeeting

1 - Do not goandyou'renotready,it is bestto cancelthe meetingandshallestablisra deadline.2
- Do notbelatefor anyreason.

3 - Doesnot call foralargenumberto attendthe meeting thelargerthenumber theless theaudience
participation.

4 - Doesnotdistributeinformationthatcanbe secretaryo bedistributedto memberdeforethe
meetingbecausédt will wasteyourtime.

5-Donotinterrupt.

6 - Do notargue.

7 - Do nottakeanythingonapersonabearing.

8- Do notbethe only persomwho does nospeak oacquires speeabn yourown.9
- Do not fearthelack of agreementinlesspersonallynot.

10- Doesnotthreateranyone.

11- Do not use or allow the use of obscene language.

12- Do notbenegative.

13- Does not encourage lateral dialogues and do not allow it.

14 - Do notspendmoretime thanfixed for themeeting.

15- Do notforgetto thankfor all theattendeeattheend.

Twentiethprinciplesto ensureghesucces®f meetingsl
- Be prepared.

2 - Distributetheagendan advance.

3 - Invite all themaincharacters.

4 - Makeeverybodyready.

5 - Be sureto meltthedisputein advance.



6 - Be sureto comeearly.
7 - Interestorganization.
8 - Putyour goalin front of you.

9 - Puta strongoundation.

10- Selectthemeetingtime.

11 - Dates for comfort systems during the meeting.
12 - Createasafeenvironment.

13- Consultothers.

14 - Listenedattentively.

15- Remain calm and be as you are.

16- Doesnot deparfrom theagenda.

17 - Acknowledgea fault andthencontinuedo work.
18- Instill in everyone'spirit of commitment.

19- Placethe planto work.

20- Youfollow-up.

Elementf effectivemeetings

1- good preparation and preparation for the meetings in terms of accuracy and clarity in the
justificationfor holdingthegoalof the sessiorandJodlits businesandthe numberandquality of its

membersandthe placeandtime of thesession.

2 - Themeetingwasheldasscheduled.

3 - Membersconvincedof theimportanceof themeetingandtheir knowledgeof its goals.

4 - theapplicationof the principle of the honorof differenceof opinionon the partof all memberswith

eachother.

5 - authorizatiorof the Chairmanof themeetingbeforeyou startto speakwith respector thetime

availableto otherswhile talking.



6 - Goodlisteningandlisteningonthe part ofeveryonavho speakswith no province.

7 - Thelack of ahostilefeelingonthe partof oneor somemembergowardsthe Chairmanof the
meeting.

8 - The exchangef informationamongmembersvithoutsensitivity.

9 - Opennessandclarity, seriousnesandfocusonthe goalof themeetingby the Presidenaindall
Members.

10- Evaluatingtheresultsof themeetingandstandon the strengthof the consolidatiorand
weaknesset® work onin thefutureto avoidthemin subsequenneetings.

Theparticipantsn the meetinggatternsandhandsto dealwith themGroup
hostileuncooperative

ATry tofind outthereasonsmayarisefrom non-absorbedor differentexperienceandinterests.
ASometimegreferto discussheissuefrankly with thegroupto get toaboutthe problem.

ADo nottry to pressureagainto resistancegroup,but youknowthe problemanddeal through.

Opposell approvedoy the Group
AReformulationof his ideasandhis views appeato bemoreof anagreemenivith the group.
AAllow thegroupandpersuaddim to discusst betweemow andthen.

Aencouragedim to talk only whenhis viewsareconsistentvith thegroup.

It showsa clearhostility to you
ADo notfall into thetrapof personatontroversybetweenyouandhim.
Aencouragethe groupto dealwith.

AUsemanyentranceso the exposuref subjects.
A disputebetweertwo participants

Acategoricallythemdirectly by askingthesubject.



Acategoricallythemdirectly by askingthesubject.
Alnvolve themthird member.

Atold themthattheydiscuss personakoblemsoutsidethe hall.

Participantannotexpressvhathewants

Associatalisplaysapersonaproblem
Adeal withthe problemif theyarerelatedto the subject.
Aasktheopinionof thegroupin the problem.

AFind outaboutthe problemanddiscussedvith him afterthe meeting.

Co-impulsive

AReducalirectyour questiongo him.

Aaskhim to summarizehetopic at theendof themeeting.
AFaceyour questiondo Participants.

AEarly Show your appreciation for his
answers.Sideonversations

Astoptalking andwait until the endof sideconversations.
AStandbehindthe participantwho speaks.

Aassignedo onespecifictask.

AThefaceof adirectquestiorto oneof them.

Coloner
AFocusyoureyeswhenit directeda question.

Ainvolvedhim in aworkgroup,andtabbedspecifictask.



Afacethequestions thagou feel that hecananswetthem.

AUsethemethodwith directquestions.

Co-Jabber
Ainterruptechim politely, andaskhim to summarizavhathesays.

Aaskhim recordinghis observationsindhis consortiunshorttime at the endof themeetingto
summarize.

AWhenthetalking stopsCo rushedsummarizatiowhathe saysand thergoto anotherpoint.
ADo not focusyour eyesupon,andignoredsomeof hiscomments.

AAllow participants to boycott whenever insisted on talking.

Basicrulesin recordingminutesof meetings

ATypethe nameof the speakeimmediatelystarttalking, putaline underhis name.
ALearnhowto write quickly whetherordinaryshort,or anothersystempr in anyway to codify.

Alearnaskill andextremeattentionandlisteningto everythingyou saidto focus, and/ou haveto
understandvhatis beingsaid.

ACrystalafterwhat!| understoodo excluderepetitionof themodern.

ARecordwhatcrystallizedandunderstood.

Aalsoscoredafew sentenceandphraseshatindicatewhat! understood.

Awrite some side notes about what is being said, and in this regard prefers writing a few sentences or
termscontainedin the Userdebate.

AlLearnby doingwhererepetitionandpaddingandprolongatiortermandspeakon the subjectwhich
wouldtakeits sideNotes.



ADo not hesitate to question or inquire about any point of view it is not clear, or not recorded, but onlyif
thatdoes notepeatt somuch.

ALearn how to separate the facts and points of view; where you need to register facts and figures with
precision,and register views short is in breach, and take notes of the ticket the previous provisions and
official decisions.

Alf the meeting did not reach a clear decision Balencih to the topic or item of the agenda in which the
businesss requiredto reacha decisionitems,askthe chairmarof themeetingfor theresolutionwhich
will berecordedn thisregard.

A comprehensivést of asetof questionsiecessaryo follow thetechnicalandadministrativesecretariat
for meetingsconferenceandseminardasks

AHaveyou beenthe primarygoalin writing?

AHaveyou beenwriting subobjectivesor detailed?

AAre thetopicsthatwill bediscussed?

AAre theproposabr agenda?

AAre theinitial datefor ameeting?

AAre theindividualsinvolvedin numberandlevel?

AAre theappropriatanethodfor themeeting?

AAre theactors involved?

AAre theright placefor themeeting/ conferencé seminar?

AAre theadministrativefacilities?

AAre theappropriateaudioandvisual aid?

AAre thefollow-upto theimplementatbn of administrativetaskstable?
ADo yousenttheinvitation letters?
AHaveyoubeensigningcontractsor issuancef securitiesexpertsassignmentfor preparation?

AHaveyou beensendinghebackgrouncgaper?



AHaveyoubeenpreparingmaterialsanddocuments?
AHaveyoubeencopiedandprintedmaterialsdocumentsandputthemin thefinal image?
AHaveyoubeensendingdocumentso members?

AAre theinventoryandidentify andtransfertravel arrangements?
AHaveyoubeenpreparingegistratiorforms?

AHaveyoubeenlimited to subsistencarrangements?

AAre themediareleaseprepared?

AHaveyou beenthe ultimatetestof venueandpreview?

AHaveyou beengettingthenecessargquipmentequiredfor the meetingandtools?

AAre thepreviewof theroomsandhalls subsidiaryin termsof sizeandventilation,furniture, seats?

AAre thepeopleof securityspecialistandmediaandpublic relationsandprotocol,secretarialand
determinghetermsof referencdor all of them?

ADo hasa previewplacefood andbeverages?

AAre theaudiodevicesandcommunicationsandaudicvisualaid experience?
AHaveyoubeenpreparinghereceptiorarrangementandarrival anddeparture?
AHaveyou beenpreparingrequestvords,proposalsindinterventionsnodels?
AHaveyoubeencollectingall thedocumentsrom the meeting?

AAre all thedocumentsentto the documentatiomndinformationmanagement?
AHaveyoubeenpreparingettersof thanksto the participants?

AHaveyoubeensendingettersof thanksto the participants?



Punishmentsuccessfutreatment

- Thedefinition of punishment:

Punishmenis the proceduren whichthe consequencesf behaviodeadto minimizethepotential
occurrencef similar situationsn thefuture,and ittakesoneof two forms:

A) Adding negative or repulsive factors, called the punishment in this case the punishment of the first
class.

B)Remove the positive or reinforcing factors anecatbed punishment in this case the punishment of
the second degree, the one who deiees the fact that the thing punishment or not the resulisaedly
onthePunishemandthe opinionis not punishabléehavior.

Punitivestimuli aretwo types:

A) Stimuli punitive or norrconditionalaid.

B) Conditionalstimuli punitiveor secondary.

Interestinglypunitive andknowsthatthe policemanis thething thathurtsor irritateshumannature.

In general, most of the stimuli punitive in our daily lives are stimuli punitive policewoman, these stimuli
be neutral at first (neirritating or painful) but is gaining punishment property after combined frequently
stimuli abhorrent, and examples of this type of stimuli punitive: facial expressions that reflect
dissatisfaction with the behavior of others oy s®' sharp voice, and adopt the punitive power of these
stimuli onthenatureof stimuli obnoxiouss coupledby the policeandthe durationof thecombined.

Hereyou shouldpayattentionto thatpunishmentouldturn againstheadministratiordoes noteadto
thedesiredesults.

Let uslistento thefollowing dialoguebetweera manageanda pilot:
- Director: We work togethersix monthsago,whatdo you feeltodayaboutthewayyou carryit work?

- Michael:I'm gladtheygotrid of theformer directorevenif theydo notdothework | left immediately,
and I'm still impressed by myself, why did not | leave work? In any case, this is what was changed
circumstances.

- Director:Whatdo you think of thenewjob?



- Michael: | do a large number of baosss, and | did not expect to do it, and | learned how to deal with
the computer, it's not as difficult as you would imagine, and Hani feel the same feeling, and | think that
beautiful possessed the skill required, although it seemed more difficultfphtfis no longer the usual
noisehappensll thetime,andl cansay I'mworking morethaneverbefore,andl very muchenjoywhatl

do.

- Director:ls theresomethinggoingonis thanyouthink or want?

- Michael: | cannot say that, if everything goes the best now than it was, in comparison, everything
became better (smiling satisfaction then continues), but | feel as if the performance is less than it
should.

- Director: when we put the performance criterathe computer, will demand that are working on
faster,andthisis why weresortedo the computersystemwe haveto work onimprovingyour level,
andl think thatyou haveto write fasterif you wantto continuein this work,l will askof Hanithatis
goodfor youon billing proceduresandthis will make youthe mostqualifiedemployees.

- Michael:Well, | dothebestl can.

- Director: | do not think so, a pilot, | am confident that you can work more quickly, and | think it is
stillimportant things you lack not learn and you need to learn to lead your business more efficiently,
withoutthe needHani.

- Michael confusedndseemserplexedi donotthink thatl can.

- Director (smiling): | saw you learn some things quickly arfurik you are able to know what you're
missing too quickly, you are a loyal employee, and will be the best employee in the administration if |
learned the remaining things, it will be a great skill, the problem is that if you did not learn it will return
toyouit.

Michael:seemdike someonédooking for ananswerandafteranysay,l do notknowwhatto do?
- Director: Therearealternatives.
- Michael(smile): You meanfor thetransformatiorasl saidbeautiful.

- Director (quietly): a pilot, this is always possible, is not a threat, but we need here to some of the things
we need new ways of implementation of the action, and you As employees appreciated, | see youcan
performsuch actsiry againand you'llseetheresultsbetterthan expect.

(Think pioneerin mathematicswhichis notinclinedto it, buthewasanxiousfearof failure,though, he
felt his needto respondo theconfidenceof the manager).

- Michael:1 think | can.

- Director: Yes.



- Michael (resigned)You mayberight, maybel canlearnsomemaththat| wasnotwell versedn it.

- Director: computemwill help youandl will explain to you someof themath andnowyou billing
procedures.

- Michael:| listeneryou,whendoyou start?

- Director: You'll gettheprogramattheendof theweek.

* * %

Thefollowing list canbedrawnfrom thefollowing methodausedby the Directorin thedialogue:
1- Gavethepilot the opportunityto talk abouthis work andexposedsomeof the shortfall.

2- Explainthe problem,without beingjudged,andofferedhim a quick solutionandchecked.

3- Washonestwith him.

4- Gavehim the opportunity toknow thatheis confidentin his ability to performwell andto solvethe
problemhimself.

5- Remindechim positiveandnegativeconsequences.

6- Left him theright to chooséetweersomethinghatworksto the problemor leavethe problem
unresolved.

7- To takeresponsibilityfor his helpto resolvethe problem.
8- Assuredhim thathewill helphim.
9- Expressedonfidencen hisability.

10- Gavehim confidencen thepossibility of performinga goodijob.

11- Listenedto him all thetime.



Tipsto raisemoraleamongthe staff

For employees in any company or institution a major role in the success and sustainability of the
organizationthesituationis themoral of the staff reflectedon their productivityatwork, andkeepithere
andwe will giveto the Directorof tipsto raisemoraleamonghis team.

* Jovial

The Spirit of humor to Chairman of the Administrative often be a great source to create and strengthen
the resolve among subordinates because they spoke the same effect they are creating a favorable
atmosphere for thought and execution, and misconceptions that smile administrative reduce his dignity,
and we do not mean here the pretending smile but real smile that emerge from the heart of the fun. if one
of your employees comes to you and you're olsyand cannot give it your time and asked him to come
back to you after half an hour does ask for it or him with open arms and severely frown on your face and
stitched??(Smiling atyour brotheris charity).

* Staycalm

Eachof uslikesto dealwith the personquietbecausave knowthathe carcontrolhimselfin troubled
times((whatwasgentlenes athing butit adornsanddisarmamenof thing butit makes)).

* Constantmood:

Thatthe administrativehardmooddoesnot changéts decisionsaccordingo whims, it is dangerouso

be administrative pessimistic today optimistic tomorrow ... because that makes subordinates are
perplexed and feel themselves tension and volatility ((O Allah, | ask You for stability in the matter and
resolvethe majority)).

* Not selfish



The staff do not trust the administrative head of the selfish, especially if it seeks to get the gains as a
result of suggestions or ideas they have made, if you feel that your employees deserve a job that you
occupieds abandorit? (Noneof you believesuntil helovesfor his brotherwhathelovesfor himself).

* Honest

Thehonestywith administrativegeneratefionestyof the staff, all thefacts,whetherbitter orunpleasant
to beonthetable((Allah is with thetruthful)).

* A dignity

Dignity is not justmaskthe administrativgout himon his actions butthe dignity of the positionderived
from administrative attitudes towards his job, responsibility and respect for and appreciation of the
importanceof hiswork.

* Goodconduct

It is not goodconductemployedeelingor his dignity in anyway injured; becausi lowersmoralehim

and his colleagues, is not intended in good disposition to avoid issues unpleasant in relationships with
others, but the ability to draw on the positive mood of the individual, such as loyalty, duty and justice
(TheVic two characteristics GolbvesthemandHis Messengerdreamandpatience).

* Patient

The administrator who is not characterized by pati@ises emotion in the organization is required to
complete the work quickly is reasonable, and this often leads to loss and confusion has been suggested
(The greater the ignorance of the layers of the educated is the ignorance of ignorance) Some
administraprs expectmoreof the powerandpotentialof theiremployees.



* Firm

Onadministrativamustbefirm in his actions but gently,andthe packetsappeain theadministrative
ready to shoulder its responsibilities and to meet its problems, and are not intended firmness not to
listento thefacts,this stubbornnesfdeterminedthenputyour trustin Allah)).

* Careful

On administrative must be accurate and Thread speak without winding or rotation and if there was
nothing said it is important not to say anything so as not to say that he (not worth listening) does not
speakkoo much,andif you spokeit is necessaryo giveachanceto talkto understandrom others(for
goodor lesssilent)



Thetechniqueof directing questiondnterviews

Advancedemployedor thejob interviewis notthe purposeof theevaluatiorform, butis basicallyto
assessheskills andideasandcapabilities.

1. What is the thing vou want to learn in the near future?
Objective: To determine behavior towards learning, for consideration to the ability-evaklate.

2. Reasonloveto work here.

Objective:To find outwhatis reallyimportantto him.

Objective:to challengevalues.

6. What isthe gr hievedin [ careerand how fult?
Objective:to challengehework donefor thesucces®f whatis believedto be. To helpassesskKills.

Z.In your career.what is thething that if | wasableto play again.| would've donedifferently?
Andwhy? How in ?

Objective:to determingheextentiearnedrom his mistakes Specificallywhetherit canrecognizehe
mistakes.

8. Describethe bestfeaturesManager which vou want to beavailablein the future vour manager.
Objective:To determineéhow he seeshe manageandwhatis importantto havein themanager.

9. Row bad managerwho doesnot want to be a future manager.

Objective:to determinevhetherhecanstrike abalancebetweerthe positiveanswelto the questionand
turnaroundAsaal.



10. What is the beststrengthsyou haveand why?
Objective;justaquestiorof describinghimself.

11.And then...What ar r weakn ?

Usuallytheanswelto this difficult questiorbutif the personcansassessmeimimselfit will beeasyfor
him to answer.

Peoplewho knowthemselves$o beeasietto managéecauseheyknowtheir strengtheandweaknesses
andwork to managehemselves.

Important notes: here that all unrelated questions by asking people about their jobs or what they do.This
is because the most important is the possibility of adaptation and the way they think, and then comes the
experiencandskills.



Advicefor Success

- Be positive 00 succes$utyour mind andhauledhim 0

- Maintainingthe succes$ardero achievethe samesucces®

- Trustin your abilitiesandyour capabilitiesanddo notthink in anegativeway 0
- Choosébetweerlife underthreatsor retirement

- Interestedn morethanyourinterestin the pastthe presenbr thefuture0

- There'snothingthatcannotbe achievedaslong asthereintelligenceandsavvy0
- Be sureto work with love only thenwill not feel tiredO

- If youareunsureof your destinatiorAll roadswill leadyouto it O

- Theerrorsmadeby the peopleis whatarethe experiencesnly benefitthemin thefuture 0
- It is oftenbetterto think of thingsmorethanonce0

- You cannotchangehefirst impressiorieft by humanin the hearts obthers0

- Firstimpressiondast 0

- Toimprovethe humanlisteningcompletelyto othersalsoimprovesspeakd

- If youcannotachievevictory in battleshouldnot be fought0

- Whenyou'll be afavorableopportunityto be exploitedif youdo notexploityouwill belostandwiill
notreturn O

- Anyonecanreacha goodideabut cantake advantagef thisidea agequiringthe specialskills 0
people

- To speakwithoutthinking, suchasfire without correction0
- Achievesuccessieeddo besomerisk 0

- We all makemistakedutthewise manis notrepeating hisnistake)



RULES:

TIME KEEPING
PREPARATION
APPEARANCE

* Peoplearenotlogical anddo not concerrthem,but theirinteresté | lovethemanyway

* If youdogoodpeoplethatwill accuse/ou hiddenselfishmo t i v e well @nyway

* If achievedsuccessvill win falsefriendsandtruee n e mi e snpsésuctebstiin anycase
* Thegoodthatyou dotodaywill beforgottent 0 mo r r o gopdanyviag

* Thehonestyandcandommakeyouvulnerablegoc r i t i ¢ hames@ndfark anyway

* Thatthe greatesinen whohavethe greatestdeascanstopthemsmallermenwho have smaller
brainscarrythe greatestdeasanyway

* people love the vulnerable, but they follow the proud, labored for vulnerable anyway spend years in
its construction could collapse overnight, the son anyway people in dire need of help, but may attack
youif you helpthem,helped thenanywayif the worldweregiventhebestof whatyou haverefunded
yousomeabuseGive theworld thebestyou haveanycase.



TeamAssessmerfkeport

THEFIVE DYSFUNCTIONSOFA
TEAMA SAMPLETEAM

A SAMPLECOMPANY

The primary purpose of this report is to provide your team with a sense of its strengths and areas for
improvement. While the Assessment itself is certainly quantitative andide¢s, itsmost important
aspect is the qualitative perspective it providesybur team and the discussion that it provokes around
specific issues.

The Five Dysfunctions of a Team, the following pages are included to give you a summary of the
teamworkmodelthatthis Assessmerit basedupon.Thiswill helpyouinterpret youteam'sresults.

If youare familiarwith thedysfunctionamodel,you canskip aheado page4, andinvestigatethe
interpretation®f your scores.

Like it or not, all teams are potentially dysfunctional. This is inevitable because they are made up of
fallible, imperfecthumanbeings.Fromthebasketbaltourtto the executivesuite,politicsandconfusion
are morahe rulethantheexception.

But the power of teamwork is great. The founder of a billion dollar company best expressed that power
when he once said, "If you could get all the people in an organization rowing in thesame direction, you
coulddominateanyindustry, in anymarket,againstany competitionat anytime."



Whenever a group of leaders hears this adage, they immediately nod their heads, but in a desperate sort
of way. They seem to grasp the truth of it while simultaneously surrendering tothe impossibility of
actuallymakingit happen.

Fortunately, the cause$ dysfunction are both identifiable and curable. However, they don't die easily.
Making ateamfunctionalandcohesiverequiresextraordinary levelsf courageanddiscipline.

Thefollowing sectionprovidesanoverviewof thefive behaviorakhallengesll teamsmust
continuouslywork to avoid.

The Five Dysfunctions

Dysfunction 1: Absenceof Trust

This occurswhenteammembersarereluctantto bevulnerablewith oneanotherandarethusunwillingto
admit their mistakes, acknowledge their weaknesses or ask for help. Without a certain comfort level
amongteammembersa foundation oftrustis impossible.

Dysfunction 2: Fear of Conflict

Trustis critical becausavithoutit, teamsareunlikely to engagen unfiltered,passionateéebateaboutey
issues. This creates two problems. First, stifling conflict actually increases the likelihood of destructive,
backchannekniping.Secondit leadsto sub-optimaldecisioamakingbecausg¢heteamis not berefiting
fromthetrue ideasindperspectives ats members.

Dysfunction 3: Lack of Commitment



Without conflict, it is extremely difficult for team members to truly commit to decisions because they
don't feelthattheyarepartof thedecision. Thioftencreatesanenvironment ofambiguitgndconfusion
in anorganization|eadingto frustrationamongemployeesespeciallytoperformers.

Dysfunction 4: Avoidanceof Accountability

Whenteamsdon'tcommitto aclearplanof action,peer-to-peeraccountabilitysuffersgreatly.

Even the most focused and driven individuals will hesitate to call their peers on counterproductive
actionsandbehaviorsf theybelievethoseactionsandbehaviorsvereneveagreediponin thefirst
place.

Dysfunction 5: Inattention to Results

When team members are not holding one another accountable, they increase the likelihood that
individual egoandrecognitionwill becomemoreimportantthancollectiveteamresults.Wheithis
occursthebusinessuffersand theeamstartsto unravel.

The Rewards

Striving to create a functional, cohesive team is one of the few remaining competitive advantages
availableto anyorganizatiorlooking for a powerfulpoint of differentiation.

Functional teams get mmaccomplished in less time than other teams because they avoid wasting time
on the wrong issues and revisiting the same topics again and again. They also make higher quality
decisions and stick to those decisions by eliminating politics and confusiogdh@mmselves and the

people they lead. Finally, functional teams keep their best employees longer because "A" players rarely
leaveorganizations wherthey are parof, or beingled by,a cohesive team.

HIGH (3.75AND ABOVE)



MEDIUM (3.25 TO 3.74)
LOW (LESSTHAN 3.25)

Your assessment scores indicate that results and commitment are likely areas of strength foryour team,
while trust is potentially aarea for improvement, and accountability and conflict are areas of likely
concern.

RESULTS3.82
ACCOUNTABILITY 3.22
COMMITMENT 3.79
CONFLICT3.18
TRUST3.57

Trust: Your score in thisarea was medium, which indicates that your team may need to get more
comfortable being vulnerable and open with one another about individual strengths, weaknesses,
mistakes andeeddor help.

Conflict: Your scorén this areawaslow, whichindicatesthatyourteamis not comfortableengaging
in unfiltereddiscussioraroundimportanttopics.

Commitment: Your score in this area was high, which indicates that your team is abldritolnigar
decisiondeavinglittle roomfor ambiguityandseconeguessing.

Accountability: Your score in this area was low, which indicates that your team resiedafront
oneanothemboutperformancendbehaviorakconcerns.

ResultsYour scorein this areawashigh, which indicateshatyourteamvaluescollectiveoutcomes
morethanindividual recognitionand attainmenaf status.

The questions listed below represent the top 6 areas where your team scored highest relativeto other
guestions. Understanding and continuing to leverage your team's strengths is as important as identifying
and correcting its weaknesses. Please note tleatiqns with an average score above a 4.50 are areas
whereyourteamscoredparticularly high.



FUNDAMENTAL AVG. SCORE
Theteamhasareputatiorfor high performanceRESULTS4.38

The team is aligned around common objectives. COMMITMENT 4.13 Team
membersupportgroupdecisiongevenif they initially disagreed.
COMMITMENT 4.00

Theteamconsistenthachievests objectivesRESULTS4.00
Teammemberwwillingly makesacrificesn theirareas fothegoodof the team.RESULT&.00
Theteamis clearaboutits directionandpriorities. COMMITMENT 4.00

The questions listed below represent the bottom 6 areas where your team scored lowest relative to other
guestionsTo improvethe cohesveness ofiourteam,it is critical that youunderstandndaddresshese
areasPleaseotethatquestionswith anaveragescorebelowa
3.00areareasvhereyourteamscoredparticularlylow.

FUNDAMENTAL AVG. SCORE

Teammembercommunicatainpopulamopinions tahegroup. CONFLICT

2.75

Team members point out one another's unproductive behaviors.

ACCOUNTABILITY 2.75

Teammembers/oicetheir opinionsevenattherisk of causing disagreement.

CONFLICT2.88

Teammembersacknowledgeheir weaknesse® one another. TRUSZ.88
Teammembersarequickto confrontpeersaboutproblemsn their respectivareasfresponsibility.

ACCOUNTABILITY 3.00

Theteamensureshatpoorperformerdeel pressureandthe expectatiorio improve.



ACCOUNTABILITY 3.00

The guestions listed below represent the areas where your team member's scores differed from each
other in a significant manner. Each question indicates an area that needs to be better understood across
the team. The numbers, below each question, igethif distribution of responses within the team. If
thereareno questiondistedbelow,eachmemberofyourteamanswereaonsistently.

FUNDAMENTAL AVG. SCORE

26.All memberof theteamare heldo the samehigh standards.
ACCOUNTABILITY 3.75
Whenconflict occurstheteamconfrontsanddealswith theissuebeforemovingto anothersubject.

CONFLICT3.13

Theteamensureshatpoorperformerdeel pressurendthe expectatiorio improve.

ACCOUNTABILITY 3.00

FUNDAMENTAL AVG. SCORE

Teammemberawillingly apologizeto oneanotherTRUST 3.25

Teammembersarequickto confrontpeersaboutproblemsin their respectiveareafresponsibility.
ACCOUNTABILITY 3.00

1. Teammembersadmit theirmistakes. 3.88

6. Teammembersacknowledgeheirweaknessewm oneanother2.88

10. Teammembersaskfor helpwithout hesitation. 3.75

13. Teammembersaskoneanotheifor input regardingheir areasof responsibility.3.75

17. Teammembersacknowledgendtapinto oneanother'skills andexpertise. 3.88

22. Teammemberwwillingly apologizeto oneanother3.25

32. Teammembersareunguardecndgenuinewith oneanother.3.63



33. Team members can comfortably discuss their personal lives with one another. 3.50Your

Team'sAverageScore:3.57

While your team scored medium in trust, it is recommended that you consider using many ofthe
suggestioné the Tips & Exercisessectionof thisreport.Pleasenotethat byincreasingyourtrust
score yourteamwill havemoresuccessn overcominghe aherdysfunctions.

2. Teammembersarepassionatandunguardedn their discussiorof issues. 3.25
4. Teammeetingsareinterestingandcompelling(notboring).3.38

5. Duringteammeetingsthemostimportantanddifficult-issuesarediscussed3.25
7. Teammembers/oicetheir opinionsevenattherisk of causingdisagreemen®.88

12.Duringdiscussiongeammembershallengeoneanothermbouthowtheyarrivedattheirconclusions
andopinions.3.13

18.Teammembersolicit oneanother'©pinionsduringmeetings3.63
23.Teammembercommunicateinpopulamopinionsto thegroup.2.75

27.Whenconflict occurs theteamconfrontsanddeals withtheissuebeforemovingtoanothesubject.
3.13

Your Team'sAverageScore:3.18

Becausg/ourteamscoredow in conflict, it is recommendethatyou considerusingmanyofthe
suggestioné the 'Tips &Exercisessectionof this report.

11. Teammemberdeavemeetingsonfidentthat everyonés committedto thedecisionghatwere
agreedupon.3.50

19. Teammembergenddiscussionsvith clearandspecificresolutionsandcallsto action.3.63
24. Theteamis clearaboutits directionandpriorities.4.00

28.Theteamis alignedaroundcommonobjectives4.13

30.Theteamis decisive, evewhenperfectinformation isnotavailable.3.63

34. Theteamsticksto decisions. 3.63

38. Teammembersupporigroupdecisionsevenif theyinitially disagreed4.00



Your Team'sAverageScore:3.79

Thoughyourteam scoretiighin commitment;jt is recommadedthatyou consider oner moreof the
exercisesn the'Tips & Exercisessectionof this reportto maintaincurrentlevels.

8. Teammembergpoint outoneanother'sinproductivebehaviors2.75

16. Teammembersarequick to confrontpeersaboutproblems irtheir respectiveareafresponsibility.
3.00

20. Teammembersjuestiononeanothembouttheir currentapproacheandmethods3.25
21. Theteamensureshatpoorperformerseel pressureandthe expectatiorio improve.3.00
26.All memberof theteamare heldo the samehigh standards. 3.75

35. Teammembersonsistentlyfollow throughon promises andommitments3.63

36. Team members offer unprovoked, constructive feedback to one another. 3.13Your

Team'sAverageScore:3.22

Becausg/ourteamscoredow in accountabilityjt is recommendethatyou consideusingmanyof the
suggestioni the Tips &Exercisessectionof this report.

3. Teammembersarequick to point outthecontributionsandachievementsf others.3.88

9. Theteamhasa reputatiorfor high performance. 4.38

14.When the team fails to achieve collective goals, each member takes personal responsibilityto
improvetheteam's performanc&.50

15. Teammemberswillingly makesacrificesin theirareador thegoodof theteam.4.00
25.Teammembersareslowto seekcreditfor theirown contributions.3.63

29. Theteamconsistenthyachievests objectives 4.00
31.Teammemberyaluecollectivesuccessnorethanindividualachievement3.63

37. Team members place little importance on titles and status. 3.50Your
Team'sAverageScore:3.82

Thoughyourteamscoredhighin results;t is recommendethatyou consideroneor moreofthe
exercisesn the'Tips & Exercisessectionof this reportto maintaincurrent levels.



This page shows the ranking, from the most frequent to least frequent, of all 38 statements. Ateal
horizontalline separatethe 10 leasfrequentbehaviors fronthe others.

FUNDAMENTAL AVG. SCORE
9. Theteamhasa repuationfor high performanceRESULTS4.38
28.Theteamis alignedaroundcommonobjectivesCOMMITMENT 4.13

38. Team members support group decisions even if they initially disagreed.
COMMITMENT 4.00

29.Theteamconsistentlyachievests objectives RESULTS4.00

15. Teammemberswillingly make sacrificesn theirareador thegoodof theteam.RESULTS

4.00

24.Theteamis clearaboultits directionandpriorities. COMMITMENT 4.00

1. Teammembersadmit theirmistakesTRUST 3.88

3. Teammembersarequick to point outthe contributionsandachievementef others. RESULTS3.88
17. Teammembersacknowledgendtapinto oneanother'skills andexpertise. TRUSB.88

13. Teammembersaskoneanotheffor inputregardingheir areaof responsibility. TRUST3.75
FUNDAMENTAL AVG. SCORE

26.All memberof theteamare heldo the samehigh standards.

ACCOUNTABILITY 3.75

10. Teammembersaskfor helpwithout hesitationTRUST 3.75

34. Theteamsticksto decisionsCOMMITMENT 3.63

35. Teammembersonsistentlyfollow throughon promisesandcommitments.



ACCOUNTABILITY 3.63

25. Teammembersreslowto seekcreditfor theirown contributions. RESULTS.63
32. Teammembersareunguarde@ndgenuinewith oneanother. TRUST

3.63

31. Teammembersraluecollectivesuccessnorethanindividual achievement. RESULTS
3.63

30.Theteam isdecisive evenwhenperfectinformation isnotavailable.
COMMITMENT 3.63

19. Teammemberenddiscussionsvith clearandspecificresolutionsandcallsto action.
COMMITMENT 3.63

18. Team members solicit one another's opinions during meetings.

CONFLICT 3.63

FUNDAMENTAL AVG. SCORE

14.Whentheteamfails to achievecollectivegoals,eachmembertakespersonatesponsibilityto
improvetheteam's performance.

RESULTS3.50

37. Team members place little importance on titles and status.

RESULTS3.50

33. Teammembersancomfortablydiscusgheir personal livesvith oneanother. TRUST.50

11. Teammemberdeavemeetingsconfidentthat everyonés committedto the decisionghatvere
agreedupon.

COMMITMENT 3.50

4. Teammeetingsareinterestingandcompelling(not boring).



CONFLICT3.38

22. Teammemberwwillingly apologizeto oneanotherTRUST 3.25

5. During team meetings, the most importantl difficultissues are discussed.
CONFLICT3.25

20. Teammembergjuestiononeanothembouttheir current approachesxdmethods.
ACCOUNTABILITY 3.25

2. Teammemberarepassionatandunguardedn their discussiomf issues.
CONFLICT3.25

36. Teammemberoffer unprovokedgconstructivefeedbacko oneanother.
ACCOUNTABILITY 3.13

FUNDAMENTAL AVG. SCORE

12.Duringdiscussiongeammembershallengeoneanothermbouthowtheyarrivedattheirconclugns
andopinions.

CONFLICT3.13

27.Whenconflict occurs theteamconfrontsanddealswith theissuebeforemovingtoanothessubject.
CONFLICT3.13

16. Teammembersarequickto confront peergabout problem#n theirrespectivereasfresponsibility.
ACCOUNTABILITY 3.00

21.Theteamensureshatpoorperformerdeel pressurandthe expectatiorto improve.
ACCOUNTABILITY 3.00

7. Team members voice their opinions even at the risk of causing disagreement.

CONFLICT2.88

6. Teammembersacknowledgeheir weaknesse® oneanother.



TRUST?2.88

23. Teammembersommunicatainpopulampinionsto thegroup.
CONFLICT2.75

8. Teammembergpoint outoneanother'sinproductivebehaviors.
ACCOUNTABILITY 2.75

PRACTICAL GUIDELINES FOR

OVERCOMINGTHEFIVE DYSFUNCTIONS

Trust lies at the heart of a functioning, cohesive team. In fact, it is the foundation, and withoutit, real
teamwork cannot occur. Team trust comes from the vulnerability of members' sharing their weaknesses,
skill deficiencies, interpeomal shortcomings, mistakes, requests for help, etc. Such trust enables team
members to focus on the job at hand rather than on protecting themselves, their turf, or their individual
jobs.

TipsandExercises

Use a personality instrument (e.g. My&msggs, DiISC® or Social Styles) to help team members
understand one another's different preferences, skills and attitudes, and identify collective strengths and
potential blind spots of the team. This will help team members avoid making unproductive judgments
about one another and instead leverage the diverse approaches andperspectives of the team. It will also
acceleraterustby speedingip theprocess ofeammembergettingto know oneanother.

Find opportunities to spend more time together,-fadace. One of the biggest impedimentsto trust
building on a team is the lack of time spent working collectively. This can includsitefimeetings,
strategiglanningsessionsandevensocialactivities. Avoid thetemptationto

"savetime" attheexpensaf improving productivity by building astrongetteam.

Implement the Personal Histories Exercise to provide an opportunity for a quick exchange of personal
information. Ask team members to share where they were born, how many siblings they have, where they
fall in the order of children, and finally, what the most interesting or difficult challenge was for them as a
kid. Team members that understand one amstbackgrounds are more likely to leverage their strengths
andavoidunfairjudgmentsabouttheirbehaviors.



Conflict is about the productive exchange of diverse ideas and opinions in a focused, efficient and
unfiltered way. Without conflict, désion-making suffers and relationships among team members
stagnate. Additionally, if conflict does not surface it generally degenerates tespidted, back
channel comments behind closkabrs.

Tip andExercises

Clearly set the expectation that dactfis both good and necessary for the team. One of the greatest
inhibitors of conflict is the failure of the team leader to communicate the expectationthat conflict is
required andthento demand itduringmeetings.

Usea personalityassessmenb understandpecificallyhow differentteammembersiaturallyengagan
conflict.

Understandhow differentstrategiesor conflict shouldbeemployedby usingthe

ThomasKilman Instrumen{TKI). Understandingndovercomingnaturalinclinationswill leadtomore
strategiadecisions about conflict.

Establish team rules of engagement for acceptable conflict (e.g. behaviors, displays of emotion,language,
process).

Improve the effectivenessf meetings, which is the most important setting where conflict mustr.occu
Setting aside enoudime for critical issues makes it easier for team members to engage in constructive
conflictandresolveissues.

Ensure that someone on the team is mining for conflict. It is important that a team member,most often
the leader, is responsible for drawing out any potential unresolved issues and forcing the team to
confrontthem.

Teams that have a strong level of commitment understand that members do not need to get their way to
support a decision but only need to knihwat their opinions have been heard andseriously considered.
Teams with high levels of commitment can unite behind a decision even though there is no certainty that
the decision is correct. They know that a decision is better than no decision andthettédrito make a
choice,act withboldnesshewrongandchangedirectiotthanit is to waffle or wait for 100%certainty.



TipsandExercises

Forcetheteamto achieveclarity andclosure Leadersof teams whaommitto decisionsdemandhat
their peopleeliminateambiguity andeavemeetingsclearaboutwhattheyareagreeingp do.

At the end of every meeting, a team should explicitly review the key decisions made and agreeon what
needs to be communicated to employees and other constitudrieasse of this simple exercise, called
cascading communication, demonstrates public commitment to agreements and aligns employees
throughouthe organizatio@roundcommonobjectives.

Evennaturallyhesitanteammemberssommitto decisionsvhentheyhave communicatedtheno their
directreports.

Collectivelysetathematicgoalto providetheteamwith clarity aroundhowto spendits time,energyand
resources.

Articulatetheworstcasescenarido diminishfearof failure byrealizingthatevenapoordecisions
survivable.

Establishcontingencyplansto dispelthe misconceptiothata commitmentcannotberevisitedafter
substantiahewinformationinvalidateshe wisdomof theinitial decision.

For teams, accountability means the willingness of team members to call their peers on behaviors that
might hurt the team's performance. Team members avoid accountability because of the personal
discomfort that comes from calling a peer on his/her behagiod a more general tendency to avoid
difficult conversations. Holding peers accountable means thatteam members must "enter the danger"
with oneanother Of coursetheycandothisonlyif levelsof trust,healthyconflict andcommitmentare
sufficiently high.

TipsandExercises

Use the Team Effectiveness Exercise to provide a forum for quick and effective exchange of feedback.
Ask team members to identify and communicate one another's positive and negativeactions/behaviors.
By doingso,teamscan quicklyand constructivelgurfaceissueshatmight takemonthsto addresaising
amoreformal, politicallydivisive 360-degregprogram.



Publishgoalsandstandard®ef behavior A teamincreaseshelikelihood thatmemberawill callout one
another's aberrant behaviors when it clearly articulates the behaviors that are destructive to the team's
performance.

Regularly review progress against the thematic goal. When a team ensures deviations from plans are
identified quickly, theymakeit morelikely thatperformancédssuesof teammemberswillbe highlighted
andaddressed.

Start meetings using the lightning round. This is when team members quickly review what they are
working on. Whenteammemberskeeponeanotheiinformedaboutwhattheyaredoing,itgives peers an
opportunityto providefeedbackand advicédeforea mistakecanoccur.

The only real reason to work in teams is because they can achieve results that would be impossible for
anindividual workingalone.An unrelentingfocuson collectivegoalsis a requiremenfor anyteamthat

judges itself on results. Teams that have this dysfunction sufferbecause individuals work to satisfy their
individual status ggoor departmental needsgtherthanfocusingonthecollective goal®f the group.

TipsandExercises

Have all team members make a public commitment to the thematic goal. When people make public
declaration®f theirintentionto do somethingtheyaremuchmorelikely to follow throughandless

likely to let personaheedgake precedencé&oradditionalinformationonthethematigyoalconcept,
pleasevisit www.tablegroup.com/silos/.

Ensure the alignment of goals throughout the organization. When team members understhad how
team'sobjectivesprovideacontextfor othergoalsdeepein theorganizationtheyaremuchmorelikely to
stayfocusedon collectiveresultsrather than departmentat individual ones.

Ensure that tearbased rewards form the basis for most compensation and recognition programs. When
team members have incentives to focus on their individual performance objectives and not those of the
team,it become®asyfor resultsto takeabackseatto personalfinanciajoals andareerdevelopment.

Confirm that the team priority is in order. It is critical and difficult for team members to subordinate the
needsandinterestsf theteamsheymanageo thoseof theteamthey


http://www.tablegroup.com/silos/

belongto. Resultssufferwhenteammembergput ahigherpriority ontheactivitiesof theirown
departments adivisions.

Evaluation Critetia

Sampleschedulefor the team assessment
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January-2023 Schedule for the team Assessment

Point Name (| I | II [ I |IV |V [ VI|VDI|VII] IX | X

2022 Balance Score

Hygiene & grooming

(=]

Knowledge / ability to leam

Activity

Communications

performance

Time management

P observation

Developing

Work effectively within a team

Flexibility and prionity management

Execution

Commitment

Take responsibility & Trustworthy

Colleagues give points

Guest / Ex.com approbation

Negligence & Discipline ssues

The Four Exil Mistakes




Attendanceimes

1) Attendance times and exit must be followed as in the work schedule (10 to 20 minutes andallowed
theapplication ofexceptionsn emergency situations)

2) The employee must check the details of daily concerts in the police and print and sign systems,
and tokeep the documents signed in the folder, was partying. If the details are notincluded in the
policesystenshouldbe notified duty officer andfollow hisinstructions.

3) After the completion ofloadingandpassportbeforetheendof theworking staff mustverifytheopera
programandthe policesystemandinform the duty officer.

4) In the event of a request to change the work schedule must notify the Director of Security
Department 48 hours in advance, and take permission from him so (the application of exceptions in
emergencygituations).

5) At the specified time can only be one person going to spend annual leave (application
exceptionsn emergency situations).

6) Staffwhile in official working hoursdoesnotallow him to visit / talk with otherdepartmentsanstaff
if there is a need to discuss the subject of wetlited should notify the duty officer and follow his
instructions.

7) Doesnotallow staffto intervenen issueselatedto thesecuritydepartmentf notrequired.

8) Do not allow staff to using a mobile phone during the official working hours inside thecontrol
room.



Thinking skills

"Thethinkingis any procesr activity goingon in themind of man",andhapperto think formultiple
purposesincluding:

Understandingndcomprehension

Makedecision

Planningor problemsolving

Judgmenbnthings

A senseaf joy andenjoy

Visualization

Indulgingin daydreams.

It is aconsciougprocessarriedout by theindividual consciousnesandawarenessndarenotinisolation
from the surrounding environment, which means that the process of thinking influenced by the social
contextandthe culturalcontextin whichtheytakeplace.

Patternof thought

1. intuitive thinking (natural)

2. emotionathinking (or emotional)
3. logicalthinking

4. mathematicathinking

5. Critical Thinking

6. scientificthinking

7. innovativethinking

1. Intuitive thinking (natural)

Sometimesalledtheinitial thinking, theinitial, raw, wheretherearenoindustrialpathstointervendn
theinitial patternsof thinking.

Obviouslythinkingandcharacterizetby thefollowing properties:
A Arepetition.

A ACircularandprejudice.

A Anotto think aboutmoleculesandthink in generalities.

A Ainnateimaginationanddreams.

A Rerrorprone.

A Ahappenspilloverof thefree Thoughts



2. Emotional thinking
And sometimesalledemotionalor thinking antennaandis intendedo understanar interpretthingsor

makedecisionsaccordingo thepreferencesf theindividual or relaxeshimor desireor familiar.
And characterizethy emotionathinking of thefollowing characteristics:

AAsurface.

AArush.

A Asimplification.

A ROptionalabsorption.

A Aresolvethe positionson the blackandwhite modeor true - error.

3. Logical thinking

It represents the improvement in the natural way of thinking through a serious attempt to control the
excessesf thenaturalor innatethinking. The basiccharacteof logical to think it isbasedn reasoningo
understand and absorb things. And reasoning is a step on the way of "measuring". It is noted that the
presencef illness orreasorto understanthingsdoesnot meanthatthereason foigood or acceptable.

4. Mathematical thinking

Thisincludesthe useof the previousequationsetupandrely onrulesandcodestheoriesandevidence,
wherea frameworkintellectuallygoverningrelationsbetweerthings.

On the contrary, by natural and logical thinking, the starting point lies in the equation or symbol even
before the availability of datathatthis previouschannelgequationssymbols)willfacilitate the passagef
informationin standardizeéormat formerathleteselection.

5. Critical Thinking
Critical thinkingis theindividual'sability to expressanopinionpro or exhibitionsin differentpositions,

with the express convincingeasongor eachopinion.

Critical thinking andmeditativethinking aimsto makeajudgmentor to expressanopinion.

It is enough here that the individual is the owner of the issis=dran the opinion, and that

demonstrates his opinion by evidence convincing even be thinking of those who think a critic.This is
done by subjecting the information and data for tests of mental and logical in order to establish evidence
or evidenceandidentify theclues.This is wheresuchinformationanddatafortests ofmentalandlogical
addressn order toestablistevidenceor evidencendidentify theclues.

StepCritical Thinking



1. Identify thetargetof thinking.

2. toidentify thedimensionof the subject.

3. Analysis,subjectto theelements'in line with thegoal."

4. standardsettingandappropriate indicator® assesthe elementof thesubject.
5. Theuseof standardsn theassessmemf eachelemenbf thesubject.

6. reacha decisionor judgment.

enfic think

It is thementalprocessy which problemsaresolvedor makedecisions in &cientificway ofthinking
throughorganizedmethodical.

Stepsscientificthinking to makethe decision:-

1. Identify the problemanddetermingheaim of thedecisionmaking.

2. Dataandfactsaboutthecollectionandpredictingits potentialimpact.

3. Developalternativesolutionsto the problemAlternatives

4. evaluateall of thealternative€valuation

5. takethemostappropriate decisiowhich representthe bestpathto achievethegoalinlight of the
possibilities and resourcasailable.

Stepsscientificmethodof knowledge -

1. observation.

2. Thedesirefor knowledge'questionable.”

3. Develophypotheses

4. To identify thebestwaysto answerthe question
5. testhypotheses

6. Conclusion

7. Circularcaution

7. Creative Thinking
Creativityis awayto look familiar or anunfamiliarangle thenthe developmenof this mattertaturn

into an ideaandthento designandthen tocreativity viableuse.
Featuregreativethinking

A AAvoid logical sequence.

A Aprovideseverahlternatives tsolvethe problem.

A AAvoid differentiationandselectiorprocess.

A Acry from thetraditionalintellectualstyle.

A AAmendmenattentionto newintellectualpath

Creativethinking properties

A Acarefulof newthoughtsandideas conceptsandexperienceandmeans



A AFind alternatives foeveryorderandprepareor the newonesto practice

A Areadyto do sometime andeffort to searchHor newideas andlternativesandtry todevelop
newideasor exotic,

A Awillingnessto takerisks andexplorenew

A Aself-confidenceandgetrid of thedefeatism

A Aindependencin opinionandattitude

A Adevelopment oéntrepreneurshigndproactivein dealingwith all issuesandmatters.

Obstaclego creativethinking

A AFearof failure, fear of criticism

A Alack of self-confidence(asif someone saythatmy energyis limited, or cannot changehatfact,or |
cannotresistthe powerpr | obey thecommandsandby)

A Afamiliarity andintimacy

A AFearof theunknownor of new

A Abeliefs"... youknowwho - who cameout of hishouse............."
A Atenseclimate,andfear,andintellectualtyranny

A Adesirefor tradition,andsectarianismandsimulationof previousmodels.

Thedevelopmenof thinking skills

A. psychologicapreparatiorskills.

B perceptuaskills, informationandexperience.

(C) skills relatedto removingthe obstaclesandavoidthinking errorskE-
adaptatiorof mindto positionskills.

(A) Psychologicalpreparation skills

A Aself-esteenandtheir ability to think andto accessheresults ofconfidence.

A Aflexibility andopenrmindedness anidve of change

A Aacknowledgmenof ignoranceif necessarytp listento theviewpointof others(you shalltakeor
reject);consultothers.

AA ready to reverse your point of view and
drawingconclusions.

A Ravoidcontradictiorandambiguity,andeasily communicateith othersideasconvincing,cleaand
understandable.

(B) perceptualskills.
A Adirectingthesensedy objectivescientificor intellectualbackgroundf the subject.
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A Aminuteandlistenconscious observati@ndconnecit with subjectiveexperienceanyscrutiny

of sensationandmakesuretheyarefree ofillusion andfantasies.

A RAexpandhescopeof thevision givento severadirectionsandfrom severakngles.

A AstoreinformationandremembeOrganizatiorandexploratoryway: raised questiongndexplore
patterns, the use of Emirates distinctive things functionursedo the rules that make it easier to
remembethings.

(C) avoid thinking skills related errors

A Amoveawayfrom egocentrism.

A Athe useof thinking to exploreandnot to defenctheir point of view.

A AAvoid jumping ontheresults or confusionbetweerfactsandassumptions.
A Ravoidgeneralizationsvithout basis.

A AAvoid exaggeratiotgthype)or too simplistic (underestimated).

A Aavoidstereotyping.

A AAvoid Partieswhite/ black)if thereareotheralternatives.

A Raddresshe causes oproblemsnotthesymptoms.

A AAvoid takingthingsvery personal.

A AAvoid conclusiorof detailsandneglectherestof the subject.

A Ravoidbiasandgetusedandthe optionalabsorption.

A Aavoidbeingmisledby thecrowdwithout analysis.

A AFind solutionsandnontraditionalalternatives.

A Rencourageéhnovativethinking asatargetregardlessf its outcome.

A Adoesnot denythe existenceof thething, just becausgou do notlearn.

A AAvoid relying onwell-known proverbsor sayingsin decisionmakingwithout regardto thespecifics
of thesituation.

E - Adaptation of mind to position skills

A Aldentify the purposeof thinking.

A Aselectastyleappropriateo think of thesituationandthe stageof thinking.

A Awillingnessto accepbutputsthinking.

A Areadinesso changehepatternof thinkingif the situationhaschangedr the stageofthinking.
A Racceptheoutputsof thinkingif achievedyour goalsontime.



Be yourself

Thepeoplewho saythattheycannotbethemselvesisuallyclaimthatsomeongreventgshemfromit.
How canthis bereal?How can itbeanyoneotherthanyourself?

It is possibleto stopbeingyourselfif your fearfrom contestingherisk .butthenwhatwillbecomeunder
thetutelage ofanyonewho doeswill protectyou.

Unfortunatelythe personvho protectsou areexpectedo behaveaheway you seethatyoudisposef
other.by othemway in whichthatpersorhas helmnly to follow.

If youareafraidto beyourself,youmay beintimidatedby theideathattakecareof yourselfortoholdthe
reinsof your affairswithout outsideinterference.

If someone wants to authenticafeéendship- quite a bit, but for the purpose of selecting make your
wayin life is to preservehe bestof the companyit canbe accompaniedwhich, ofcourse yourself),do
nothaveto rely onthestrengthof others.

Privacyacceptaswell asasensef isolationinherentin him to be readyto behaveyourwayonyour
own, notas achallengebutas aroption.

If youare afraido beyourself,youmay beafraidto raise youtanger.youfeel the needto harboranger
inside you, or you may get angry person who rely on it to protect you and you stayalive, or afraid to
depriveyou of the benefitsof somethinghatexpressegourself.

Soyou controlyourself,aftera periodstationedn thedepthsof yourheart.atthattime willhate yourself
for your sensef weaknessandinferiority, andthatyou arenotyourself.

It's reallyaviciouscircle.

It wasnottofall onit neverif youareasyouare.

You all exhibitionof error,butyou havethefreedomto correctyour mistakes.

You may injure otherdyutyou areableto apologizeto themanddealwith theiranger.

Othersmayhurtyou, butyou feela degreeof innerstrengthareboundto makeyou abletolove again.



Saveyourself

Whatdo you seein yourfavor.
Express yourself.

Find your life and your way though the nest was unable to act in your best interests to the maximum,
thenyou certainlywill notbeable toactagainstheinteress of anyotherperson.



Operational

Functionalitydividedinto two sections:

- Daily operatiorwith specialtask
- Emergencyituation

‘,/ Floodingof BuildingVehicleAccidents|| Staffldentification SafetyDepositBoxes

/Reportinganinvestigation Gasleaks ontrolRoomOperations & inventory

/ Bombthreats PowerFailure Suicide ||GatePasseshandlingin houseSafes
|

f Injury & Sickness PanicAlarm Response|| Accessontrol for Visitors MoneyEscor

| Briefings& meetings  ComplaintHandling Staff Entranceissue KeyDepositing
Lost& Found Patrolling Prostitution Golfcart Operatorslicense Guestelevators
Outside Food Deliveriegire Equipment Inspections Metal Detectéire Exit

Patrollingscanner SearchingReportWriting Roomdoor left open



TeamLeader Operational
1. Tomanagdehedepartmenaccordingo theestablishedoncept statement providirgafe,secured,
courteous, professional, efficient and flexible service at all times, following Hotel Standards of
Performance.

2. To havea full working knowledgeandcapabilityto supervisecorrectanddemonstratallduties
andtasksin the assigne®lace ofwWork.

3. To assigrresponsibilitiego subordinategmplementingMulti -Taskingprincipleandto checktheir
performance periodically.

4. To maintaina pool of qualified parttime employeesn conjunctionwith the HumanResources
Department.

5. Toimplement dlexible schedulingpbasednbusinespatterns.

6. To conductdaily pre-shift briefingsto employee®nroomsoccupancyarrival & departures,
functions/ eventandspecialattentionthatis needed.

7. To haveathoroughunderstandingndknowledgeof all hotelrelatedserviceand productshavihe
ability to make recommendatiotshotelguests.

8. To assisthe SecurityManagelin establishinga smoothworking relationsshipwith local
authoritiesandidentify andliaise withthemall requiredregulationsandactivities.

9. To handle investigation and report all claims regarding thefts, accidents, injury, property damage,
vandalismandtrespassingrom guestsyisitorsor hotelpersonneWwith theassistanceflocal policeiif
necessary.

10. To handleall taskswith diplomacy tact,appropriatadiscretionandefficiency.

11.to monitor and control the movement of all employees leaving or entering the hotel throughthe
employee entrance.

12. To executeemployeebaggagehecksandperiodicallockersearchesasrequired.

13. To contribute to effective #ouse training course on Fire Prevention and OccupationalHealth
andsafety;to ensurdts implementatiorandperiodicalupdating.

14. To ensurehat allnewstaff membersarebriefedand/ or trainedin Fire Prevention Fire
Fighting Procedures relevaia their position.

15. To record and strictly control the issuing of all master keys and other keys within the hotel
accordingo theestablishedtey policiesandproceduresndto report anydiscrepancymmediatelyto
SecurityManager



16.Tocoor di nat e ongoing finon patternedo patrol s

other areawvithin i andaroundthe hotelasspecifiedin the SecurityOperationgvianual.

17. Toreviewall reportspreparedy SecurityOfficersto ensurecompleteinformation,
relevanceaccuracyandfollow-up points.

18. To maintaina systematidistributionpolicy for all routinepatrolandreportsto
accommodateromptmanagementeview.

19. To execute with Director of Engineering the training of an effectivddose Fire Brigade, with
periodicalrefreshercoursesandexercisesor bothIn-HouseFire Brigadeanddepartmentaltrainers and
conductmonthly fire drills.

20. Toreviewscheduledunctions,groupor VIP arrival eventsanddiscussspecialinstructionswithall
relevantdepartments.

21.To handle guest and employee inquiries in a courteous and efficient manner and report guest
complaints or problems to supervisors if no immediate salutam be found and assure follow up with
guests.

General

1. Tounderstan@ndstrictly adhereo the Rules& Regulationsstablished ithe Employees
Handbookandt h e Hpwolicyeoh Fires Hygiene,HealthandSafety.

2. Toreportfor duty punctuallywearingthe correctuniformandnametagat all times.
3. To maintaina high standardaf personabppearance arftygieneat all times.

4. To maintaina goodrapportandworking relationshipwith staffin the outletandall other
departments.

5. To attendandcontributeto all staff meetingsDepartmentaaindHoteltrainingsschedulecgndother
relatedactivities.

6. To fully supportthe Departmental rainingFunctionin the Department assigned.

7. To undertakeanyreasonable tasksndsecondarglutiesasassignedy the SecurityManager.
8. To respondo anychangesn the SecurityDepartmenfunctionasdictatedby thehotel.

9. to project atall timesa positiveandmotivatedattitudeandexerciseself-control.

10. To haveacompleteunderstandingf the IncomeAudit Sectionin the OperationdvanualandPolicies
& Procedures.

of



11.To provideacourteousaindprofessionaserviceat all times.

12. To attendall meetingsasrequiredby ExecutiveManagement.

OccasionalDuties:

1. Toassistin planning,organizingandcontrollingof specialevent,largegroupmovement.

2. Tocarryout anyotherreasonablelutiesandresponsibilitiesasassigned.

3. You will support to achieve its environmental vision by conserving water and energy, minimizing
pollution, effective garbage disposal management, encouraging plantation, buyingand using eco
friendly products, following governmentdés | egal

culture.

4. Youwill adherdo hygieneandHACCP standardandensureits requirementarefully met.



TeamlLeaderSecurityReportshouldcover:

GroomingStandardsheckedcandconfirmed
ControlRoomchecked

Training51 10minutes/Briefing

CheckOB anddayseventsfollow up
Checkswhichfunctionsaretaking place/Plan
Checkall Registers

CheckLost& Found: RegisterlLotus
Checkall Security/Emergencyequipment
CheckCCTV/ Recording

0. CheckFire PanelFaults:

11. cCheckall electricaroomsandensuresecured
12. CheckallP a nt Beguded /

13. checkall fire exits

14. checkthatfunction roomsaresecured

15. cCheckrestaurantsDutlets

16. Checkpatrolsheetat leastonceper shift

17. cals externalpatrols& attend

18. CheckParkinga r e bhodgpdrkedcars

19. cCheckfor staffeating& drinking/ smoking

HROONOOA~WONE

20. Follow uponguestcomplaints& passto nextshift

21. Open& registercasesanddiscusswith nextshift

22. Stayin lobbyminimum2 hours Solid

23. Completethisreportbeforegoingoff duty

24. Handoverto nextshift andgive detailedfeedbaclof all specialordersr follow upissues

25. Recommendatiort® improveoperatingnethods

Beforegoingoff duty, seethe SecurityManager/AssistantManagesnddiscussanyoutstanding
issues.



EmergencySituationsOperators response

SITUATION 1: DEATH

A.

Acceptcall

Recorddetailsfor callerandtime of call
Keepcallercalm

Advisecallerhelp isontheway
Radio-

a > w e

1. SecurityManager
2. SecurityTeamLeader
3. PatrollingOffice

6. Dial emergencynumberandadviseOperatorto contactERT

Oninstructionof SecurityManagercontactPoliceandAmbulance
Recordtimesof call to PoliceandAmbulance

Keepcalleronline until ERT hasarrived

Ea A

ContactSecurityto cleardrivewayanddirectEmergencyservicego SecurityOfficer in the Controlroom/
Staffentrance
Standbyfor furtherinstruction

Relayanyevents/messagés SecurityManager



SITUATION 2: BOMB THREAT

a b~ w DN E

Acceptcall
Alert nearestolleague

Recordall info onBombThreatForm

Dial emergencyiumberandadviseOperatorof call andto contactERT:
Radioi Instructto reportto areawherecall wasreceived

1.  SecurityManager
2.  SecurityTeamLeader
3.  PatrollingOffice

1. Oninstructionof SecurityManagercontactPolice,Ambulanceand
Civil Defence
2. ContactSecurityto cleardrivewayanddirect Emergency Servicés

SecurityOfficer in the Control Room/Staffentrance

Bombthreatformto SecurityManager
Standbyfor furtherinstructions

Relayanyevents/messagés SecurityManager

--NEVER USEMOBILE PHONESOR RADIOS --

-- DO NOT SPEAK TO THE PRESS--



SITUATION 3: THEFT

1. Acceptcall
Recorddetailsfor caller
3. Dispatch:

9 SecurityTeamLeader
1 SecurityManager

4, Contact:

1 FOM
1 MOD (if after18.00h)

Relayeventdo SecurityManagerandawaitorders
Documentll detailsof theincident

Oninstructionof SecurityManagercall Policeif required

L A

If Police are required, contact Security to clear drivewayand

directEmergencyservicedo SecurityOfficerin the

ControlRoom



SITUATION 4: MEDICAL URGENT

1. Acceptcall
Recorddetailsfor caller
3. Dispatch:

1 SecurityManager
1 SecurityTeamLeader SecurityOfficer

1 Note: EmergencyKit
4. Dial emergencywumberandadvise:

1 FOM
1 MOD (if after18.00h)
1 DOR
9 Nurse

=

ContactAmbulanceandDoctoroninstructionof the Seniorpersononscene.

2. ContactSecurityto cleardrivewayanddirect Emergency
Servicego SecurityOfficer in the ControlRoom

Recordarrival timesof AmbulanceandDoctor

Relayanyevents/messagés SecurityManager/FOM

-- REASSURECALLER THAT HELP IS ON THE WAY --



SITUATION 5: FIRE FalseAlarm

H

StopTimer
Investigateexactlocationon PC
Dispatch:

9 SecurityTeamLeader
1 Engineering
1 SecurityManager

Dial emergencynumberandinform of activationandlocation:
Standbyfor feedbackrom investigatingParty.

If investigatiorpartygivesall clearandstatedalsealarm,resetthefire
systermon thePC.

W?2

1. Clickonfa c t i ipnthesledt bottom corner

2. Two bars will appear. Click on fControlso

3. A Al aC anrst wilbappear in the middle of the screen.

4. Place cursor on Reset Fires and click once. The screen will clear.

SITUATION 5: FIRE RealFire

7.
8.
9.

StopTimer
Investigateexactlocationon PC
Dispatch:

1 SecurityTeamLeader
1 Engineering
1 SecurityManager




10.
11.

12.

1 Dial emergencywumberandinform of activationandlocation:

Standbyfor feedbackrom investigatingParty.
If investigationparty givesalertandstategealfire, dial
emergencyiumberandadviseto dispatchERT.

Whengettingorderto activateEvacuationAlarm.

a r w0 N e

Stand in front of Main Fire Panel
Open fire panel door

Four buttons circled in red.
Pushi S o uAnl da ome

This will activate all sounders in the Hotel

Oninstructionof the Seniorpersoron scenecontactCivil Defence AmbulanceandPolice
Contactthe PatrollingSecurityOfficer to cleardrivewayanddirectEmergencyesponseVehicles
to theLoadingBay

TheFire Engine igo godirectly to thePlant roonto thenearesWet Riser

Standbyfor furtherinstructions

Relayanyevents/messagés SecurityManager.



Studythe historyof fire incidentsto learnandavoidsuchinstanceson your propertyin the future
https://www.history.com/news/fireschangesreform
Thefollowing presensomeof emergencygases:

December2022 26 bodiesfound assearchendsat CambodiarHotelfire

Searchers failed to find new bodies Friday afternoon at the disaster site, although more dead had

beenexpectedo be found.

POIPET, Cambodia The search for bodies in the wreckage of a bumédasino hotel

complexin westernCambodishasconcludedwith 26 peopleconfirmeddead a seniorofficial

saidlate Friday.

Theblazeatthe GrandDiamondCity complexstartedate Wednesdayight andwas

extinguishednorethan12 hourslater onThursday afternoon.

Thail andds Ruamkatanyu Foundation, a social welfar e
disaster scenes, said Friday the search operation in the msiior{ Duilding of the casino
complexwascompletedandit waswithdrawingits teams.It saidits searchersouldnotenter

themore badly damagegtstory partof thecomplexbecause it wamo unsafe.

An initial investigatiorfoundthatthefire mayhavebeencausedy NewY e a hofiday

decorationshatdrewtoo muchelectricity,causingwiresto overheaandburn,local authoritiessaid.

At least10 dead and guedtad tojump from windowsafterfire rips throughhotel

QuotedPoipetcity GovernorKeatHul describinghe chaosvhenthefire brokeout.

CambodiarPrimeMinister Hun Senmadehis first publiccommentonthetragedyin remarksto
villagersFridaymorning

He expressed his condolences and said the incident showed that all tall buildings in the country

must have sufficient equipment to fight fires. He also gave tharddsttee people who worked

in the rescue efforipncludingthose fromrhailand

AHot el and casino workers used fire extinguisher
pani cking and rushing about everywhere but mainl
there was a stampede out at the main entrance when black smoke was billowing through the building.

He was quoted as saying he believed many of the deatlesfcamsmoke inhalation and some

peopledied wherthey leapfrom high storiesto escape thiames.

The Grand Diamond City casino complex has 500 employees, and it had 1,000 customers
Wednesday, according to a report from Soth Kimkol mc
NationalCommitteefor DisastetManagementt wasunclearhow manywerepresent whethe

fire broke outand howmany managed tibeeto safety.
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https://www.history.com/news/fires-changes-reform

Fire In the BangladeshiGarment FactoriRaisesSeriousConcernsAbout Safet

In one of the most devastating fire accidents in the history of apparel industry of Bangladesh at least
112 workers are feared killed during the last weekend. This is not the first incident in Bangladesh.
Since2005over 700 garmentworkershavebeenkilled in unsafeworkplaces.The apparelretailers

in the westare onceagainon a denialmodeandtrying whateverit takesto shrugtheresponsibility

off their shoulders.

The recent fire is reported to have occurred in the plant of Tazreen Fashions and it is being alleged
that the multistoreyed building lacked emergency fire exits, as a result of whitdpréficantnumber

of deaths have occurred in a bid to jump out from the windows. Notably Bangladeshwiwlidie
secondargestapparekexporterafter Chinayet soneglectedvhenit comesto safetyprocedures. This
incident is a clarion call for the aprel retailers who source from Bangladeshfitally take
cognizance of the serious lapses occupational health and safety protocols at ¢fa@ment
manufacturingactoriesthattheysourcefrom.



Amri hospitalfire incident
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At least 89 people have been killed in a fire that broke out in a hospital in the eastern India@a@lityitbé
(Kolkata), officials say. Most of the victims were patients who were trapped after the fipraaghrough
the AMRI hospital2011.

Thefire startedn themulti-storeyhospital'dhasementwhereflammablematerialsverestored Firefighters
tookfive hoursto controlthe blaze.

Six boardmemberf the hospitalhavebeenarrested.

Theyincludehospitalco-foundersSK Todi andRS Goenka.

West Bengal Chief Minister Mamata Banerjee said the licence of tistsey hospital inDhakuria in
thesoutherrpartof the city hadbeencancelled.

Shesaid the fire was an "unforgivable crime" and that thoseresponsiblewould be given theharshest
punishment.

A Upadhay a seniorvice-presidentof the AMRI hospitalcompanytold AssociatedPressherewerel60
patientsin the 196bedhospital.

A spokesmarior ManmohanSingh saidthe prime minister had "expressedshockand anguishovethe
lossof lives". Many of the patientswho died suffocatedn fumes.



Kiss nightclubfire in SantaMaria, Brazil

'‘Guards kept door shut'

Insidetheclubtherewasastampede fotheexit

"Someonehad called me over to take some photos in the VIP area. Because of this | was there, it has a
better view. Normally | stay in the middle of the crowd. It was luck. If | wasn't working, | wouldn't have
been inthe VIParea."

She too saw the band member itk flare or firework: "I saw some sparks, lots of shouting, dnought

it wassome kind ofight.

'Only One Small Exit'

"Peoplewerescreamindthere'sa fire' but the security guardslidn't budgeandtried to keepthedoor
shut," hetold told Zero Hora newspaper.

| pulledoutagirl by the hair.It waschaostheworstdesperationMurilae

ToledoTiecher,Survivor

"Five or six peopleknockedover onesecurityguardandknockeddownthe door. It was theonlyexit.



"The first people to get out tried to pull out whoever was still inside. Hands and arms appeared from the
curtain of smoke. We pulled out various people. | pulled out a girl by the hair. It was chaos, the worst
desperation.”

Student while people leavirige club as she heard the first cries of "fire, fire". the bouncers "hacthesr

opened in front of us, asking us to move", and that she only escaped the club by pushing 'tmy way
through[one ofthebouncers']egs".

"We were told that the bouncers closed this main door to force people to pay before leaving, but we didn't
see it,"sheadded.

"What | saw was that, after the first group letibout 50 of us there was what felt like a long tinbefore
morepeople stagdto come out."

Other eyewitnesses said that once the security guards realized how serious the fire was, they triedto help
people escape.

Police inspector Marcelo Arigony, who attended the disaster scene, said the guards didn't appear to block
fleeing patons for long. "It was chaotic and it doesn't seem to have been done in bad faith because several
securityguardsalsodied," he told TheAssociatedPress.

Survivor Fernanda Oliviera told local television that "when the fired started the security guys eteuk

whatit wasand therguickly theystarted helpings...butit wasall too quick”.

The Station nightclub fire was the fowdieadliest nightclub fire in U.S. history, Because it wasa-high
casualty fire caused by illegal indoor usage of outdoor fireworks, the 2003 disaster bore similarities to the
2004 Republica Cromafion nightclub fire in Buenos Aires, Argentina; the 2008 Wuwang Club fire in
Shenzhen, China; the 2009 Santika Club fire intiiéaia, BangkokThailand (cause is disputed); tA@09

Lame Horse fire in Perm, Russia; the 2013 Kiss nightclub fire in Santa Maria, Brazil,[3] aB@lthe
Colectivnightclubfire in Bucharest, Romania.[4]



Fire & explosionin Tianjin/ Chinaport

At least 50 people have been killed and 701 injured after two explosions at a warehouse containing large
guantities of dangerous chemicals in the port city of Tianjin. Of those wounded 71 are said to be suffering
severdnjuries.

Fires were #if smouldering almost 22 hours after the blasts while chemical experts assess the hazardous
materials on site. The cause of the blasts is still not known. The warehouse is reported to have contained
largequantitiesof the highly toxic chemicalsodiumcyanide A teamof 217 military toxic wastespecialists

have arrivedn Tianijin.

The explosions were so massive they could be seen from space, according to satellite photos released by
theJaparmeteorologicahgencyTheforceof theblastalsopromptedalarmatC h i rNatidralEarthquake
Network.

Thousandsf peoplehavebeenleft homelesswith 6,000peopleexpectedo spendhenight in emergency
shelters. Witnesses described residents near the site fleeinghii@iesi some dressed onliyn their
underwear.



The blasts occurred shortly before midnight local time (4pm GMT, 2am AEST). A shipmenfaf so
uni dentified fAdangerous goodso in a warehouse wen
shookhomesonthe othersideof the city andsentflaming debrisarchingover nearbyhigh-rise buildings.

Xi Jinping, t he Chionndse fpgroadisddarmt ,safver gehde alnlj ur e«
Kegiang,the prime minister,gaveorders forauthoritiesi tirgensifyseachandr e s c u e 0 .

The owner®f thefactory atthecentreof theblastsi namedasTianjin DongjiangPortRui Hai International
Logistics Co. Ltd have been detained. The firm had flouted packaging standards twageacsording
to inspectiorrecords.

Authorities earlier said they had lost contact with a further 36 firefighters tackling thebtames. It isot
clear if this includes the 12 whare confirmed to have diedOver 1,000 firefighters and 143 fiteucks
were dispatchetb the scene.

Guadian reporter Fergus Ryan, who is in Tianjin, says smoke continues to billow across the city.He also
reported a further small explosion and fires still ablaze, with damage to buildings and cars as far as 3km
fromthe scene.

Greenpeace has warned that chemicals involved in the blaze could pose an ongoing threat to Tianjin
residentsBeijing has playedlown feardghata toxicfumesareheadingor the Chinesecapital.

Of 4,325 containers owned by Tianjin Dongjiang Port Ruihai International Logistics that were checked,
five failedtheinspectiorbecaus@ackagingvassubstandardthe Tianjin Maritime SafetyAdministration
said.

A warehouse belonging to Ruihai Logistltas been identified by the official Xinhua news agency as the
site ofthe explosions.

The administration examingdousand®f containers owned by Ruihbogistics, which describes itsedb
agovernmenapproved firm speci al igsoiordg 0i, n aman dloiurg oft dhee
accordingo areportpostedonthea d mi ni st r a tnanua® Estyeae b s i t e

The report said it had inspected more than 14,000 containers in total and found that 29 from the five firms
hadfailed the packagingchecks with themain problem beingappropriaté d a n lgbelling.

Theinspectiorreportdid not providefurther detailsaboutwhatwaswrongwith the packaging.

The statebacked China Daily newspapsaid Ruihai Logistics was a private company andithatanager
hadbeendetainedby police.



An official with Tianjin police declined to comment and referred Reuters to the Binhai New District
government.

According to a report by government environmental inspectors in 2014, the facility was designedto store
sever al dangerous chemicals including sodium cya
chemicals includingxplosivessodiumnitrate andbotassiurmitrate.

Phone numbers | isted on the firmbés website were d
went unanswered. Xinhua said 1,000 firefighters and more than 140 fire engines had struggled to contain
the blazeatthewarehouse.

fi T tvadatility of the goodsneanghe fire isespeciallyunpredictable nd danger ous t o apptr



Fire Drills

A. Finding afire

STEP1

Breakthebreakglasscall point
Dial theemergencyiwumberandstateyour namdocationandsituation
_Attemptto fight thefire

Evacuate

B. Controlroomoperator
Receivethe Emergencysignal orthefire panel.
_ Deploy officers and Engineering to investigate.
_Standbyfor feedback
If realfire adviseGSCto deployERT immediately

C. Securityofficersandengineeringlepartmento evaluatesituationandby two way radioinform
the Controlroomoperator

Control,thisis responsd eam,be advisedhatwe haveafire on X floor.

Try to give acleardescriptiorandbriefly explainwhatyourintentionswill be.

_| Securityofficersareto immediatelyevacuateéhe guestin thedangerareaandguidethemtothe
nearestire stairwell.

_ Assistandattemptto extinguishthefire.

If in dangergvacuate.

D. GeneraManagemustreportto thescenammediately

Onceonsceneconfirmthatthe guestdn theimmediatedangerareahavebeenevacuated.
Accesghesituationandconfirmevacuatiordependingn the extentof thefire.
Evacuatehebuilding.

_ Intheeventthatthe GeneraManagerr ResidentManagelis notavailable the DutyManager
or GSM will be responsibléor thistask

E. GSCtocontactH.E.A.T atthe saméime asin Para B.



Dial eachmemberon his/hermobile or pagingsystemandadvisethemto reportto thelobby
immediately.Seeorganization chaiin Fire Manual.
ContactCivil Defenceandadvise

Inform GeneraManagerResidentManagelSecurityManagermndGSM of actionstaken.
Standbyfor furtherfeedback

ERTto collectemergencequipmentindstandbyfor deploymenby ResidenManager

Reportto theLobby

Takeemergencyquipment

Receivefloor mastekeys

Wait ResidentManagetto brief andassigrna locationto you.

. ResidenManagemvill

DeployERTto assignedioors

Waitin the lobbyto liaisewith thecivil Defenceandcontrolthe lobbyarea
Liaisewith GeneraManagerconstantly.

Liaisewith AssemblyPointmanager

SeeFire Manual

. ERTwill reportto thefloors andevacuatguestimmediately.

Knockonthedoor3times

UsetheFloor MasterKey to gainentry.

Calmly butfirmly advisetheguestghattheymustevacuateheroom andgoto thenearestFirdxit
andproceeddownuntil theyreachthe outsideof the building.

Advisethemto staycalmand noto takeany luggageonly theroomkey.
Confirmandcheckthattheroomis emptyandassisthemto thefire exit.

Continuewith thesameproceduranentionedabove.

Oncethefloor is evacuatedgoto the nearesexit andevacuate.

Assistotherguestonyourway down.

Housekeepintaff mustassisto evacuatgyuestsvhenhearingthegeneralAlarm

Cleartrolleysout of the passagandplacethemin theserviceArea.
Follow proceduresisin Para H

Conciergawill immediatelymanfire exit doorsandguideguestgo theassemblypoint



Report immediately to the fire exit.

Allow peopleto exit butnotto re-enter

Guideguestdo thefire exit by speakingo themin a calm butfirm tone.
Reassur¢éhemthatall will befine.
Onceeveryonenasbeenevacuatedstayatthedoor.

Evacuatenly if theareais in danger.

All otherdepartmentsiyhenhearingthe GeneralAlarm soundmustevacuateReadwithParaD.

Eachdepartmentvill gothroughnormalclosedownproceduressstipulatedn the FireManual
OnceClosedownProcedurefiavebeenimplementedreportto the AssemblyPoint.

Groupin departmentandnominateonepersorto liaisewith the Assemblypoint Managerand

confirmthatall staffis accountedor.

Dfo ROt reenterthe Hotel untilthe All clearhas beegivenby the Civil DefenceChiefincharge
of thescene.

Reportto the AssemblyPoint.



FIRE EMERGENCY EQUIPMENTNSIDE FIRE CARTFIRE EMERGENCY EQUIPMENT
INSIDE FIRECART

FIREHOSEREEL FIRST AID BOX, FIRE PROOF HELMET,

TOURCH LIGHTFIRE PROOF HAND GLOVES

AND RELFLETING JACKET



HYDRANT INLET AND OUTLET AUTOMATIC DRY CHEMICAL
POWDER

HOSEREEL CABINET FIRESMOKEDETECTOR



.
Q nj

WATER SPRINKLER SOUNDALARM SPEAKER

ANSUL NOZZLE FIREBLANKET

L PGASSTOPPER ANSUL ACTIVATOR



LIFE BOUY

Method of fire
Inhibition or convection
Conduction waterwith electrical

Radiation- electrical

Fire Alarm

Method for fighting the fire
smothering
Separatd

starving air& Coolingby water

EXTINGUISHING

FIRE TYPE
AGENT METHOD
ORDINARY SOLID MATERIALS WATER REMOVES HEAT
FOAM REMOVES AIR AND HEAT

A

DRY CHEMICAL BREAKS CHAIN REACTION

FLAMMABLE LIQUIDS

FOAM

N O

@‘ E co, REMOVES AIR
DRY CHEMICAL

—— Sarions BREAKS CHAIN REACTION

CTRICAL EQUIPMENT

' s €0, REMOVES AIR

DRY CHEMICAL
HALON BREAKS CHAIN REACTION

COMBUSTIBLE METALS

< ¥y

SPECIAL AGENTS USUALLY REMOVE AIR




Emergencymedicineanddisasterservices

Thespeed efficiencydepend®n:
Earlyaccess.

CPRearly.

Earlyelectricshock.
Intensivecareearly.

EmergencyMedical Services:It consistsof fifteen paragraphs
Personatesponsibility.

Training.

Communications.

Ambulances.

Facilities.

The intensive care unit.

Civil Defense Authority.
Communityparticipation.

Accesdgo care.

Transportation of care. Medical
recordsdocumented.
Educatiorandmedicaleducatiorcommunity.
Ratingand independemeview.
Disastering.

Theexchangef viewsandideas.

There is also a religious dimension and was set up by the law of Islam and Muslims, due to the Rescue of
human life andhe preservation of his life. But Hedda duty will come only with science and knowledge

and are the only weapon that makes us Ntboo place among nations andmay be useful to recall the words
of the famous Arab philosopher who learn from the West, which IbhdRinsthe adage saying ((learned

in exile homelandgnoranceathomeWeird)).

For Hedda it is to be mnedical and health AKafat training in particular and the public in general, and
especially of his direct relationship to society (civil defensefictabscue, specialunits and other)

procesdirst aid and especiallthe procesof Rescud.ife (CPR).



CPRCPR:is thefinestpsychologicalandsimple learnindaskis necessargndessentiato learnandvork
by the medical staff mainly education and the community to know how to deal with critical situations and
savethem.

CPRIis dividedinto:

First iclif tBLS an nsistsof:

Opentheairway.

Artificial respiration.

Activate(massageartificial heart.

Andin orderto achieveCPRCPRthanfor this caseit is medicallyevaluatedisingtheclassificatiorof
the AmericanSociety ofAnesthesiology.

Groupl: Humannaturalfull health.

Groupll: themanwho suffersfrom amild illness.

Grouplll: thepatientwho suffersfrom a severeandlimited motionsicknessaccentwithoutobstruction.
Group IV: the patient who is suffering from a severe illness with disability and possible to losehis life.
Group E: the injured that there is no expectation of surviving butgemey surgicalintervention

GroupF: case®f braindeathis maintainedo bethevital organsincludingorgantransplants.

GroupG: Theyareemergencituationghatare notsubjectto the previousassessmertbutareassisting
herimmediately.

Now worksfield assessmetity sortingcasef emergencyndacutecases.



First Aid

Ambulance is the ability to provide initial treatment procedures skillfully and effectively to whatinfected
when an accident or sudden iliness, and is a skill to savevds of people, and to prevent the

development of risk and the deterioration of his condition, and is a key role, and specific and my time,
essential because it means the submission of initial remedial actions, within the resources aandable

are usually a few of the patient alive for delivery to the doctor. And it is specified and my time because it
means the limited possibilities of interventionwithin the knowledge and Statistics medic when it starts
andends with the work ahe specialistphysician.

Who is responsiblewhen providing first aid?

Anyone who can provide first aid service, provided that the coach is properly the work of such initial
actionsin centerdedicatedo it or athomeor onthestreetand areesortingto first aidether:

Unableto thepresence ohdoctorandsofor critical situations.
Orwhentheincidenceof heartdiseaser high do notneedmedicalintervention. Thegoalsof
first aid

Savethe patient'dife atrisk from certaindeathandpreventdirect:

Therearesomesignsandsymptomswvhich meansts presencevhenthevictim thathislife isthreatened
by the risk of death. And so it must be done fast and skilled procedures to preenetgencef these
seriousTags:

In the caseof chokingor stopsbreathingshouldopentheairwayandperformartificialrespirationrescue
breathing).

If thereis bleedingthepatient'dife in dangerf death soit mustbe stopped.Irthecase

of fainting youshouldputthe patientin a statehospital.

Preventthe deterioration of the situation:



If theyarenotinfectedambulanceyuickly he showeddangersignsandcomplicationssoyoumustdothe
following to preventthe deterioratiorof the situatiorof the patient,andare:

Cleananddisinfectwoundsandcoveredwith bandageprivateandlinkedto appropriateinorder to
preventheemergencef diseasesf inflammationdoublebandages.

Installfracturesandshouldbeinstalledin the positionin which feelscomfortreformmaynotbebroken
or movethebrokenLists.

Put the patient in a comfortable position and the comfortable situation vary from case to case:In the case
of shock prefer to be in the low level of the head from the body level. While in shortness of breath and
angina pectoris case, the best position is to have the patient in the formsiftimglf and that his head

higher than the body level, and if the injury is in the abdomen The best position is to lie on his back with
knees bent and put pillows or blar&ketrapped between the leg and thigh muscles to make the lower

limb.

Help healing:

Thepsychologicabktateof thepatientdirectly affecthis physicalconditionandhealth especiallyirthe
beginningof the incidentwherefeel pain, feamndanxiety,andso musthemedic that:

Reassur¢hepatient,andto diminishthe importancef theinjury, andspeakgo him withconfidenceand
poiseand show$0 confusion orsurpriseor emaotion.

Relievepain: Painsenddearinto the self-beliefin the existenceof a stronghit, asit leadsto the
occurrencef shock. So yoshouldrelievethe painquickly and housed.

Managementscene

Themedic mustssumenanagementf thescendn all respectsthemedic mustaccommodatiee
situationandcontrolledandthatis:

Geneal assessmenmdf the situation:the medicmustactcalmly anddeliberately awayfrom thechaos and
panic and confusion.

Thediagnosisof the patientcaseor injured.
Submissiorof theinitial treatment.

Toimprovethe useof the spectatorérom the publicin the affectedstatesBecausd gmehrhminfected
morethan abouhis conditionworse.



Remembewell:

Upontheoccurrencef anaccidentactedquickly butquietly.

Checkthatthe patientbreathestatusof the persorunconsciougn apositionwherecanbreatheasily.
Triedto stopseverebleeding.

Ask ambulance.

Avoid exposingyourselfto dangemunnecessarily.

Avoid makinganythingwithout his knowledgeor ignorantbefore.Donot

forgetambulancéag.

A person who is providing first aid is an ordinary person is not required to be in the field of medicine,
but hastheavailableinformationthatenablesiim to savethelife of thepatientorthepatient.

The basicsof first aid

Thereareaminimumof informationonfirst aid mustbe submittedo perceivedandlearned:Understandirfigst-aid
rulesand responsibilities.

Recognizéheimportanceof securinghecrashsite,andtheisolation ofthebody.Howto

opencorridorsto theair (to breathe).

Action ventilator.

Assesghescene.

Appropriate to the situation of the patient or the patient. Knowledge of the

symptomsandsignsof risk for medicalproblems.Knowthe signsor not to

respondo the injured.

Controlof internalbleeding.

Seeif thereis internalbleedingor not.



Dealingwith spinalinjuries.

Availability of publicinformationhaveonthe humanbodyandanautopsyandits membersangarious
organs.

How to carrythe patientin orderto alleviatethe sufferingof furtherdamageor harm.Knowthe
symptomgelatedto variousdiseases andowto dealwith it.

Heartmassage.

Dealingwith burnsandfractures.
How to healthewounds.

How to dealwith injuriesto children.
Assessmendtage

Statisticscases:

Thisis wherethe datatakenfrom the patientif his conditionsopermitsor from afamilymemberand
includethefollowing:

Time of the incident.

Symptomsof infection.

Locatethepainwith therecipe.

How incidence.

Results dealing with the injury by the person is the coach Determine
themedicalhistoryof thepatientor injuredperson:Healtlin general.
Theexistencef anyhealthproblemsor injuries sufferedbefore.Drugor
medicinescoveredif any.

Theoverallappearancef theinjured,age,genderandweight.Pulse,
respirationandbloodpressureandtemperature.

Measuringhelevel of consciousness.



Notethecolorof theskin.

Eyecondition.

Difficult situationgcritical):

Critical situationsdorequireassessments:

Extricatethevictim from thescengin caseof injury in accidents)whichinclude:
(A)securinghescene.

(B)knowthe natureof thewoundor disease.

(C)countthenumberof victims.

(D)dorescue.

Ensurebreathingandbloodcirculation.

Measure the level of cognition or mental state, through his sense ofgp@ach Catalystresponse
to anythingaroundhim.

Makesurethereis externalbleeding.

Make sure there is internal bleeding.
Makesurethe pulse.

Thepresencef painin theabdomeror chest.
Woundsin the neclor heador back.
Wounds of the scalp or face .

Damageo veinsor bloodvessels.

Thepresenc®f atumoror abnormalitiesn extremities

Do notmovethe neck,or head or backin caseof spinalinjuries.
Determinethecauseof theaccident.
Thepresencef poisoning.

Vomiting.



Ambulanceprioritiesfor differentinjuries

Of the most important success factors ambulance operations, and to save a person's life, and help his
recoveryfollowing thesoundfounddions multipleinjuriesin theambulancevhenonepersommndfollow

the priorities so that may not begin to care less significant injury before the injury the most important
ones And injuriesmayhavebeenarrangedaccordingo theirimportanceandseriousness.

Ambulancefor a personwith severalinjuries:

Whentheinfected persoandonesuffersfrom severainjuries onthemedic,you mustfollowthe
following priorities:

Breathingthefirst priority in theambulancesoyou must:
(A)ensurehesafetyof therespiratorytract.
(B)opensuptheairwaysandmaintainthemimpassable.
(©)it mayrequire aholein thethroatto secureobreathing.

(D) chestwoundmustlock becausét maycauseAstruahaandleadto shortnes®f breathandchoking.
Bleeding:You muststopthe bleedingvery quickly familiarways.Shock:

theshockmustbeaddressed.

Otherinjuries:
Fractions:
(A)headfractures.
(B)chesffractures.
(C)backbone.
(D)otherfractures.

Abdominal injuries (wounds) in the case of a prominent bowels and should not be entered butcovered
with a piece of gauze wet with sterile saline solution. In the case of the presence of foreign objects
window Kalkhanjr it should not be withdrawn from theuwnd for fear of heightened bleeding laceration
andmuscleandbloodandnerves.



Burnsandotherinjuries.
Types ofpoisoning.
Prioritiesto providecareandtransportatiorior peoplewith multiple injuries:

If thereareseveralnjured,thework of a paramedibemoredifficult andrequiresgreatskilland agility
and speed and agility in the speed of appreciation and report any of the injured suffered from an injury
moreserioughanthe otherinjury.

Determinethe priorities of the ambulanceon the following basis:

Prioritiesfirst class:

(A)chokingandbreathingstopsthedirectcause ané responsibldor 20%of deathsnaccidents
andsecond$iere maybecrucialbecaus¢he chokingrapidly fatal.

(B)stoptheheart.

(C)bleedings controlled.

(D) severeneadnjuries.

(E)satisfyingseverdnjury: poisoninganopenwoundin thechest.

(F)fainting: Amomy it shouldbeplacedin a positionof hospitalization.The

priorities of theseconddegree:

(A)burns

(B)multiplefractures

(C)backinjuriesandspinalcolumn.

(D) nervousshock.

Thepriorities of thethird degree:

(A)fracturesandminor cutsandtakeoff.

(B)cutsawide andclear,wheretheimpossibility of bleeding.

(C)deadonarrival.



names for parts of the body

Men or Atama Kata
e Head o face Shoulder
Seiken .
/ Mid-point of sternum e
Hiraken Kassatsu
Fore-knuckie Between shoulder blades
Kyobu or Mune = < Haya uchi Fist o
Chest Base of shoulder blades knuckle
Kyosen Ude/wan Inner arm/inner forearm
Solar plexus Arm
e Abara Hiji or empi Jinzo or Ushiro Denko
Ribs/rib cage Kote or ude  Elbow iy
i Small of the back
Y~ Tekubi
Wrist
Pit of the stomach ¥ Shuwan or shotei
Palm
Finger
Hiza gashira Kansetsu
Kneecap Jaiint
Ashiura or teisoku %awﬁ.o.ﬁ
Kobore Suni Ashi-kubi Sole of the foot
Tibia  Shin
Koshi or chusoku -
3 So-in Ball of the foot e
Sokuto or ashi-gatana Base of the toes
Edge of the foot
Helsoku of Kor} Tips of the toes

Instep
Copynght Mat Brocenficld 2002-2006 wosngerkanateang Witk thanks 1o Joe Masters and Crayg Phillips for their help Heel



Active Shooter

Active Shooter Defined- This situation is a barricaded suspect(s) or an outdoor movement situation
where the suspect(s) is actively discharging a firearm at guests or staff members and or randomly firing
into anareawhereit is reasonablgxpectedhatpersongouldbe struckbythesuspect(siire.

Thesesituationdeavelittle or notime for properplanningandnormallyrequirefirst arrivingLaw
Enforcement unitto takeimmediate actiorio endthe danger.

The purpose of this policy is to ensure the safety of the guests/ staff, and to ensure that all staffhave a
clearunderstandingf howto reactin suchshootingincidents.

Active ShooterOutside Building

_ Gotoaroomthatcanbelockedor barricadedy usingavailablematerial.

_ Closethewindowblinds,turn off thelights andgeteveryonedownof thefloor sothatnooneis
visible from outsidetheroom.

_ Spreadutandseekconcealmenbehindwalls, desksfile cabinetsetc.

_ Havesomeoneall 999usingacellulartelephone ocall from anyHotel telephoneBeaware
thatthe 999 systenwill mostlikely be overwhelmed.

_ Whenyoureachthedispatchergdescribehesituationandgive your nameandlocation;remairin
placeuntil thepolice givethe"All Clear."

_ Unfamiliar voices may be the shooter attempting to lure victims from their safe spacerekpootd
to any voice commands until you can verify with certainty that they are beingissueddtigea
officer.

Active ShooterInside Building

If possible securgéheroomyouarein by eitherlocking or barricadinghedoorusing
availablematerialandfollow thesameprocedureslescribedabove.

If youcannotsecurghe roomdetermine ithereis anearby locatiorthatyou areabletoreach
safelyand thersecureor if you cansafelyexit the building.



Active Shooterinside Room

_If the active shooter enters your office or work area, there are no set procedures. The decision to
flee or seek shelter inside the room can only be made bgnais dependentupon the
circumstances.

_Trytoremaincalm;it will aidyouin decisionmaking.

_ Call999if possibleandalert policeto the shooter'socation.

If youcan'tspeak]eavetheline opensothedispatchecanhearwhat istakingplace.Usually

thelocationof a callercanbedeterminedvithout speaking.

_ If thereis absolutelyno opportunityof escaper concealmenandthe shooteiis notactively
firing onvictimsit might be possibleto negotiatavith theshooter.

_If theshooterasfired onvictims you arefacedwith a life or deathsituation;only youcanconsider
your nextcourseof action.

_ After all otheroptionshavebeenexhaustedyou maybefacedwith thedecisionto
overpowetthe shootemith force by whatevemeans necessary.

Active ShooterLeavesRoom

_ If theshooteleavegshe areaandthe environmenappearsafe proceedmmediatelyto asafemplace.
_ Donottouchanythingthatwasin the areaof the shooteibecaus®f the possibility of
explosivesheingleft andthe destruction otrucialevidence.

What You Should Do

_ Makesureyou haveanescapeoutein mind.

_ Donotattemptto carryanythingin your handswhile fleeing; movequickly

Keepyour handsvisible, andfollow instructionsgivenby anypolice officersyoumay

encounter.

_ If youknowwhere theshooteiis located tell the officers.

_ Remainatthedesignate@ssemblypointuntil you havebeenreleased.

_ Donotdrive off the premisesintil told it is safeto doso bypolice.

_ Do nottry to moveanyinjured peoplejleavethemwheretheyareandnotify authorities oftheir
locationas sooras possible.

What You Should Expect

_ Respondingpolice officers are traineth active shooter response to proceed immediately totee
wheretheshots were lagieard;their purposés tostop theshooting as quicklpspossible.



_ Thefirst officersto arrivewill notstopto aidinjuredvictims; rescugeamscomposeafother
officerswill follow thefirst teaminto securedareasand removénjuredpersons.

_ The first officers on the scene will likely be from the Local Police Department. Depending onthe
situation, they may be joined by officers from different agencies and dressed in different uniforms.
There may even be some offisén civilian clothes wearing an external bulletproof vest. Some
officers may be dressed in Kevlar helmets and other tactical equipment. They may be armed with
rifles, shotguns ohandguns. Das theofficerstell youanddo notbeafraid of them.

Thesesafety tips and guidelines are not all inclusive, but if understood and followed up with

periodic reminders and training when feasible, it can increase your chances of surviving an active
shooterincident.



Natural disaster Storn& Heavy

Rain

nari jective:

If natural signals for Shamal wind or rain are appeared, below actions be implemented by eachof the
following department before happening of any damage/injury to staff/Guest and property by storm or
rain.

Security Department

_ Swimmingpool Mattresse$o be collectedin oneplaceandto be coveredwith plasticand
secured.

_ Swimmingpool umbrellago bekeptatlying downpaositionandsecuredvherepossible.

_ Guestdnformednotto swimduringthesituationdue topossibldightening.

_ FlammableTorchedo be securecandremovedrom the poolside.

_ To ensure that frequent patrolling (internal and external) is done and each department they have
carried out their task. If any abnormal faced to be rectified as soon as byiigfaoncern
department.

_ MOD to keepin loop.

_ Ensurehattorchesandotherrelatedemergencyquipmentrestoredreadyfor use.

HouseKeeping Department

_ Rainmatto beplacedandcoir matto be removedrom themainentrance.

_ Carpetonthereceptiorfloor to beremovedf heavyrains.

_ Wetfloor signto beplacedif floor is wet inall theexitsandentrancegespeciallyin the
guest/staffsnovementareas).

_ Rainmatto beplacedagainsthedoorsatthelink of receptiorandlobby lounge

_ S o f ashienattheshishdoungeto beremovedjf notto becoveredwell by waterproof.

_ Furniturecushionto bestored|f notto becoveredwell by waterproof.



_ All umbrellas to be lye down position.

_ Noanycutleryitemsto beleft outside.

_ Nocushions% mattresses tbeleft outside.

_ Flammable Torches to be secured and removed from the poolside

Creekor PHD linen shouldbe clearedrom thearea(loadingbay).

_ Toensurahatall theglassdoorsareclosedandlockedin thevacantroom.

_ Removebalconycushionsandstorein theroom.

_ Suiteroomssunbednattresgo bestoredin theroomif roomis vacantandin the Pantryif
occupied.

_ Groundfloor roomsareaccessiblérom outsideallr o o famitureto beshifted/coverect
thesafearea.

_ In houseGuestto benotified notto keepanyitemsatthe balconyandto keepdoorsclosedatall
times.

_ Rooftop doorbasedoorsealgo becoveredby towelsto stopthe waterpassingnto the
staircasendguestcorridorsalsosameat the baseof thegroundfloor doors.

_ Any doubtsor unusual tdoe communicatedo securityControlroom.

_ Charcoalandwoodto becoveredwell with waterproof plastic.

_ Shuttersatthereceivingto beclosed.

_ Fooditemsshouldnot beleft outside.

_ ToensurdghatloadingbayandReceivingareais cleari.e. garbageplastic,charcoaldamagedtems
or otherrelatedarenotleft.

_ TobeensuredhatGarbageoomdooris locked.

_ Wetfloor signto beplacedif floor is wetin your area.

_ Toensurghatno anyitemsareleft outsideof the Outletsareaor functionsetupareai.e. cooking
items,standamp,anycutleryitemsetc.

_ Any doubtsor unusual tdoe communicatedo securityControlroom.

Engineering Department

All thewaterfountainsto beturnedoff.

Main PumproomDoorto belockedatall time.



_ Engineeringstaff membetto beassignedo checkthatall pumpsareoperationalKeepstand

_ Wateratthereceivingareamaycauselood, it hasto bemonitored E.g.sandbagbarriersto be
preparedo avoiddamageor waterextractormotor needgo besetup.

_ Furniture and items in the car park to be storedc
Engineering

_ Cornersof thecarparkto bebarreledoy sandbagto avoidthewaterpasso the groundfloor car
parkfrom street.

_ Waterextractormotorsto beusedin casewaterfloodsanywhereatthe Hotel.

_ Drainageholesto becheckedrequentlyand tobe openedf blocked.

_ Balconyplantsor other itemghat carbefell downor fly, to beputdown.

_ Any treesor otherpatrticlesthatappeared will fall down shouldimmediatelyto beremoved.

_Anyloosepartatthe externalsideto befixed immediately.

_Startputtingupthe sandagsin the placewhere therés difficulties to accesdy flooding water.

_ If thewatergetscollectedat thefront of theMain pumpr o o dodrgportablemotor tobeusedto
extractwater.

_ Keepstandoy 25 sandbags(in case anyherewaterflooding/overflowcanuseit).

_ Torchlight, rain coat,horsereel,watershockingpump,powerunit (extensiorunit andothertolls
kit) to bestanding by.

Any doubtsor unusuato be communicatedo securityControlroom.

= nd Bever D rtmen

_ Shishatemsto beremovedor coveredoroperly.

_ Noanycutleryitemsto beleft outside.

_ All Glassdoorsto belockedonthe offhours &to be closedvell ontheoperatiorhours.

_ Noanyitemsto beleft atthe terrace/balcongf the banquetCaféarabesquandTerraceBar.

_ OnOperatiorhoursassisHousekeepingp storeFurniturecushionandto coverwell by water
proof.

_ Umbrellasto belye downposition.

_All the decoration pots which are outside to be secured well.

_ Guest/staffso beadviceto remaininsidethe outlets/Banquet.



_ Wetfloor signageo placeaccordinglyonthesurrounding.
_ Rainmatto beplaceagainsthe dooron eachoutlets/Banquet.

Any doubtsor unusual tde communicatediirectly to securityControlroom.

Eront office Department

_ Keepall doorsclosed(glassdoor& Woodenentrancedoor).

_ Umbrellabeavailableto usefor staff & Guest.

_ AssistHK to removereceptiorfloor carpetf heavyrains.

_ In house Guest to be notified not to keep any items at the balcony and to keep doors closed at all
times.

_ Tomakesurethat Front officestoredoorat 1.6facingoutatroof topis lockedandtowelsto be
placedatthe baseof the door toblock thewaterto passn.

_ If waterleaksfrom thecarparkceiling, parkedcarsby valetto beremovedandreparked athesafe
area.

_ Any doubtsor unusual tdoe communicatedo securityControlroom.



VehicleAccidents

Onlyif anaccident occurentheproperty,only thenwill theSecurityOfficer intervene.

3.

Gotothesiteimmediatelywheretheaccidenthasoccurred.

To handleandcontrolaccidentsn a professionaindcontrolledmannerndto assistguests when
dealingwith the Local Authorities.

Contain the area

Ensure own your own safety first before attending to anyone.
Securghesceneandensurdhata secondaccidentwill not occur.
Attendimmediatelyto the personghatmaybeinjured.
Askimmediatelyandcalmly whetheranyinjuriesweresustained.

If so,requesthe persorto stayin the carwhile yourequesfor medicalbackup andthe
ambulancethe DubaiPoliceAmbulanceTeams willattend.

Report to your Security Team Leader and GSM and adviselocal Authorities

Contact the Security Team Leader immediately after the assessment was made and requesthim to

cometo the locationwheretheaccidentoccurred.

Attempt to clear the areasothat traffic canflow with ease.

* While theSecurityTeam LeadeandGSM aredealingwith theaccidentjmplement crowdcontrol
andtry to clearcongestedraffic from the scene. _ _ _ o

* Discretionmustbeusedwhenplacingtraffic conesdownto diverttraffic from usingthemainarrival
area.

* Guidepolicetotheareawheretheaccidenthas occurred.

4.

Recordall particulars in the Security Control Occurrencelog Book.

_ After theaccidentasbeenclearedensurehatall relevantdetailshavebeernrecorded,being:

a) Namesof both drivers.

b) Addresses

C) Registration Number plates

d) Make and model ofcar

e) Colour.

f) Descriptionto what had happened.

As routineandfor record purposeghotosshouldbetakenandkeptonfile.



5. Reviewthe CCTV if required

It maybenecessaryo reviewthehotel CCTV to assisthe Policeto decideon whowould beliable

6. Cleanup

Requesengineeringo reportto the sceneshouldtherebe any damageop the building.

Arrangewith HouseKeepingto cleartheareashouldtherebeany debrisn thearea.Oncecleared
reogenthe areafor useafter safety habeenconfirmedby engineering.

To establish damage cost and also to submit a report in this regard which may have to beclaimed
from the guilty party.



Theft of GuestProperty

To implement a consistent approach to investigations for all theft cases, so as to establish the cohfidence
the guest in our abilities, sincerity and care and if required provide the policy department with required
information.

When guestroom losseseareported, it is imperative that the Security Department makes an immediate
response. The claimant should be interviewed personally by the security personnel in attendance of the
Hotel AssistanManager oManageron Duty. Thefollowing informationshout be obtained:

Full nameandaddres®f theclaimant

Descriptionof themissingitems

Whenthe itemwaslastseerandwhenthelosswasdiscovered.

Did theclaimanthaveanyvisitorsin theroom?

Is the claimant suspiciousof anyonein particular? If so,whatoccurredto makethe
claimantsuspicious?

Whatis the valueof the missingitemsand wergheyinsured?If so,by whom?
Doestheclaimantagreeto lodgea policereport?

Theincidentreportshouldbefilled in accordancevith theHyattinternationalguideline.
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The above information should be in writing, either recorded by the investigator or written out by the
claimant. It should be duly signed by the claimant. If he/she refuses to make a police report itoiest. be

Thesecurtypr sonnel should then indicate that he desir e
of theroomshould includehefollowing:

1. Isthereanysignof forced entryto the room?
2. Areall locksandlocking devicesn properworking condition?

3. A thoroudh searchshouldbe madein the room for the missingitem. Caremustbe takennoto
disturbthe property of theguest.



4. The room attendant should be interviewed in an attempt to gather any information about the loss. Did
the room attendant ever see the missing item in
regardingheloss?

Reported theft often turns out to be an accidental loss and the item is located in the room. All potential
hiding places, trash cans, beden, upholsterycushions, etcshouldbemoved andearched.

If the item is not | ocated i n t hAemisgingevalletdommarao o m, a
may be found in a stairway, behind a radiator, in a trash container, etc. wherea thief has thft@wn it

removing the monegr decided that the item is not worth keeping. If the article is clothijgpnaler,it is

possible hidden some placga the property untiit canbesafelyremovedater.

Room lock audit trail can be taken from Lock reader system with the assistance of Assistant Flamager
Office.

In theeventthatalossof valuablesappearsctual thepoliceshouldbenotified. However theresponsibility
of reporting the loss to the police rests with the guddte security personneimay assisthe guestin
contactinghepoliceasa courtesy.

At no time in the investigation should the security personnel or any member of the management make any
statement as to the liability in the case. No admissions should be madeand no denials offered. When an
immediate response is made and the guest seradasgh her problem is being dressed in a professional

manner, he is less likely to feel that the hotel isat fault. Usually the first thing the guest really wants is to

seek help and to feel his concerns arebeing attended to. It is possible that pecsmityel may become

insensitive to the plight ofguests after repetitive investigation of similar complaigenuine concerand

an effort to be of assistance should be ttdtee of fi c
hotel in ths regard than in solving the crime. When guests baemseriously inconvenienced,raember

of the management may consider providing assistance to the guest, such as complimenta&y Food
Beverageservices.



Equipmentrequired/necessaryor searity teamoperation

Two-WayRadioProcedures

1. Receivingradio whenreporting for duty.

ReceiveTwo-Way radiofrom ControlroomOperator.

Checkfor damageto the outer casing,Ariel, PTT, Channelswitcher button and volumecontrol
buttonandbatterystrength.

~  SwitchTwo-Wayradioon by turningthe Volume controlbuttonin aclock wisedirection.
Selectthechannebndensurehatit is the sameasthebasestation.

Presghe PTT buttonandtestwhethera testmessageanbe transmittedo the main basestatioand
visaversa.

_ If theTwo-Wayradiois serviceablerecordtheserialNo in theradioregister.

a) Name

b) Date

c) SerialNo

d) Timeout

e) Generakondition

f) Signature

g) Signatureofissuer.

To ensulrethatall equipmenis keptin a serviceable conditioandavailablefor emergencysituations that
mayevolve.

To ensurethat Two-Way radio communicationsare controlledin orderto minimize the risk of guests
understandinghata situatiorhas occurreth the hotel. This willhelpto not upseguests.
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Reporting off duty
The same procedure to be followed as in Para 1. The issuer will check th&/aywmadio before
signingit backandaccepting thait is in tact.

Damageor lossof Equipment

Should the equipment suffer dama?e during duty, the Security Officer who had initially signed for the
radio must give a reasonable explanation to how and why the radio is damaged? He will submit a
written statementhatmustbe givento theService Leadefor furtherinvestigation.

SecuringTwo-WayRa di o6 s
Radiosmustnot belentto any privatepersonandmustnot be takenout of the hotel.

* Whenusingthe Two-Way Radio.

Hold the Two-Way radio about6 inchesawayfrom your mouth, ensuringthat themicrophonés
facingyour mouth.

PresghePTT buttonin andhold.

Whencalling anotheistationthe messag#ransmittednuststartasfollows: - E.g.

i Conthisi®A 1,0 .

(Waitfor reply)

fi P thisis control,sendyourme s s awee 0 ,

Once control has responded, you can proceed to transmit your message in a calm and cleartone. A

normalspeakingvoiceis recommended.
Onceyou haverelayedyour messageeleasehe PTT andwait for the replyfrom control.
Remembethatthe personthatstartsthetransmissiomustalsoendthetransmission.

* Usingthe PhoneticAlphabet

Whena namehasto be speltout duringtransmissiorit is vital thatall SecurityOfficersknows
thePhoneticAlphabetoff by heart. This aid consistf thefollowing letters

=Alpha
=Bravo
. =Charlie
. =Delta
. =Echo
. =Foxtrot
. =Golf
. =Hotel



|. =India
J. =Juliet
K. =Kilo
L. =Lima

. =Mike

=Novmber

. =Oscar

=Papa

. =Quebec

. =Romeo

=Sierra

=Tango

. =Uniform
=Victor

. =Whiskey

. =X-ray

XS<CAVBOTOZE

— Radiosilence
During the normal shift hoursit is vital that radio transmissionsare kept to a minimum. Only
transmit when absolutely necessary.

_ Language
Only Englishwhentransmittingor receivingis allowed.

_ Reporting incidents over the two-Way radio
No obscene language is to be used over the air. If an incident has occurred in the Hotel, it isvital that
the person sending the message does this in a discrete manner to avoid guests from listening in and
upsettinghem.



Area Patrolling Procedure

To ensurgguestsafetyfrom possiblethreatof fire, smoke theft, harassmenturglaryetc.

Patrol of guest floors, public areas and back of the house areas is a routine activity of the security
department. A minimum patrol frequency for each area has been established. The Security Officers will
scan his control scanner whenever the scan stations are established (when installed). While patrolling,
Security Officers need to be alert for those ctiads, which may present a hazard to guests. Evidence of
potentialproblems catve detectedy:

1. Verifying normally locked doors to storerooms, etc. are locked and that guestroomadedosked.
It is the policy of Park Hyatt Dubai, however that, whei@use Keeping attendant is cleaning
guestroomsthe doorremains open.

Checking doors to fire escapes to ensure they are not held ajar or the latch mechanism rendered
inoperative.

Beingalertfor unusualbodors,the presenc®f smoke etc.that mightindicateafire or healthhazard.
Listeningto unusuahoisesor the absenc®f unusuabackgroundnachinerynoise.
Observingsuspiciougpersonswhetheremployee®r guests.

Notingtheremovalof hotelfurnishing,safetyequipmentetc.

no

oA W

The Security Officer assigned should ensure that all assigned areas of his route are covered and that all
controlpointsareswiped (onceéhe swipe stationsomeup) to verify thatthe areatiavebeencovered.

Because of their accessibility and / or &el locations, some public areas and washrooms are potential
locationsfor vandalismyobberiesandsexualassaults.



Security patrols should checkto ensurethe following:

_ Areasareproperlylockedif not needed.

_ Lightingis adequatéor protectionof personahndhotelassets.

_ Firehazardsarenotpresent.

_ Strangersirenotloitering in thewashrooms.

_ Employeeswithout valid reasong or official work shouldnot be in areasnot assignedothem.

_ All incident/ outof ordinarysituations willbe noteddown bythe patrolling SecurityOfficerandthe
samewill berecordedn thelog book.



Using Patrolling Scanner

1. Usethe patrolling scanneraccordingto the setroute from the top floor to the bottom.

Security guards must patrol starting on the top floor and working systematically downwards floor by floor
using the GS 1000 Scanner on each floor. To perform dallty recorded patrolling exercises to ensure that all
areaf theHotel are patrolleconstantlyto ensure theafetyof guest/ staffandproperty.

2. Ensureserviceability beforeuse

Switchscanneon.

Slide powerswitchforward

Settime/ datefrom computerafterconnectingd/L L E D fo8omputer

Scannewill performafirmwarecheck

If scanneis notpluggedin, it will blink twice with delays.

Activatestandby

If thescanners pluggedin correctly,it will blink steadilyandcontinuously.
_ Thescannewill only detectalive cableif connectedo aoperatingPC.

3. ScanRFID tags/to read atag

_Scanninga tagcan onlybereadif the scanneis in thenormalmodeofo per at i on and Al i
cableis not pluggedinto the unit.

_ To readatag, positionthe scanneiin front of the tag asshownon the picture belowin a

appendix1

Pressandholdthescan button.

ScanLED will switchon.

_ Onelong beepwill be generatedipona successfuteadanddatabaseecordwill be addedtdhe
scannememory.

_ If no tag is read within 10 seconds from the moment the scan button is pressed, thescanning is
disabledautomatically.

4. When memory statusis low

If 10% memorystatuss left, thescannewill blink redonceat2 secondntervals.

_I To conversebatterypowerthe scanneionly indicatesthis for 10 secondsafteryou releasethecan
buttonor aftereachsuccessfutead oreadtimeout.

5. Memory full status

Scannewill allow to continuereadingtagsevenif memoryis full
Upona successfutead,a long beepwill be generatedndthe B/L LED will be switchedonfor1
secondthusindicatingthatthe new recorchasnot beenadded.

_Inaddition,thescanneindicatesmemoryfull.



6. Battery low status

Allowing thebatterylevelto fall mayresultin erroneouscannepperations
Constanbeepingor 10 secondsvith LED blinking.

Switch off

Rechargdattery

Failureto dosomaydamage odestroythe database.

7. Attach scannerto PC for communications

Switchscannenpff.

Plugcablein into serialport.

Switchscannepon

Makesurethat6 | ica&bkeié connectedo PC.

MakesurePCis on

Upon cabledetectionthe scannemill generatea beepandstartblinking its LED andreadscanner
automatically.

Important:

EnsureScanneis off beforepluggingcablein. If not,it maydestroythe database

8. Running the GS monitor

Ensurescanners incommunicationsnode.LED blinking constantly.

LaunchGSmonitor

erllen GS monitor window opens,click on the log in buttoni the input login passworddialog
will appear
GS mgrﬁ)itorhastwo modesof operationi normalandextendedExtendedmnodewill allowyouto
issuespecialcommands recoverdata, invokdestmode angowerdown.

Input A r e g ydssword(default after installationisi 0 0 Qféud z e r o dog dn. fdrregular
modeor AGIGI 0 (casesensitive!)for extendednode.Click OK whendone.

If passwords correctthe GSmonitorwill become active.

SelectanappropriateCOM portfrom COM portsframe.

Click upload buttorio downloadthe GS1000Adata.

This actionmrofitoscheockokdéde Rnumber of records in t
commando performthe actuatiownloads.

Datawill bedownloadednd displayeéh the datatable.

Rec#field is therecordnumber.

MaCh#ioSI a machinenumberof a particularscanner;ID codeis the ID code of RFID tag
scanned.

Dateandtime fields displaythedateandtime ofrecordcreation.

Cl i saketoffil® button to save the uploaderawdod &txa ifnt @
format and cabeviewedin using simpleext editorlike notepad.

Eachrecordoccupiesoneline of textandhasthefollowing format:

MM, L i ¥YYYLMM,DD, hh:mm:ss, where MMis machinenumbered,L L é Li ID T code
of the RFID tag, YYYY i year MM i month DD date hhi hour, mm1 minutes ss- seconds

Click erase buttoto delete the data from the scannerinternalmemory (invokesi D6 ¢ o mmand ) .
Ensure that data is not needed before deleting it.
SeeScannemanualfor furtherinstruction.



WATCHMANS Key Control and Management

SecureScalableSolutions

Key WatcherTouch

Customizabld&key managemergolution
1 KeyWatcher®

Customizablé&ey managemergolution
1 KeyBank®
Yo

Securestoragefor up to 2,000keys
SmartKey Lockers®

Securdockersfor managindargeitems


http://www.morsemiddleeast.com/product_keywatcher_touch.html
http://www.morsemiddleeast.com/product_keywatcher.htm
http://www.morsemiddleeast.com/product_keybank.htm
http://www.morsemiddleeast.com/product_smartkey.htm

1 PowerCheck®

Computerizedyuardtour systems

WATCHMANS key control and security management systems are modular, scalable and designed to
interoperate with access control and other physical security systems. Their smartpraopaesignelp

to reduce wall space. And to better suit your needs, they dagnddgso be optionally accessed withss
codesaccessardsor biometrics.

WATCHMANS systems are engineered with communication capability for connectivity across systems
onanylevelyouchooseQurkeycontrolsolutionsaresupportedvith acomprehensiveoftwarepplication
featuringremoteaccesscapabilities.Data can be monitoredfrom any desktopconnectedothe network.

Whatever your requirementd key control, key security, key managementjocker systems,key
managemergoftwareor guard toursystems.


http://www.morsemiddleeast.com/product_powercheck.htm

THE TYPE OF CAMERAS

Theworld knows12 kind of camerauntil now

Bullet A bullet CCTV camera is a wathount or ceilingmounted unit that is typically designed for
indooruse but canalsobefill someoutdoorapplicationsThe cameralerivesits namefromits sleek,thin
cylindrical shape. Many bullet cameras also tout themselves as being waterproof. The camera is not
typically designed to have pan/tilt/zoom control but instead to capture imagesfrom a fixed area. The unit
is mountedpointingata particulararea.

Dome: A DOME CAMERAS gettheirnamefrom thedomeshapedousingin whichtheysit.
Thesehousingsaredesignedo makethecamerasl n 0 b t r noscovereoidden.Typicalapplications
areretail, where theameras designedo beunobtrusiveputvisible.


http://www.cepro.com/article/12_common_types_of_security_cameras

Covert/Desktop/Board Cameras:These tiny cameras are well suited for desktop use forSkype
andotherlow-resolutionteleconferencapplications.

DiscreetCameras:| t cfosk,i ta&mokedetectorj tniosonsensorTherealanswelis noneofthe
above.Thesearejust someof the disguisegor covert camera€f course covertcamerasanalsobe
characterizethy conventional cameradacedin discreetocations.



Infrared/Night Vision: Thesenight-vision camera$avethe ability to seeimagesn pitch black
conditionsusingIR LEDs. In some casetheyarefor.

Outdoor: Thekeyto outdoorcamerags thehousingitself, whichmustbeimpenetrabléomoisture,
insectsdustandotherelements.



Day/Night: Day/night cameras compensate for varying light conditions to allow the camera to capture
images. These are primarily used in outdoor applications wheS8EHGEIRITY CAMERAIspositioned

for an outdoor parking lot, for example. In many cases, units are dubbatiag awide dynamic range

to functionin glare,directsunlight,reflections andtrongbacklight24/7.

Varifocal: A camerawith avarifocallensallowstheoperatoto zoomin or out whilestillmaintaining
focusonthe image.


http://www.cepro.com/article/12_common_types_of_security_cameras
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Network/IP: These cameras, both hardwired and wireless, transmit images over the Internet, often
compressinghe bandwidthsoasnotto overwhelm thaveb.IP camerasreeasietto installthananalog
cameras because they do not require a separate cablepgomnwer boost tosend images over a longer
distance.

IP Camera

Internet

Wireless: Not all WIRELESS CAMERASare IRbased. Some wireless cameras can use alternative
modes of wireless tresmission. But no matter what the transmission method, the primary benefit to
theseunits isstill thesameextremeflexibility in installation.


http://www.cepro.com/article/12_common_types_of_security_cameras

PTZz/Speed DomesPan/tilt/zoom cameras give the surveillance operator the ability to move the camera
left or right (pan); up and down (tilt); and zoom the lens closer or farther. These are relegated to
surveillance situations where there is an actual live guard or sanaglspecialistmonitoring the

images. There are cameras that have automated pan/tilt/zoom functionality where the camera is moving
on a timed basis. These are many times used to cover a wide areawith only one camera, or to avoid poor

light conditions suchasa setting sun.

<

High-Definition Cameras: Ultra high-definition cameras are often relegated to niche markets,such as
CASINOS.Thesggive theoperatorgheability to zoomin with extremeclarity (to look atpoker players,

for example, who might have something up their sleeve). In the past, these cameras wereciibe

anal og cameras, but todaybdés digital technology ha
transmit theiimagesusingHDcctv.


http://www.cepro.com/article/12_common_types_of_security_cameras

Beyondthislist, therearemanyothernameghat

Cameraglo by, but mostof thosearemorerelatedto theapplicationin whichused

above (Helipal cam which make a controversy in whole world of using policy with complaint of
Penetrates privacy & new plate number camera recorder i.e., front door cam, nanny carplitense
cam,elevatorcam,etc.).Other referencespeakto thehousingssuchas tampeproof, weatherproofetc.



The CCTV systems have become very popular over the past few decades as technology has improved and
become more affordable. Most of the CCTV cameras in the day and are usually used for surveillance and
security. You can find CCTV systems in each bank, casino, and shopping centers and supermarkets. In
fact, CCTV systems have become so accessible to ntbstemaller mom pop stores and also in CCTV
systemsand store$or securitypurposes.

Typesof CCTV cameras

There are many types of CCTV cameras, and can be classified by the types of images they are able to
grab, and the amount of frames that catalken per minute, and the type of connectionto monitor or
videorecorderpothwereableto movethesituation, especiallgisit can beavailability andfunctionality.

Types of Images: CCTV cameras generally either black and white or color video images. In addition,
it can be for a lot of CCTV cameras and night vision capabilities that allow even theCCTV camera
andgiventherecordlevelin thelight of thetechnologyfor usingtheimages.

Framegersecondframepersecondneandull amountdramesthatavideo cameraapturesandendgo
a recording device or monitor per second. While most easily CCTV camera systems able to capture 30 or
moreframespersecond 30 perseconds consideredn real



time), and the amount of video tape or digital storage would be enormous to record every moment of
everydayife. Formoststores, speeds 1to 6framesperseconds morethanenougto catchthe culprit
andscored commiacrime.

Enlarge pammile (PTZ) Cameras: These types of CCTV surveillance cameras allows people tomonitor
the area to move the camera from afar, usually, with wired or wireless control. Most of the movable
cameraallow a persorto movethe camerarom rightto left (National),up anddown (tilt) from atight
angleto awide angle(nearthe zoom).

Cameras with special accessories: CCTV cameras and some special functions that are privateuses. For
example, very small and there are survedianameras that are used to spy (nannycams), and there are
cameras that is the night show, and cameras vaasigtant cameras, which are specifically for use in
indooror outdoor.

Wired charge Wireless

Therearetwo maintypesof links to Surveillancecameraso monitoror recordingdevicecircuittelevision,
it consistof eitherafixed cableor wireless.

Cablefixed link

Fixed cable connection means that the camera will be physically connected to the screen or viatelegram
recording device. Coaxial cables are usually used, in most cases it is similar to your normal home TV
cables. It comes lengths 25.35, 50 100 or 500 feet. As the distance increases,you may see degradation in
signal quality. For longer distances of 100 0@ 2€et, you can buytop quality coaxial cables such as

RG59 coaxial cable for distances up to 600 feet, and distances of more than 600 feet axis, but less than
2,000feet, you campurchasea cableCATS.

Wireless

Most CCTV cameras and wireless 2.4 GHmirencies used to transmit video images or monitor DVR
(digital video recorder). Usually, frequencies can be little change for more than one set of cameras in a
particularspace. CCT\Wvirelesscamerasisedin thisfrequencyeasily



by referring most walls and obstacles, but all over the place and it will have operating limits. Most
CCTV cameras Wireless expects to send data to a group of about 200 feet, but many willlikely work
well whentransmittinglessthan150feet. Thereis aclearline of sighttransmissionalwaygork better

It is clear that a wireless link that will allow you more freedom to put your CCTV camera almost
anywhere. CCTV wireless cameras while transmitting video images to a digital video recorder,or
monitor manyof these types of cameras and must be plugged into an electrical outlet. But there are
someCCTV cameraghatoperate battery.

Tapeversudigital videorecorders

Therearetwo main waydo recordyour own videoimageso becapturecon CCTV camerasatapeanalog
anddigital videorecordersThevastmajority of analogvideorecorderaiseVCR tapesandeither
standard 's VCR to record images or special securitylipse' s VCR to record images for a longer
periodof time.

VCR taperecorder

A recording device such as a security lapse VCR can CCTV camera recorded in any of the images in
black and white or color either 2.4, 6.8, all the way to 960 full hour is 40 days. The deciding factor is

how many frames per second. We intend to registanuh@ber of cameras you have hooked up to your

VCR for recording. For example, if you record 30 frames per second (at the time), you will not be able

to get a few hours of the arrest of a video tape recorder. If you register and one or less per segond frame
you can register to dozens of hoursof full video before. VCR 's are very practical, and highly reliable at
veryreasonablgrices.lt isexpectedhatonly afew hundreddollarsto pay security VCR.

Digital videorecorders

There are two types of DVRIigital video recorders). They are either stahwhe or hard drivesthat are
connected to a computer or system hardware. DVR similar work for the VCR 's except for taking pictures
of them with CCTV digital camera. The amount of digital images can be edpmuarthe DVR is

determined by a few factors including the frames per second and records, and the amount of cameras
hookedupto your DVR, andthedecisionDVR saves



images and video when the user pressure) such as MPEG4). Group joint, where you have four cameras
shooting at FPS and 30 forces the use of image resolution of 320 x 240, each camera only when the

proposaland youwse MPEG4£ompressionyou canfill in 20 harddiskof 25GBin about80 hours

Why is public areaCCTV operator training important?

It is important that an operator of any type of CCTV system can demonstrate the competence needed to

carryout hisor herwork. Theneedfor a consistenthjhigh performancdérom apublicareaCCTV operator,
however may beevengreater.

What makesthe public areaCCTV operator different?

PSDBresearcthasshownthatthe public areaoperator's joldemandsaremorecomplexandofa higher

level of difficulty thanmo st ot her CCTV operatordés jobs. Conseqgu

of specific training needs which differ from those of other kinds of CCTV operators. A public area
CCTVo p e r gob,oresamplerequires:

AMore interaction with police officers and procedures. The police need to be able to include the public
area CCTV system in their operational planning (and police officer training arrangements)to make
maximumuseof the serviceghe systemcanprovide.To do this, to their satisfactionthe police mustbe

ableto relyonaconsistentevel of performancdrom the CCTV systemstaff;

AMore use of proactive, in addition to reactive monitoring of CCTV camera images. Practical
evidence gathering activities require the operator to target viewing, predict and seek out offences and
offenders. He or she will often have to make use of privileged information and make safety critical
decisions without supervision. An operator in thisifion needs to be dependable and responsible

for heror hisactions.

AGreater responsibility for care of the public.

security without victimization or challenging civil liberties. To maintain puslipportfor CCTV, an
operator needs to be accountable for her or his actions. It is imperative that the operator receives clear
directiononwhatthe systemis and isnotto be usedfor andhowto andhownotto useit.

Takingacompetencéasedapproacho training

What is competence?

TF



A person is said to be competent at their job if he or she has the ability to perform its componentwork
activities consistentlyo theexpectedevel of performance.

Work activities can be broken down into tasks, duties and responsibilities which need to be carried out.
Thesemaythenbedescribedn termsof behaviorsandactionswhich can bedemonstratedstandardsf
performancéhatshouldbereachedindanyspeci& conditions.Worlactivitiesdescribedn this way are
termedcompetencies.

Why take a competencebasedapproachto training?

Many benefitsmayaccruefrom takinga competencybasedapproactio training, For example,competence
canbe:

Ameasured. Assessing what competence an individual has and lacks is a relativelyfstvaagtit
process;

ARelated directly to the tasks carried out in the job. Consequently, training solutions can bedesigned
to meetthe needf the operatorandthe systentogether.

Ausedasa criterionfor performanceppraisalshelpingto targetano p e r adntinuodss
development.

How cantraining help operatorsto be competent attheir job?

Whenanindividual demonstratesompetencén a work activity (i.e. achieveghedesiredoutcomego the
requiredstandardf performance)heor sheis also demonstratingossessionafinderpinningknowledge,
skill, understanding and persormdiectiveness needddr thatcompetence.

Training alone cannot provide an operavith competence. It can, however, provide the underpinning
knowledgeandunderstandin@f conceptsprocedureandtechniquesandan opportunityto developskills

needed to be competent. This may then be applied and practiced inthe workplace to help the operator gain
competence.



(1) Assesdraining needs
Operatotrainingneedsmaybeassessely following the proceduresutlinedbelow:
Aestablistoperatomwork activities;
Aestablistoperatorcompetenceequirements.
Aidentify trainingneedgatraining checklists providedin AppendixB to helpyoudothis).
Establishoperatomork activities

An operatoros job may be broken down into the com
competently carry out. These are described in terms of the operator tasks and duties and
responsibilitiese or she undertakds orderfor the systenmto operateeffedively.

To provide targeted training, it is essential that the specific activities carried out by an operatorin your
particular CCTV system are analyzed. These activi
description.

Exampleof tasksanddutiespublic areaCCTV operatorsarecommonlyrequiredto performandhe
responsibilitiegsheyhaveto undertakeare listedbelow:

Tasksand duties
AprepareandmaintainCCTV/controlroomequipmenfor operationalise;
Amonitor CCTV camerdmagesin operationalise;

AoperateCCTV cameracontrols/equipmerinh CCTV controlroom;
Aoperateotherequipmenin CCTV controlroom;

Amaintaina CCTV storageand viewingsystemandpreservesvidence;
Acarryoutadministrativetasks;

Acommunicatevith others;

Aattend courtand

AOtherduties.

The above tasks and duties will include working as a team with police staff.
Responsibilities

Aconducto n esélfén asuitablemanner;

AwWork accordingo relevantlegislation,codesof practice angbolicies;and



Awork accordingo HealthandSafetyRegulations.

Establishoperatorcompetenceequirements

Work activities should be written in outcome term

where the outcome could be achieved by a single operator. Each description at this level is referred to as a
0 u n icampeatehce. stateetrainingobjectives

Planningstage®f atrainingprogrammer
It is unlikely thatall of theo p e r drairngwillsbe completedn onesession.

Establishingvhatanoperatomeedgo knowandwhenwill helpto decidethe contentofprogressive
stagef trainingandappropriatdraining objectives.

To decidethisit is usefulto differentiatebetweeroperatorcompetencewhichis essentiatothe
operator'effectiveworkingandcompetencevhichis desirable.

Competence which is essential to the operator's work will need to be demonstrated before the trainee
startswork or workswithout supervisiondependingnthe natureof thecompetencedfthe operatordoes

not possess essential competence at recruitment, the corresponding trainingneeds should constitute the
trainingreceivedatinduction.

Desirablecompetencésthe6 i conthex a kwhiéhtheoperatorcandevelopata laterdate,through
continuougdevelopment.

(2) Writing training objectives

Training objectives help in the planning of training programmers. They detail the purpose of thetraining
or stagef trainingby statingwhat will beexpectedrom thetraineeon completionof thetraining.
Theyhelpensure:

AOperatorandmanagersanprepardor andmakethe bestuseof trainingreceived:;
AA traineecanjudgehis or herown progressiuringtraining;and

AEffectivenes®f trainingcanbeevaluatedhgainsipre-setjob performancesriteria.
Trainingobjectivesshouldincludethefollowing detail:

Awnhattraineeswill beexpectedo demonstratéheyareableto do (performance);
AcConditionsunderwhich the performancenustbe demonstratedand
AThestandardheywill haveto reachto confirmadequatéearninghastakenplace.

ExampleTrainingObjective



Performance: Promptly and correctly identify view displayed on screen Condition:
Givenabankof monitorsdisplayingn differentcameraviews
StandardOperatorcaninstantlycorrectlynamethe streetbeingviewedby eachcameraTraining
objectives shoultbedesignedo:

Afocusonidentifiedtrainingneedsandrelateto systenobjectivesandtrainingpolicy;

Aallow operatorgo build ontheir knowledgemovingfrom knownto unknown;
Atakeaccounbf trainingdeliverymethodsincludingthetiming of training;and

Abeflexible to changesn the systemandindicationsof traineegeachingobjectives.

(3) Establishthe training content

Thetrainingobjectiveswill definewhich competencatrainingprogrammewvill needto addressThe
corresponding underpinning skills, knowledge and understanding requirementswill form the training
content.

As some training needs are common to more than one unit of competence, it can be better todesign the
training course content accordingly, ie grouping together units and elements of competence where there
is overlap inthe skills,knowledgeand understandgrequired.

(4) Decidewho cancontribute: police input

An operator may provide a range of services to and interact with a number of different people. These

people, the CCTV users, may include police officers, other security providers (such as shop security
guards and other CCTV systems6é operators) and mun
maintenance teams). Different CCTV users often have diverse service requirements. They may, for

example, require differing levels of picture detail such as alpser overviews. Input into operator

trainingfrom

CCTV userscanhelpensure theperatokknowswhatis requiredandcreateateamapproachtgublic
securityand safety.

Police officers are the main users of public area CCTV images. The police can therefore have avaluable
contributionto maketo publicareaCCTV operatortraining. Policeinput intopublic areaCCTV operator
trainingis recommendedy theAssociationof Chief

Police Officers (ACPO) and PSDB research has shown that police officers are participating inthe
majority of CCTV operatoitrainingprogrammers.



Policeofficersmayoffer awealthof expertiseandexperiencef the CCTV coveragearea,providing
informationon suchissuesas:

AcCrimepreventioranddetectioninitiatives;
ALocalknowledgeandintelligence;
AHandlingandcareof evidentialmaterial.

APoliceactivitiesandproceduresincludingpolicecommunicatiometworks.

Which police officers cancontribute?

This wil/l depend on which of the operatorsdé train
in the vast majority of systems where operators are formally trained, crime prevention officers have
contributedto operatottraining. About halfof these officersverealsopolice CCTV liaisonofficers.

Representativasf localintelligenceunits,crimeanddrugsquadsanteat/responsefficershavealso

beenseerto provideusefulinputsinto operatottraining.

(5) choosedelivery methods
Arrangingsuitablemethodsf trainingdeliverywill includechoosingappropriate:
Alnstructionakechniques;
Alnstructorstrainersandspeakers;
ATrainingduration;
Asupportingdocuments.

ATrainingtimetables.

Instructional techniques

The choice of instructional technique will depend on the types of information and skills that needto be
taught to meet the training objectives. It should facilitate explanation, demonstration and supervised
practiceof conceptsproceduregandtechniques.



A combination of techniques will be most appropriate for CCTV operators. This might include:lecture
style training, demonstration, practice sessions artti®job instruction. Other methods, shown to be
usedsuccessfully, includeorkshopsand selflearningpackages.

Instructors, trainers and speakers

It isimportant toconsidemwhois bestplacedto give instructiononatrainingprogrammerfoundthatmost

training provided to public area operators was delivered using a combination of three or four sources. The
most frequently used combinationwasthddious e tr ai ning department, the
police representative. In addition, more exgaced colleagueswere employed, who may have valuable
knowledge to share. However, it is important that they have competence in coaching and providing
instruction if they are used as a source of training. Sole reliance on more experienced colleagues to tra

staff is notadvised.

Training duration

The training duration will be dependent on available resources, training objectives, and content and
chosen instructional techniques. PSDB found that the majority of public area CCTV systems surveyed
provide five days or less actual training instruction. The training period, however, was often seen as

l onger. A number of systems were reported to all/l
time the operatoiis consideredo bestill learningandis providedwith closesupervisiorandguidance.

Provision of supporting documents

Supporting documents are needed to help the operator when learning and also when he or sheis
operating the system. They are especially useful in providing guidance when novel or criticalsituations
arise.CCTV operatorsnayfind thefollowing supportingdocumentsiseful:

AOperationaproceduresnanualsrainingmanualsandcodesof practice;
AMnemonicssuchascameraview maps flash cardsandactionflow charts;

Astaffupdatesiotes for example providinginformationof resultsandnewapplicationof
equipment.

Training time tables



Once the training objectives, content, instructional techniques and duration have been decided upon, a
training time table may be drawn up. This should detail the areas which will be covered,when and by
whom.Factors thashouldbe considerednclude:

Agrouw dynamicsandintroducetraineego eachotherandto instructor's;

AAttentionspansandpatterns- e.g.:mostpeoplefind it difficult to concentratén lecturesforlonger
than45 minutesor takein newcomplexinformationtowardstheendof the day.

(6) monitor and evaluatetraining

Monitoring andevaluatingheeffectivenessf trainingmayprovideimportantinformationfordecisions
onthe selectionyalueandmodificationof trainingprogrammers.

Ineffectivetraining maybe causedy a numberof factass. It maybe,for examplearesultoft het r ai nee 6 s
level of motivation or concentration. It may, on the other hand, be because the training programmer was
poorly designed andnsuited tdhet r a i n e e &tglesdr memtalcapadity.

To takeaccounbf all thesecausafactors theevaluatiorprocesshouldincludeanumberofdifferent
measuregepeateditintervals: beforeguringandafterthetraining.

Monitoringandevaluatingheeffectivenes®f atrainingprogrammein this waywill alsohelpidentify
when refresher and upgrading training is required. Table 2, summarizes the range of measures the
evaluationprocessmayinclude.

(7) Providefor continuousdevelopmentand refreshment
Continuousievelopmentisingindividual trainingspecificatons

Trainingshouldnotbead o o & dctévity. Provisioncanbe madefor continuousievelopmentusing
individual training specificationsandlearningplans.

Individual training specifications detail the competence an operator is lacking and any outstanding
training needs he or she may have. Learning plans
time. Targets shoulthe:

ARelateddirectlyto theoperab r téamingneedsandtheneeds ofheorganization;
Adevelopedhroughconsultatiorwith eachoperatorand

AAchievableandrealistic,but challengingo the operator.



A programmer of activities may then be negotiated to provide the operator with learning opportunities
necessary for meeting targets. The operatorbés pro
planscanbe includedn theo p e r appmisabystem.

Use of training specifications and learning plans has several benefits to offer the CCTV system.It can
encourage an operator to take a degree of responsibility for her or his development and help to promote a
challenging working environment; heighhi ng t he operatorés sense of ach
The system will benefit as the operator trains to be more competent and works with greater enthusiasm.
Training research suggests that providing opportunities for continuous developmentmagen

employee loyalty and reduce staff turnover rates. research has shown the following examples of
continuousdevelopmenbpportunities aréeingprovidedto publicareaCCTV operators:

Aregulargroupmeetingsprovidingtheopportunityfor systemstaffto discusgproblemsand
successeandhighlightareago beincludedin futuretraining;

ARegulameetingswith police officers, e.g.to discusshow successfubperatorsrebeingatmeeting
of ficerds requirements from the system, such as p
updates;

AExternalseminarsandworkshopso provideinformationon specificissues;
ATechnicalupdating omewequipmentand

Astructurecprogrammersf developmensuchasNationalVocationalQualifications.

Refreshertraining

The operatords performance should be continuously
necessary. This can benefit syst eompeatehceisgptatediane s s
line with change®r additions tahe systemandthat operators do notbecome rustiheir work.



Metal Detectors

Door Frame Metal Detector

Walk - through portalshatinstantlyrecognizehreateningnetalobjectsbased ortheirdensity.
AcCoilsoneach sidef the archcreatea magnetidield insidethe portali continuouswave or pulsed.
ARequiresactiveparticipationby a SecurityOfficer.

ARequiregegulartestingto ensurea consistentevel of sensitivity.

Hand-Held Metal Detector

Handhelddeviceusedasasecondargcreeningool.

ARequires a manual process whereby an Officer fiswe
objects.

ASensitivitymayor maynot beadjusteddependingnthemodel.

ABeepsor vibrateswhenmetalis identified.

X-Ray Machine

Machinethatappliesbeamf x-raysto penetratelensematternoninvasively.
Acandetectinorganicsubstancethat havea high atomicweightor organicsubstancesthéiavea low
atomicweight.

1 Software provides the ability for the machine and its operator to differentiate inorganicsubstances from
organicsubstances.

ARecentdvancementsllow x-ray machinego identify weaponsnarcotics explosivesandurrency.
AStateandFederaregulationgjoverntheir use.

ASafeto bearound



SecureArea

DefinedBoundarieg Perimeter
AldentifiedSignage

AAccessedhrougha designategecuritycheckpoint
Almplementatiorof anefficientscreeningrocess
AExitsthatareawayfrom the primary checkpoint
AcContinuallymannedby securitypersonnel.

Securitypersonnemust monitompublicareador unusualbr suspiciougircumstances.

AWatchfor unattendeghackages.

ALook for individuals fhanging outo in the public
border ofthe securarea.

ABe alertfor diversiontacticsandbe preparedo closethe checkpointuponanydisturbance.

Screenind?assengebbservationTechnique

T U.S.TSAemployeedrainedasBehaviorDetectionOfficersto identify suspiciousindividuals

who raiseredflagsby exhibitingunusualor anxiousbehavior.

T Behavior can be as simple as changes in mannerisms, excessive sweating on a coolday, or changes in
thepitch ofaperson's voice.

T Thosewho areidentifiedassuspiciouswill be examinedmorethoroughly.

* Nervousunresponsive
Astiff/fidgeting
ACleanshaven
AFocusedndestination
AFearful,sweatingor mumbling(praying)
AAvoids security

* Out of seasonbulky clothing
AsStronggrip onobject
AProtrudingwires, strings
ABlankstare
Asuddenlypushingout of line
AUnresponsive

ASmellof flower water

* A jacket containing plastic explosives with two pull cordse to arm the device, theother to
detonatet. Sucha devicewould be worn unddaheoutergarments ofhe suicidebomber.

Countering Attacks

APreemption- Intelligenceon evolvingthreat
APrevention Well-trainedlaw enforcement
APreparednessnformedandpreparegublic



TechnologyOverview

Passive device that monitors the earthés magnetic
presence of ferromagnetic materiatavetals attracted to a magnet (copper, aluminum, zinc NOT

detected).

AMagnitudeoftheme t a |  drespomsid metallic sbjectsis determinedy:

T Conductivityof themetal

I Magneticpropertieof themetal

I Objectshapeandsize

T Orientationof the objectwithin themagnetidield

Door Frame Metal Detector

1. Verify sensitivitylevel uponstartup andagaineveryhour.

2. Maintainorderin theline.

3. Ensure all coats are removed (even sport coats) in addition to jewelry, change, etc. prior to a person
walking through the portal (the utilization of a container for change andother metal objects is
recommended).

4. ldentify asecondarngcreeningositionto keeptheline moving.

5. Watchfor itemsthatmaybeattemptedo pass aroundr handedbff to individualsoneithersideof the
magnetometer.

6. MaintainSinglefile entry.

7. Ensurdandividuals proceegith aslowwalk throughthe portal with their handsattheirsides.

8. Standdirectlyin front of the portal andmoveonly whenno alarm conditiorhasoccurred.

9. Watchthe headsup displaywhichillustratestheamount ofmetal onthep er sonés body.
10. Watchthe LEDson each sidef the portalwhich shows theapproximatdocationofmetal.

11. Keepeyesforwardonthenextperson.

12. If the unitdoes noalarm asaperson stepthrough theportal,step tatheside andallovthe person

to proceed.

13. If the unit does alarm, ask the person to step back outside the metal detector andremove any
remainingmetalobjectsthey maypossess.

14. Wait for the systento resetandaskthe persorto reenterthe portal.

15. If the unit doesnot alarm,stepaside anallowthe person tgroceed.

16. If the unit does alarm, direct the person to the secondary screening location where ahand scan will be
performed.

Hand-Held Metal Detector
ASimilar principalto the Door FrameMetal Detectori detectionof ferromagneticmaterials.
AcCanbeusedto detectsmallerquantitiesof metal.



AMaybeconsideredi i n t r by soimeasit tequireshewandto bein closeproximitytoap e r s on 6 s

body.

Usingthe Wand

1. Beginby observinghep e r shehados.

2. Ensureall pocketsareempty anctontentdeft in plain view to examine.

3. Checkfor unusuabulgesor abnormalities.

4. Verify thesensitivity ofthehandhelddeviceusinga metalobjectonyour body(suchasa buttonor a
belt buckle).

5 Direct the individual to spread their ar ms
thefloor.

6. Move the handheldunit overthep e r s foont 8ide from bottomto top over their legs, waist,
chest ancéirms keepingthewand nomore /no lesghan one incliromtheir body.

7. Once the front side is complete, request that they turn and face the other way, repeating the
procesy sweepingip anddowntheirlegs, waistchestandarms.

8. Ask theindividual to runtheirfingersthroughtheir hair.

9. If anitemis found,askthemto slowremove the iterandplaceit with the otheritemsthatwere leftin
plainview.

10. Allow theindividual to proceednly aftercompletingthe entirescreeningrocess.

Identification of a Threatening Object or Person

* RefertoH y a tpdlidesandproceduresegardinganidentifiedthreat.
ASummorsupportpersonnel.

AContactproperauthorities.

ASecureheitemor Lock Down theArea, if possible.

ARestrictfurther movemenawayfrom the Securitycheckpoint.
AProhibitaccessnto the hoteluntil thesituationcanberesolved.

Information to Report about a SuspectBomber
ACompletedescriptiorandlocation

Awhy theyaresuspect physicalindicators
Acarryingweaponsor otherobjects
AAccompanied/alone

AVehiclesor obvioustargetsearby

Mitigating a Suicide Bomb Situation
ACommittedto own deathwith asmanypossible
AcCrowded public placespeakhours
AReasonings notpossible

Principals of X-Ray Operations
AUnderstandvhatthethreatis i differentfor everyorganization.
AAdopttheright attitude:

&
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T A Y oduo méetito knoweverythingthatis in thebag.You justhave toknowthatit isnotat hr e at .
T A lybuc a rbécertainthatthebagdoes NOTcontaina threatthenyoucannotleti t i n. 0
AThefollowing slideswill describe:

T Initial SearcHProcess

1 Startup CommandsSequencandMachine Use
T Typical ControlPanelFunctions

T Operationd.og

I Hazardldentification

T TrainingRequirements

I EquipmentServiceSchedule

ABeginby performinga visualinspectionon everypieceof Luggageooking for:
T Unusualweightfor the bagor weightthatis unbalanced

T Markingsthatdo notfit with theguest(l.e Airport tagsfrom a differentairport)

T Unusualsizegiventheamount of timehe Guestintendsto be stayingatthe hotel, ifknown.

T Unusualsmell

T Guestghatwantto staywith their bagsatall times

T Smallwiresprotrudingfromthebag

I Greasypatches

T A bagthatfeels uncommonlgtiff orl o p s ordimedet

Conducting a Proper Search

AAIl handbagsndluggageshouldbe xrayed

Alf any suspicious items are observed, all contents should to be removed. If the suspicious items are
not clear, they need to berayed individually. The handbag orluggage should theniaged while

empty.

Alf x-ray showswhatappearso beaweaporor obviousbomb,thensecurityprocedures

haveto beemployed.

Start Up Command Sequence

. Plugmachindn.

. Checkthatthetunnelis clear.

. Turnkeytothef o pdsition

. After 10secondsamessagshouldappeaionthescreeiii P | avaitfoeStartu p 0

. After 20secondsa greetingshouldappear.

. After thegreetingmessagethe machinewill likely sayfi R e aPdighx-rayonb ut t on o
. Placearticlesto beinspectedntothe conveyer byayingtheitemflat.

.Press andr oapwd don hrutitxon. The conveyer shoul d
theunitwill light up acknowledginghatthex-rayisin use.

9. Oncetheitemgetsinto theproperfield of view, theimagewill appearonthe screen.

10. Usethecontrolpanelfunctionsto scan they a r ccleatadesistics(tbediscussed)

11. Lookfor thefour majorcomponentsf abomb
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AcContactPiece(smallmetalpiecei high density)
APowerSource(batteryi anysize,wiresi high density)
AExplosiveCharge

ADetonato(metali highdensity)

12. Releasg¢hebuttonwhenthearticlehasexitedfrom the conveyerimageremainsorthe monitor
until anewitemis putthrough).

Threat Classification

AObviousThreati Easiesto determineandnothingto consider.

ANo ObviousThreati 2nd easiesb determinebagis clear,noimpenetrablé denseareas.
APossibleThreati Mostdifficult to analysebecause:

T Impenetrablegdenseor confusingareafound

T Wires,batteriespr electrical devicesbserved

T Abnormalor out of placeitems.

Control PanelFunctions

AUseof CommonControl PanelFunctionsto aid in the determinatiorof whetherathreatexists:

T Dark 1st, 2nd & 3rd a button that makes the image darker, remove the lightest itemor reverse black /
whiteimages.

T Light 1st, 2nd& 3rdi button usedo make thamagelighter,removeghedarkestareaf the
imageor reverse blackwhiteimages.

T Scani pressedo puttheimagethroughdifferentenhancements greyscaler color

T Colori Allows operator to switch between color & greyscale with the dual energyequipped
machines.

T AlertT Whenused flasheswith densemetalobjectsfor easyrecognition.

T Hi Resi Usedto gainhigherresolutionin thepicture.

T Hi Deni Usedto penetrat@bjectswith a higherdensity.

T StripT Stripsawaydarkpartsof theimage.

T Zoomi Zoomsin ontheobject.

Threat Identification Software
ASomeX-Raymachinesncludethreatidentificationsoftwarewhich placesaredboxaroundhe
imageof the suspectethreatitem

ASendsawarningmessage ttheoperator.

Identification ofafi Sus piltemous 0
ARefertoH y a tpdliddesandproceduresegardingsuspiciougpackages.
ALeavetheitemin themachine.



AcContactyour Supervisof TeamLeader.

AReviewtheimagesagainwith a co-worker.

AcContact the owner of the bag (if named) if possible to see if information can beascertained as
to whatis in the bagif possible.

Alnvolve Military / Municipal Policeasnecessary.

Hazard Identification

AFrom the terrost's point of view, it is most important that hacatried bombs shouldbe fully

portableand blendn easilywith thetargetsurroundings.

T Theyshouldbethe kindof item often seeim thetargetareaandonewhich couldplausiblypeleft

behind.

AThe terrorists responsible for the Madrid train bombs in March 2004 left inconspicuousbags on the
trainstheytargeted.

AGiven the requirement to be easily portable, hand carried bombs are unlikely to weighmore than 25kg
(501bs) although even an ordinasjzedbriefcase canontainaboutl2kgof explosive.

AA suitcasédbombwould destroya houseor causeseriousstructuraldamageo largerbuildings.

Containers

AMaterialdeterminesf damagedy IED will be:
I Blastpressure

T Shrapnel

I Fragmentation

AHardcontainers steelpipe,ammunitioncans
ASoftcontainers cardboardox, gymbag
APipes/tubes

ASuitcases/handbags

ASoapdishes

AToys

Acellularphones

APagers

AComputers
AHardandsoftcontainerplantednsidea pieceof luggage.
APlacedn avehiclewhich:

T Concealghecontainer

T May containalargeamountof explosive

T Is usedto transporthe |ED

T Providespower sourceyires,switches.

Maintaining anOp er atogr 6 s
AKeeparecordof all bagsthatarescreenedia the X-RayMachine.
ATheOp e r alLbgshodldnclude:



I Oper anbnoer 6 s
T Date& time

T Itemscanned

T Owner,if known

X-RayMachineOp e r a Training Requirements

Alnitial reviewof theo p e r ananualpériningto theequipment.

AAnnual reviewof companyproceduresutliningthe useof theequipment.
AOnehourannualrefreshercourse.

APeriodictestingthroughfi p h a nimagesd handsoninstructionby local policeormilitary
representatives.

Equipment ServiceSchedule

AWeeklyInspection

T Vacuumandcleaninsideof the cabineinspection chambersneeded.
T Cleanmonitorscreerwith mild spraycleaner.

T Inspectieadvinyl curtainsfor cracksor tears.

T Inspectconveyorbeltfor damageCleanconveyorbelts.

I Performsystenperformanceestto makesureall indicatorlampsarefunctional.
ABi-annuallnspection

I RefertoMa n u f a cstiggesteduidebnes.

AAnnuallnspection

T RefertoMa n u f a cstiggesteduidebnes.

ResponséProceduresi SafetyMeasures
AConfirm- location,description
AcCover- withdrawto 100m.

AContact supervisorrequesassistance
AcCivilians - to safety

AcColleagues keepfrom dangerarea
AcContain- but maintainsafety
AcConsider- informationavailable
AcCheck- for othersuspectsr devices.



Proceduresof presencehe Diplomatic VIP in the Hotel

Inspection Team

Expectedo attendbeforethearrival of the VIP guesty twelveto six hours

they using Dogs and sensitive devices to detect bugging in addition to the expiration date for any items
inside the room after they will waiting till the housekeeping team clean the room back to hand over the
roomthenextteam(CID)

Criminal Inquiry Departmentteam

N '/},go .L(

Receipt of the location from the inspection team and the overall supervision proceduttes Igst of
guestin hotelstaynearof theVIP roomsandchecktheemergencexitswith theplanandspecialunits
with normal dresgto do notdrawattention)will patrol theareainternal ancexternal.



Protocol & Ceremony Team

Appears only during the arrival and departure of the VIP, driving the VIP diplomatic cars, they will not
stay in hotel and them car will not park in the Hotel lobby neither parking area. (private limo with UAE
flag onthe platenumber).

Private Guards

Two team/ first teamswith the VIP groupandthe secondorm the governmentcarryingguns) the
coordinationbetweerthemis very high, Grouporganizemwork with the communication.

Oneor two of thegovernmenteamwill placedfront of the VIP room(BQT teamwill prepargablewith2
chairsin theguestcorridor),

Changeaelieverevery6 to 10hrs(theywill stayin 2rooms/ neaof theroomsandlobby)



Task to allowed only the authority persons to the VIP room and check the items (luggage R/$od
trolley) beforeenteredheVIP rooms,theywill holdtheVIP roomssparekey tousein emergency.

The cars expectingto bein lobby during VIP stay

1x policecarwill comeonly while the VIP arriving or departurdor traffic road




CID teamcars,4 or5 car

Consulateplatenumbercars

Diplomaticplatenumbercarwith Australianflag

Army carsor Bus

Note: TheVIP Australianflag to raiseontheMain gate



SafeDepositBox Proceduresn Hotels

Purpose:

The following procedures will ensure thatdbperties are in compliance with the use of safe delposés
by registered guests (boxes are not to be issued toegmiered individuals). Failure to complhyith
government requirements can result infibréeiture of protection offered by these statues. Aaparture
from these proceduraaustbe reviewedy management.

Responsibility: The hotel manager is responsible for procedure implementation and training of front desk
personnelPeriodic,documentedudits ofcritical elementf the progranmare alsaequired.

Safe Deposit box Location A protected area should be provided for guest activity with his/her bitve If

area is enclosed, the door should be kept shut at all times. Entry should be by free&esar code
activated locking device. If the area is not enclosed, a location should be used that provides adequate
securityfor this activity (i.e., backoffice, businesgenter) .Closedcircuit TV is recommendefbrenclosed

rooms in ordersomeone wimnotsupposedo bethere.

Limits of liability: Each Hotel should define specific limits for monetary liability of a registered guest's
property.Limits of liability for safe deposiboxes should be

1) Inwriting onthe SafeDepositBox Agreementard(alongwith statestatutereferencenumber),
2) Postedbverthesafedeposithoxes.and

3) Placedonthe insiddid of the safedepositboxtray. The dollar amounstatedmustbe thesameasthe
state statute.



Proceduresfor Accessingthe box: Whena guestwishesto accesshis/hdyox, thefollowing procedures

must befollowed

The guestwishesto accessis/herkey andrequestaccessThe front deskagentasksfor the guest's
name.The agentloesnottake theguest's kegtthistime.
The agentpulls the Agreementcard andverifies the informationtoconfirm the guest'sdentify. This

includesroomnumber, homaddressand otheinformation giveron thecard.
Uponconfirmationof theguest'dD, theagent hasheguest sigra SafeDepositBox Access slipThe

signaturds checked against the origirat the Agreementard.
If thesignaturds the samethe agentsignsand datesthe Accessslip andstaplest to the Agreement
card.All subsequeniccess slipairestapledo thecard.
Theprocessontinuedrom "SignUp andInitial Use"proceduresStep4.

Proceduresfor Surrendering Box: The following proceduresare to be followed whenevera guest
wishesto surrendehis/herbox.

Follow thesameproceduregor box accesaip to andincludingthe handlingof the trayandguestkey
tothe guestStep 6.

After the guestemptiesthetray andreturnsit to the agent,the agentasksif the tray is empty.If the
guestsays "Yes,the agenvisually checkghetray.

Theagentplaceshetray back intahebox, insertsboth keysjocksit, andremoveghe controlkey.

The guest signs and dates line on the baclkf the Agreementard forsurrendering the box. The
agentconfirmsthis andsigns andlateshe card.The cardis filed with the hotel registratiorcard.

Proceduresfor GuestLeaveswithout Surrendering Box:

The following proceduresnustbe followed whenevera guestchecksout of the hotel without emptying

his/herbox.

1. Theguestmust send notarizedetterindicating:

his/herrequesthatthe boxbeopened
thebox's contentandvalue



howthecontents aréo bereturnedo the guest
if theguestwill have arepresentativeresenivhen theboxis opened

2. The MOD and one front deskagentmust be presentwhen the box isopened

3. Theguest'detteris signedanddatedby the MOD andagent,indicatingthathe written instructions
werefollowed.

Proceduresfor A warrant Is Presentedfor Box Contents:

Wheneveia lawenforcemenofficer presents avarrantfor thecontentsof a safedeposit box, théollowing
proceduresnustbefollowed:

_ Thepropertyretainsacopyof thewarrant.
_ TheMOD is present whethe boxis openedandcontentsareinventoried.

_ The warrant is signed and dated by the MOD, indicating that the boapeagd and all contenigere
deliveredto theofficer.

Proceduresfor AbandonedBox:

The determination of whether property in a safe deposit box has been "abandoned" must lrecconside
carefully in accordance with local laws. The process must involve the hotel manager, and complete
documentatiorf all actions musbemaintained.

Proceduresfor SpecialRequirements:

_ Guest loses keyThe property has the box drilled by a qualifieddsmithor facilities engineer. This
procedureis witnessedby the MOD, and properdocumentatiois maintained.The guestis charged
for drilling accordingto theproperty'spolicy.

Property loses control keylo maintain the integrity of the safe depadsax system, a new contriogy
mustbe madefor all controllocksreplaced.

Record retentionSafe deposit box records (cards, gueters, warrants, etc.) must be retained for
seven (7)years.

_ Audits--Keys, cards, and boxes should be audited nightlyhleynight auditor. The hotel manager
should conduct an audit of the safe deposit box program at least quarterly. All audits are to be
documented.



Hotel SafetyBox Procedure

Someti mes guests travel with some valuablSaetyasset s
Box in hotelgivescomplete safetgptionsto guests.

Guestswho keep their items/valuablesin our Safety Boxes are entrustingthe hotel to keep their
items/valuables secured and safe. Full compliance to the Safety Box procedures is to be adhered to by all
Front Desk staffo ensurehathighestsecurity.

The use of Safety Boxes is offered to registered guests of the hotel only. If anyone othegistared

guests of the hotel wants to use the Safety Boxes then she/he must have the approval of the General
Manager.

SafetyBox numbers shouldot be printed onkey or tag for securityreasons.

GuestOpeningof SafetyBox (1stTime):

A Whena guestasksfor a SafetyBox to storehis/heritems/valuablesguestis to be directedto the
SafetyBox room.

A Guestis to be presentedvith the SafetyBox RecordCardto opena new SafetyBox for thefirst

time, whereby he/shis requested to filln:

RoomNumber

Passport

Nationality

Name

Address

Signature

o0k wbdE



A A suitableSafety Boxwill beallocatedo the guest.

A After guest has placed his/her items/valuables in the Safety Box, the Service Assdaiane
Desk will lock/secure it with both the guest key and the hotel guard key. The guest key will be
givento the guestandjuestis to be advisedthat thereis no replacemenkey andinthe event
of a lost key, there is a payment (advise the exact sum of telesktt required to drill open the
lock.

A ServiceAssociatei Front Deskis to completethe Safety Box RecordCaray filling in:
1. Date

2. Time

3. IssuedBy

4. Box Number
A ServiceAssociatewill file the SafetyBox RecordCardundertheassigne&afetyBox number
indexkeptin the Safety Box room.

GuestAccessingsafetyBox:

A Direct guestto the SafetyBox room.

A Presenguestan AccessApplicationcardfor verificationto gainaccesstdis/herSafetyBox.

A Guestis tofill upontheAccessApplicationcard:

1. RoomNumber

2. GuestName

3. Box Number

4. GuestSignature

A The Service AssociatieFront Desk is to ensure the details are filled upon the Access Application
card and that the guestods signature on the
signature on the SafetyoR Record Card. This step is of utmost importanansuring th&afety
Box is opened for the rightfldwner. In the event of any doubt/suspicion, the SeiMaaager
is to becalled andconsulteapon beforepeningthe SafetyBox for the guest.



A Openthe guest Safety Box with both the hotel guard key and the guest key. Hand tigafety
Box to the guestor his/heraccess.

A Once the guest has finished accessing the Safety Box, ensure that the Safety Box id@rkeerly
andtheguestkey isreturned taheguest.

A ServiceAssociatei Front Deskis to recordthe accessiumber(on the AccessApplication card)
at the back section of the Safety Box RecordCard followed by the date and time each time the
guesthasgainedaccess tthe SafetyBox.



All personsvho havebeemominatedby HOD asdriversareto reportto SecurityControl.

_I The Security Manager will do a vehicle test with each driver to ensure that he is capable of operating
suchavehicle. Thiswill beatthesolediscretionof the SecurityManager.

_ Eachacceptedpersonwill be issuedwith the rules and regulationof the use of the vehicle,to
controlthe golf cartsandto minimizedamagesndunauthorizegersondrom usingthevehicles.

Revokin river rmi

_ Failing to comply with the ruleslaid down below will havetheo p e r adtivers pérmit revoked
with immediateeffectanddisciplinaryactionmaybeenforced.

Speedingespeciallywhencarryingpassengers

Careles®r negligentmisuseof thevehicle.

Operatingthe vehicle whilst underthe influence of a drug or alcoholwill leadto terminationof
employment

Havingthreeor morepersonnthefront seat.

Overloadingthevehicle

Damaginghevehicle

Operatingthe vehiclewithoutad r i vpermitissuedby the SecurityManagerwill leadto
disciplinaryaction.

Driving thevehiclein areaghatareprohibited.

9. Corneringor overexcessivéraking.

10. Showingoff etc.

11. Allowing otherswhoarenotauthorizedo drive, especiallychildren.

12. Usingthevehiclefor nonrelatedwork purposes.

To minimize threats and drivers that become a risk to guests and others, The speed allowed is just abovea
briskwalking pace.

© Nogahk wdhpE

Maintenance& Logging

Everyauthorizeddriver will sign thevehicleoutfor theshift.

Hewill be solelyresponsibldor the maintenancef thevehicleonthis day.
_ Hewill notgivethekey of thevehicleto anothermperson.

_ Hewill securghekeywith him andnotleavethekeyin theignition.



Shift end

Returnto Loadingbay
_ Clean

Recharge

Key to lockercabinet.

Transporting Passengers

Thevehiclemustbe stationarywith thefoot brakeon beforeallowing a passengeio mount.
Thedriver mustassistheelderly
Onceall passengerarein thevehicle,thedriverwill confirmthati t séfato proceed.
Thedriver mustensurahatno partsof thep a s s e modyarepsofrudingfrom thevehicle.
Thedriver, whenstoppingwill ensureghatasheis approachinghe rendezvoushe mustbring the
vehicleto a easyandcomfortablestopfor the passengers.

_ Do not allow passengert leavethe vehicle while the vehicleis still in motion. Children mustbe
accompanietby parentsAvoid injury to guestdeingtransported.

| : dent

ContactSecurityControlimmediately.

Wait for the SecurityTeamLeaderto arriveonscene.

_ Do notmovethevehicle.

_ Gatherall info relatedto theaccidentall accidents arto beforwardedto the Director ofFinanceas
theincidentscouldleadto alaw suit.

Sparekeys

Will besecuredn theKey cabinetatthe securityControlroom.



HELIPAD

Helicopter Site Keepers
A GuidelinesDocumentproduced and updatedwith the assistanceof the Civil Aviation
Authority

1. Legislation

1.1 Civil helicopter operations agoverneddy The Air Navigation Order2003 (S.1.2003 No 777and
The Rules of the Air Regulations 1996 (S.I. 1996 No 1393) as amended. See also SeldintAviation
Authority andJAR-OPS3.

1.2 The Civil Aviation Authority (CAA) is the organisation to whom the responsibility for regulation of
civil air operations is given by the Civil Aviation Act 1982. Within the Civil Aviation Authority's Safety
Regulation Group (SRG) The Flight Operations &wprate is tasked with overseeing Public Transport
operations, whilst The General Aviation Department monitors private and recreational activities, and the
AerodromeStandardsiepartment oversedise standardgandoperations oficensedheliports



1.3 Provided the intended helicopter landing site is not within a congestecharaeeg in relation to a
city, town or settlement which is substantially used for residential, industrial, commercial or
recreational purposes)or close to an open air assembly of 1000 or more people it is only necesshey for
landowner to grant permission to the helicopter operatosédhe site (see also 5.1). If the site \wihin
a congested area or close to an assembly, it is the silsfipnof the helicopter operator to appy the
CAA for a permissionto land and take off or over fly below 1500 feetin accordancewith theRules
of the Air Regulations, specifically Rule 5, which covers the subject of low flying in detedndition of
these permissions is that the operator has the agreement, in writing, of the landowneassedity
organiser as appropriate to land and taat the site and that the local police are infornfda: permission
is generally confined to an areatlwn 1 Km of the landing site. Permission from SRGiliso required
beforeflying operationgake placen thevicinity of a crowd.

1.4 Rule 5(1)(b) requires that a helicopter shall not fly below such height as would enable it to alight
without danger to persons or property on the surfatke event of failure of a power unit. This ralgplies

at all times, for all types of helicopter. Clearly its effect is to restrict flights by single ehglicepters

much more thafor twin-engire helicopters.

1.5 ANO Article 63 states that a person shall not recklessly or negligently act in a manner léralanger
an aircraft, or person therein. This article affects everybody. Article 64 further statepéhstra shall not
recklessly or negliently cause or permit an aircrédt endanger any person or propeftiis generallyis
takento mearthe pilotof the helicopter.

1.6 Responsibilityfor thesafetyof all helicoptefflying operationdies wholly with thehelicopteroperator.
Additionally, at night for Public Transport passenger flights, whenever a helicopter istéikordanding,
the person in charge of any area in the United Kingdom intendexlused for the takingff or landingof
helicopters,other than at licensedaerodromesr governmentowned aerodromesisresponsible under
Article 101(4) of The ANO for causing to be in operation such lighting as will ertablpilot of the
helicopter:

() in the caseof landing,to identify the landing areain flight, to determinethe
landing directiorand tomake a safapproackand landingand

(i) in the caseof takingoff, to makea safetakeoff.

A helicopter flying for the purpose of the public transport of passengers at night shall not land aftsuch a
unless there is in operation such lighting. Privately operated helicopters, although not bound by law to
conform, are neverthelessadvisedto exercise caution when using unlicensedsites at night. It is
recommendethatoperators adopt the sas@ndardssfor publictransportoperations.

1.7 Helicopters operated by HM Forces operate under Ministry of Defence regulations and not toANO or
Rules of the Air Regulations. In general terms they are operated to different standards, especially with
regardto performance requirements, which may permit military helicopters to flysites which would

be unacceptablé¢o civil operatorsThe CAA hasno jurisdiction overthe



operatiorof military aircraft. Enquiriesconcerningheoperatiorof military helicoptersshould bedirected
to the Ministryof Defence.

1.8 Helicopters on the British civil register need to conform to British Civil Airworthiness Requirements
(BCARs)andJointAviation Requirement§JAR 27 & 29). Thesday downtherequiremento demonstrate

a mandatory takeff technique for single engine helicopters (Group B/Class3) which, gvém of failure

of a power unit at any point during the taki manoeuvre, does not involve hazard tottwipants of the
helicopter. Public Trasport flights are expected to operate in conformity withtdaoliniques detailed in

the aircraft flight manual t@nsure passenger safety. It is recommendedaipetators of nopublic
transport flights also avoid hazard to the occupants by using ongwegal saféechniques.

1.9 For multi engine helicoptersoperatingto Group A/Class 1 performancethe BCAR and JAR
requirements are more stringent, in that in the event of an engine failure at any point up to the decision
point*, a relanding can be made which does not involve damage to the helicopter or hazard to the
occupants. Alternatively, the takdf can be continued with one engine inoperative. This requiremesgs
thesehelicopteranoresuitablefor flights within congested areas.

*Group A/Class 1 helicopters, on take off or landing, are required, in the event of failure ofa power
unit, to be capable of rejecting safely onto the take off/landing area available or of flying away tme
remaining power unit(s) avoiding all obstacleshy a vertical margin of 35feet.

1.10 These airworthiness demands, taken in conjunction with the legislation outlined above, means that
careful consideration needs to be given to the selection of helicopter landing sites by both cgetators
persons in charge of sites. Operators who hldOperator's Certificates have instructions in their
OperationsManuals concerning theselection and managemeat all helicopteroperating sitesSite
keepers, especially if they know little about befiter operations, do not readily have access to guidance.
Thisdocuments intendedo providethatguidancedor them,butis notintendedo befully comprehensive.
Prospective Site Keepers should consult with helicopter operators who have accegsetfoth@ance
requirementgor the helicoptein the relevansectionof the flight manual.

2. International Standardsand RecommendedPractices

2.1 The International Civil Aviation Organisation (ICAQ) is the body which is responsible for compiling

and disseminating information concerning standards and recommended practices. Contracting States are
required to notify the Organisation of any differences between their national regulations and practices and
those laid down in ICAO documents. THaited Kingdom is one of the Contracting States andnudiied

no differences to the internationally recommended standards and practices for heliports, lbelipads
helidecks eitherat groundlevel or elevated Thesearedescribedn detailin ICAO Annex 14 Volumell

Heliports and in the ICAO Heliport Manual. However, it should be borne in mind that thesest@Adards

and recommended practices are presently the subject of a major review by Contractiran8taidsstry

bodies. UK CAA and industry anticipatédsat the standards and recommended practicgsfond level
andelevatedheliportsarelikely to evolve significantly to take full accountof



the operational flexibility afforded to Rotary Wing aircraft. (NB: ICAO publicatians available on
application to Airplan Flight Equipment, 1a Ringway Trading Estate, Shadowmoss Road, Mamd@2ster
5LH T Telephone 0164990023)

2.2 The above documents are intended to provide detailed guidance for the siting, construction, marking
and lighting of helipor etc. In the UK helicopters are required to operate from licensedsites only if they
are conducting scheduled services or if they are being used for ab initio pilot training. An example of a
scheduled helicopter service is the Penzarfseillies service peratedby British International. All other
flights, apart fromtrainingflights, do notattractthelegal requirement t@perate fromicensedheliports.

2.3 For certain helicopter 'special events' which attract large numbers of movementsdf @kea

landing is one movement) estimated at over 100 per day, it is recommended that consideration is given to
applyingto the CAA (AerodromeStandard®epartmentjor atemporaryaerodromelicence. Thisensures

that safety arrangements at the site are apptepoathe anticipated level of activity. Other sitesed in
conjunction with special events at whiallower numberof movementsre anticipated, evenwhen not
requiring a licence, should nevertheless be notified to the CAA and may be inspected oofttieedayent

by Flight Operations Inspectors. Whether licensed or not, sites should only be selectethkéich

account othe performanceaequirements adll helicoptertypeslikely to operatehe site.

2.4 Helicopters are, by design, able to use-nonventional operating sites. Helicopters only offer any
truly significant advantage over the use of aeroplanes for passenger transport by being able to@yerate
from conventional aerodromes iramdfrom adhocsites orspeciallydesignedeliports.

2.5 If it is necessary, or if it is desired, to licence a heliport, application should be made to the CAA Head
of Aerodrome Standards Department. An Aerodrome Inspector will be assigned whowill provide detailed
guidance until the site is licensed, after which the site will be periodically audited and the inspeaot will

as thdiaisonlink between th@erodrome licensee attite CAA. A feeis payable.

3. UnlicensedSites(Ground Level)

3.1 Whenconsideringanadhocsitefor useby singleengine(GroupB/Class3) helicoptersit isnecessary
for public transport flights, and recommended for others, to allow sufficient space for théhaedakeoff
and landing profiles certificated and described in the aircraft's flghtial. The takeff profile is similar
for all singleenginetypes. From a low hover the aircraft is accelerated close tgrtumd until the safe
climb speed (about 40/50 kts) is reachadyhich stage the aircraft is climbed awsjntaining this sped.
The takeoff distance is scheduled in the performance section of the flight miooathe hover to 100
feet above the takeff point assuming nil wind accountability. The distance vawiih aircraft type.
Examplesof thesedistancesare shownat Appendix 3. Thefirst onethird of the takeoff distance should
be at least 30 metres wide and the surface must be relatively firm and flat aindrfredl obstacles. The
remaining two thirds of the Tal@f Distance Available (TODAH), may containsignificantor frangible
obstacleswithin it, suchthatthe aircraft,in the eventof failure of the



power unit, can force land without hazard to the occupants of the helicopter and without endangering
persons or property on the surface. Bdsumed that in the event of a power unit failure occurring them

time the aircraft moves away from the hover until it reaches 100 feet, that the ensuing forcedaidhding

be made without any significant changes in aircraft direction being atterditede 100 feet theilot is

able to manoeuvre progressively more easily with increasing height above the surface tossékduea
clearspace, for a forced landing. Landings and taffe by singleengine helicopters are npermitted at

sites withincongested areas unless it can be shown that there is no risk to third partiest dnereare
sufficientopenspacesn whichto force land,if necessary.

3.2 Multi engine helicopters can be operated in all Performance Classes (Class 1/Group A, Class2/Group
A Restricted and Class 3/Group B). Helicopters with more than 19 passengers (or when operating in a
CongestedHostile Environment) must operatein Performane Class 1 - with full engine failure
accountability in all stages of flight. Helicopters with 19 or less but more than 9 passengers musinoperate
Performance Class 1 or Performance Claswigh engine failure accountability in all but the inittake

off and final landing segments. Helicopters with 9 or less passengers may operate in PerfCtasante
Performance Class 2 or Performance Class 3. For flight in Performance Class 3, and ttakeitihnd

final landing segments of Performance Glasthe helicopter must be able to perform a faiteedlanding

atall stagesf flight.

3.3 For those sites which are in congested areas and which require Rule 5 permissions from the CAA,
unless the operator can show that there is no third party risleievitnt of a power unit failure, such
permissions will be conditional upon the aircraft being operated to Group A/Class 1lperformance. Thus in
theoverwhelmingmajority of such case&roup A/Clasd performancés therequirednorm.

3.4 A Group A/Class 1 site must be large enough to accommodate the most demanding helicopter type
intending to use the site with due regards to specific performance techniques and limitations set out in the
helicopterds flight margeermlghtadcontmodate twiaethpveralNeagtht mu st
of the largest helicopter intending to use the site. The ground should be firm and substantiafiy liegel

from loose articles which could endanger the aircraft or property or persons in the itewieufidy of the
helicopter downwash effect. Helicopter downwash is proportional to the weight and #imeméchine
producing it. For example an S61N displaces a volume of downwash equivalent to itsofieigbt 9

tonnes. Theeffect on nearby struet and people can be considerable. Loose dirt or gravelaceme
damage to vehicles parked too close, whilst vulnerable persons can be blown over by ttewoi@ash

or hurt by flying debris. The area down wind of the helicopter is walffsicted. In ay case itis
recommended that, whilst the helicopter is manoeuvring in a low hover, no object should be permitted
closer than 1.5 x Rotor Diameter or 30 metres from the centre line of the helicopter, whichegeisttre

3.5 The helicopter, especiallyia congested area, can be noisy and can be the cause ofcomplaints from
members of the public. Noise certificates for helicopters are only applicable to types newly ceréfteated

1 August 1986. In effect therefoneany helicopters on the UK civil resgerare currently not subjectto
noiserestrictions.Underthe TransportAct 2000,the



CAA provides docal pointfor receiving and responding to aircraétlated environmental complairftem
membersof the public. Complainantsshould contactthe Directorateof Airspace Policy, Consultation
Section on 0207 453 6524 in this respect. When utilising permissions or exemptiorRula8eoperators
are advisedto minimise nuisanceon accountof noisebut wherecomplaintsaregenerated, and provide
flight safety is not compromised, tlAA will advise the complainarib takethe matter up directly with
the operator or the Local Planning Authority (LPA). If the matter is founcklate to policy that the
government has developed for aviation, the complainant will be advised to Gtwetdaepartment for
Transport,Civil Aviation Policy Division 4, 2 Marsham Street, London SW1P 3EB02078905847.
Itis suggested that noise angisance complainants be directed, in the first instamtiee Local Authority
Environmental Health Officer if the issue cannot be resolved with the helicpsextor.

4. UnlicensedSites(Elevated,Onshore)

4.1 Roof top helipads, by their very nature, are normally situated in congested areas. Thetheeefboe
will require a Rule 5 permission from the CAA. By virtue of tfaure of such sites and therceived risk
to third parties in a building itself orlase by, only those helicopters capable of Gréuglass 1
performance are permitted to land at, or takdrom roof top sites. The helicopter typgended to be used
must possess a helipad profile for tepecific rooftop site within its flight manuahis technique, in the
event of a failure to one of the power units occurring at any time during theffalkelanding, will enable
the aircraft to reject safely on to the helipad available or to fly away avoidingpsttcles by a vertical
margin of & least 35 feet. In the absence of such a profile, permissions will ogitgrited provided the
helicopter is able to hover outside ground effect with one engine inoperativesit #ralin theprevailing
ambientconditions.

4.2 The minimum size of the hiphd will also be described in the Flight Manual or Flight Manual
Supplementor theaircrafttypeunderconsiderationRooftop helipadsnot conformingto thesedimensions
should not be considered. Proposed use at night will attract the need for a CAA provingaftigins
consideredwill include helipad size, obstacleenvironment,helipad and obstacle lighting provided,
including use of approach path indicaténhere provided) and visibility from the helicoptertie used.
Thus a flight test programmandertaken by the operator in conjunction with the CAA, ndlimally be
required and a flight manual supplement and/or operations manual supplement isswegubftictlarsite
asanendproductof thetestprocessA specialpilot training programmeo ensureompetencwill also be
necessary beforRule5 permissiorcanbe granted.

4.3 The provision of Rescue and Fire fighting services at elevated sites when used for any category of
flights should be provided to the scales laid down in Flight Operations Depa@omntunicatior8/2000.

Close liaison with local Fire Brigade and HSE agesduring the planning and constructftages of the

roof topsite shouldbe establishednd maintainedthereafter to ensure a viable "disast@gnis in place
whentherooftop becomesperational.

4.4 In all cases it is recommended that the owner obatop facility proposed for use as a heligdmbuld
consultwith the helicopteroperator(s)andthe local planning authority before



committal to the project. Recent experience has shown that where planning permission goes to public
enquiry, environmental considerations weigh heavily in the decision making procesgefidel public
is aware ofenvironmentamattersand duaecognitionshouldbe given tahesesensitivities.

4.5 Roof top heliports should be recorded with the CAA. Te #mid an architect's drawing/plan together
with aerial photographs of the site and/if, the roof top facility alrexits, photographs taken to cottes
area all around the site, should be forwarded to Flight Operatimmectorate (Helicopters) in tikaseof
publictransporflights and tothe General Aviatioepartmenfor privateoperations.

4.6 The structural and load bearing characteristics should be sufficient to accommodate the dynamic
loading requirements caused by a helicopter having to force land on the site. Guidance on design load
criteriais givenin CAP 437 (availablefrom thepublicationssectionof the CAA websiteatwww.caa.co.uk
or in the ICAO HeliportManual (Doc 9261 AN/903) available from Airplan FlighEquipment(See 2.1).

5. Local Authority Planning Consent

5.11In general an ad hoc helicopter site will not attract the need for planning consent unless it is intended
for use onmore than28 days in any calendar year. However, if any permanent structure is erected in
connection with its use as a helicopter site, such as a hangar or hard standing, or if individual local council
policies so demand, it may be necessary to obtaimjslg consent. It is always advisable to talk with the
Local Planning Authority if there is any doubt as to the effect ofsuch a site on the local community. For
those sites intended for irregular, periodic use and for sites in congested areas it isesisary¢hat the

local police banformed ofany intendedlying activity.

6. RecommendedHelipad Sizes Markings and Lighting (Onshore)

6.1 The information presented in the attached figures in the attached appendices and tables has been
extracted from various sources found to be of interest to prospective site keepers. Leading particulars of
many helicopter typeare also included together with "worked examples" of Group A/Class 1 minimum
sizedground levekites.

7. Joint Aviation Authorit y

7.1 The United Kingdom is a member of the Joint Aviation Authority (JAA), an organisation set up to co
ordinate aviation policy amongst member States. Member States are bound by EU Directive to implement
agreed Joint Aviation Regul at i eQPS 3)(rdateRi® belicopted AR (
operations, and was available for implementation by Pubimsport operators in the UK in Augu§99.

JAR-OPS 3 will not be law within Europe until aexed to EU Council Regulation 3922/91. Public
Transport helicopter operators are being encouraged to adofDBPSR before annexatiom whichcase

such operations are issued witkemptionsagainst certain provisions of the ANO to enablethemto

legally operateto


http://www.caa.co.uk/

JAROGs. The guidance contained in this document i s
ANO andJAR-OPS3 requirements.

8. British Helicopter Advisory Board (BHAB)

8.1 The BHAB will provide straightforward guidance to membefshe general public on the essentials

for providing a suitable site for the occasional or one time use by helicopters. For further guidance or
interpretation of these guidelines write to The British Helicopter Advisory Board, Graham Suite, West
EntranceFairoaksAirport, ChobhamWoking, SurreyGU248HX.

9. SitesCloseto Existing Aerodromes

9.1 Where helicopter landing sites are established close to operating aerodromes, especially within an
Aerodrome Traffic Zone (ATZ), or otherwise within a radius of 2ticall miles from any aerodrome,

details of the site must be given to that aerodrome management or Air Befiice (ATS). The
aerodrome management and/or ATS will need to markotaion of the site on their charts and maps in
order to provide adequate local briefing and safe and speedy reaction to dealing with radio calls from
helicopter pilots using the site. Pilots operating to these sites must comply with the aerodrome procedures
whenoperating withirthe ATZ.

9.2 The site keeper has the duty of care to ensure that the helicopter landing site information isitbdged
the aerodrome(s) concerned. The information can consist simply of the name of the siterétfiergride;
and a contadelephonenumber.

9.3In this context, "aerodrome"” means any location where aviation activities are to be expected, for
example; large and small civil ardilitary airfields and airports, gliding club locations, flying club
locations,microlight centres, parachutimgntresptherhelicopterlandingsitesetc.

10. Rescueand Fire Fighting Services(RFFS)

10.1 Forlicensecheliports,bothtemporaryandpermanentAerodromeStandard®epartmentvill impose
an RFFS requirement as part of the licence. A heliport is not permitted to operate asa faslised
whenevetheserequirements canndie met.

10.2 PublicTransporhelicopteroperatorareadvisedn 6 F | OpgfattonDepartmenCommunications

9200006 ("d\vaatye d2 01090 ) of the CAAO6s gui daANDeFIREN O6PRO
FIGHTING SERVICES(RFFS) FOR HELICOPTERSAT ONSHOREUNLICENSED OPERATING

SITES USED FOR THE PURPOSE OF PUBLI C ofFOBCCBMP ORT OF
9/2000 can be obtaineftom the Flight Operations Inspectorate (Helicopters) or the SRBsite
'Publications'. However, siteeepers are reminded that the responsibility for the safety bikdlopter

flying operations, at unlicensed sites, including adequate provision &,REE wholly withthehelicopter

operator Seealsoparagrapti.6.

11. GuidanceAmendment



11.1This guidance is amended from time to time and users should check with the BHAB for the date of
thecurrent editionThe BHAB Websitewill always displaythe mostup to datecopy of theguidelines.

Appendix 1
RecommendedHelipad Sizes, Markingsand Lighting for OnshoreHelicopter Sites
1. Final Approach and Take Off Area (FATO)

1.1 This is the term applied to the area over which a helicopter will execute the final part of the final
approach and the initial part of the take off. It is analogoas aeroplane runway and must be suitadyle

the type of helicopter under considerattorreject on to in the event of power unit failure. Unlesthe

extent of the FATO is clearly self evident, for permanent installations, the area should be dehiteated
white markersl metrewide as follows:

1.2 For a square or rectangular FATO the matkeagth should be 1 x 3 metres with at least 3 per side
including amarkerateachcorneranda maximunspacing between markes§90 metres; FATQmarkings
should bevisible from 1000 ft/2km.

1.3 Foracircularor anyothershaped=ATO the markersshouldbe equallydisposedaround theperimeter
with a maximumspacingof 10 metresbetweermarkersand aminimumof 5 markers.

1.4 FATO'sfor temporary,shortterm usesitesmay alternativelybe delineatedwith highvisibility tape
or similar markers provided the extent of the FATO is clearly distinguishable and temporary markings are
not likely to beblown aroundand become hazardo the helicopter otbystanders.

1.5 TheFATO shouldbesurroundedy a SafetyArea(SA) 3 metresor 0.25timesthe greatestlimension
of the helicopter width, whichever is the greater. Markers should designate the FATO phge®amnB:
the SAneed nohecessarilpealoadbearing surface.

1.6 The FATOplus SA should be as level as possible. It is renentded that the overall slope of fi&TO
shouldnot exceed3%i.e. 1 degreeA3mins.

2. Touch Down and Lift Off Area (TLOF)

2.1 Alload bearing area of any shape on which it is intended that the helicopter shall land on frtake and
off to, the hover. It may form an integral part of the FATO or be situated apart from the depEQding

on the disposition of the site. It's diameter should be at least 1.5 times the largest dimenis®on of
undercarriage of the largest helicopteeided to use the site and should take account of the distgnce
which any of the aircraft doors extend beyond the dimensions of the undercarriage e.g. Siko(skg S61
Fig 5).

2.2 The TLOF marking shouldbe a yellow circle 0.5 metreswide. The inner diameer of thecircle
shouldideally be0.5 timesthe greatestdimensionof the largesthelicopterintendedto use



the site but may have to be predicated on the dimensions given at paragraph 2.1 above. Rospltdiut
sites a white "H" 3 metres by 1.8 metres with a line width of 0.4 metres should be provittidate the
aiming point for the helicopter pilot to land on. Hospital sites should be provided with &ted
superimposed on white cross as shown iFigure 3. Where theTLOFis set apart from the FAT@,may
be necessaryor a pilot to makean approachto a particularpoint on the FATO beforeproceedingp the
TLOF. In this case a white triangular Aiming Point Marker, as described in ICAO Anné&solidne ll,
Section5.2.6maybe used.

3. Lighting

3.1 Paragraph 1, sub paragraph 1.6 explains the legal responsibilities for the provision of lightingfor the
publictransporiof passengers atight.

3.2t is unusual for private helipads (other than hospitalshewee a requirement for lighting. If this
requiremenshouldexist,sitekeepersnaycontactthe CAA, Flight OperationgHelicopters),for guidance
onthespecificlayoutandrequirementsor helipad lightingsystems.

3.3 Lighting requirementgor elevated sites should always be referred to the CAA for approval at the
planning stage. Guidance contained in CAA letter 10A/253/16/3 dated 17 November 2003 may also be
relevantin the caseof purposebuilt groundleveland elevated sites.

4.0 Wind Direction Indicators

4.1 A wind direction indicator may be a wind sleeve, flag or continuous smoke source. It sheitlctzsl
so as to be visible from a helicopter in flight, in a hover or on the movement area andrsticatd the
wind conditions over thEATO in such a way as to be free from the effects of airflsturbancesaused
by nearbyobjects orotor downwashlt should bdlluminated fornightuse.

Appendix 2

BRITISH REGISTERED HELICOPTERS

TYPE OVERALL ROTOR MAX UNDER MAX AUW
LENGTH DIAMETER  CARRIAGE
DIMENSION  (KGS)

ROBINSONR22 8.78 7.68 1.92 622
ROBINSONR44 11.76 10.06 2.19 1089
ENSTROM280 8.78 9.75 2.26 1180
ENSTROMF28 8.96 9.75 2.26 1180

MDH 269/300 9.39 8.17 1.98 930

MDH 369/500 9.30 8.05 2.07 1360



BELL 47 13.29 11.31 2.59 1338

BELL 206B 11.95 10.15 1.83 1452
BELL 206 L 12.95 11.28 2.20 1883
EC135 12.16 10.20 2.65 2630
MD902 11.84 10.34 2.84 2835
SA341 G 11.98 10.52 1.95 1800
AS350SQUIRREL 12.98 10.70 2.20 1950
AS355TWIN SQUIRREL 12.98 10.70 2.01 2400
BO105 11.81 9.90 2.53 2300
AGUSTA109 13.04 11.0 3.54 2600
SA365C DAUPHIN 13.22 11.67 3.6 3500
SA365N DAUPHIN 13.68 11.93 3.61 4250
BELL 222 15.33 12.80 3.72 3742
SIKORSKY S76 16.00 13.41 5.00 5171
BELL 212 17.47 14.63 2.53 5080
AS332LSUPERPUMA 18.70 15.52 3.79 8599
BELL 214 ST 18.96 15.85 2.53 7936
AS332L2 SUPERPUMA 19.50 16.20 5.24 9150
SIKORSKY S61N/ 22.20 18.90 7.16 9300
SEAKING

EH 101 22.80 18.60 7.00 14515

Dimensionsn Metres

Appendix 3

TAKE-OFF  AND  LANDING DISTANCES REQUIRED BY HELICOPTERS
OPERATING TO

PERFORMANCE GROUP B /CLASS 3

TYPE MTW FATO TAKE EMERGENCY ROTOR OVERALL
AKGS first one OF LANDING DIAMETE LENGTH OF
third FDIST DISTANCE R HELICOPTE
distance FROM 100 R
to 100 ANCE TO 100 FEET (INCLUDING
FEET ROTORS)

IIDII



ROBINSONR22 622

ROBINSONR44 1089
ENSTROM280 1180
MDH 369/500 1360
BELL 47 1338
BELL 206B 1452

BELL 206L 1883
SA341 G 1800
GAZELLE

AS350 1950
SQUIRRE

L

HILLER 12E 1405

feet
122
143
58
77
56
95
95
102

200

56

366
427
168
230
168
263
285
305

500

168

110
305
151
189
117
229
232
140

460

117

7.68
10.06
9.75
8.05
11.31
10.15
11.28
10.52

10.70

10.80

8.78
11.76
8.95
9.30
13.29
11.95
12.95
11.98

12.98

12.41

NOTE: Dimensions/ Wts. are representative figures for the types listeExact dimensionswhere
neededshould beextracted from individual aircraft data. Dimensionsin Metres.

Appendix 4

3M

EED "H" ON WHITE
BACKEGROUND

FOR HOSPITAL SITES

WHITE "H" ON CONTEASTING
BACEGROTUND FOR NON HOSPITAL
SITES

3M




HELIPAD LAYOUT AND LMININMUM DIMENSIONS
FOR SIKORSKY S 61 N/ SEAKING

1
\ Hﬁq‘"’“‘-«_ EMa}rhe square or round
: FATO + =4 :d.i.mensions =s1desl diameters
1

v : = 45 metres E

I | .
! :

L 1

D

30

I

M

¢ Mo obstacles above 250 mms

5

Hotes:

Touchdown and Lift off area = 1.5 x largest undercamage dinension
= 15z716m
=10 74 mizay 11m) hut
Hoge - Tail distance to accommodate arcraft doors =18 m

FATO +54 = 2 x Owverall length of & 611 (I

= 2x222m
=44 4 m (say 45 m)
Whnitmum permitted distance of TLOF from obstacles = 1.5z ED
=15xz18%m

= 2835 m (say 20 m)
It iz strongly recommended that the TLOF should be located 30 metres of more from
buildings to avoid dovwwash and nodse effects. .
TLOF to be firm, flat and load beanng to 2.5 x MW A = 23 25 Tonnes
Eecommended concretel paved surface for access by hospatal uilities i all
weather conditions.

Fig. 5.



The civil S61N, in order to use a site of this size, would need to have outside ground effect hover
performance, one engine inoperative. For normal Group A/Class 1 profiles a FATO of about 300
meterswould be required.



HELIPAD LAYOUT AND MINIMUM DIMENSIONS
FOR EUROCOPTER SA365 N

:Ma].rbe square or round
1

FATO+5A dumensions = sides! dismeters

= 30 metres

= g

=2 =

-

w oo 2

no obstacles abowe 250 mms.

Motes:

Touchdown and Lift off area= 1.5 x largest undercarriage dimension
=15x361

= 5415 m (say 5.5 m)
FATO+ 34 =2 x Overall length of 34 3651 (I
=2xz1347m
=26.94 m(say 30m) but
Flight Manual helipad profile requires minmum area of 2.5 x 11.92 (EIn
=22 8 m (say 20m)

TLOF surface to be firm, flat and load bearing to 2.5 WMTWA = 10 Tonnes
Eecommended concretel paved surface for access by hospital utilities in all
weather conditions.
Lhmmum permitted distance from buildings =15=zED
=15x11.%2m
=17 88 m (zay 18 m)
It 15 strongly recommended that the TLOF be located 20 metres or more away from
buildings to avold downwash effects and nodze.

Fig. 6.



HELIPAD LAYOUT AND MINIMUM DIMENSIONS FOR EUROCOPTER AS355

B i- _________ :_F.;":'LTD‘l'S.;";. __________ MYbE T o round
Li] E = 27 metres dimensions = sides/ diamete:
I E
L |
D
I 165 Mefres
N | E
G E no ohstacles shove 250 mms.
5 ! |
Notes:

TouchdowrandLift off area= 1.5x largestundercarriagelimension
=1.5x2.01

=3.015(say3.5m)

FATO + SA= 2 xOveralllengthof AS355 (D)

=2x12.98

= 25.96(say26 m) but

Flight Manualhelipad profilerequiresminimumareaof 2.5x 10.7(RD)

= 26.75(say27 m)

TLOF surfaceto befirm, flat and loadbearingto 2.5x MTWA =6 Tonnes

Recommendedoncrete/pavedurfacefor accesdy hospitalutilities in all weatherconditions.



Minimum permitteddistancefrom buildings/obstacles 1.5x RD
=1.5x10.70
= 16.05(say16.5m)

It is stronglyrecommendedhatthe TLOF shouldbe located30 metersor moreawayfrom buildingsto
avoiddownwashand noiseeffects orthestructure andisturbance/annoyanee personsn the building.
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Thefollowing informationis for the preliminaryplanningof a publicuse , generabviationheliportonly.

The heliport should include at least one touchdown andffitarea(TLOF) centered in a final approach
and takeoff are@ATO), a peripheral safety area and two or more approach and departure paths. The
TLOF must be at least as long and wide as the dhéoneter of the largest helicopter to use the heliport.
TheFATO must be at least 1.5 times the overall length of the helicopter. The width of the safety area
must be at least 0.33 times the rotor diameter, but not less than 20 feet (6 m). At least two
approach/departurpathswith onealignedin thedirectionof the predominantvind, arerequired.

LIGHTING

Fornightoperationsa minimumlighting systenmshouldincludeaperipherallighted TLOF or FATO (not
both), a lighted wind indicator and a heliport identification beacon. Other useful visual aids include
landingdirectionlights, floodlights,taxiwaylights anda heliportapproactpathindicator(CHAPI).
Obstructionlights mustbeinstalledwhererequired.

The recommended CHAPI power system is single phase 120/240 volts for VFR and 6.6 ampere
seriescircuitgor IFR

FATO and TLOF Lights.

A minimum of four flush or raised light fixtures is recommended per side of a rectangular FATO or
TLOF.A light is located at each corner with additional lights uniformly spaced between the corner lights
with amaximum interval of 25 feet (7.5 m) between lights. Lamps are 40 watt, 120 volt or 45 watt, 6.6
amperebulbs.

Lighted Wind Indicator.

A windsock tower about 2i overall height with an 8 ft, international orange windsock is recommended
or al0 ft tall tower may be substituted. Both use four 120 watt, 120 volt PAR38 lamps to illuminate the
windsock and a 116 watt lamp for the obstruction light. The 22 foot tawst be outside the safety zone
andawayfrom flight paths.



Heliport Identification Beacon.
Locatedwithin 1/4 nauticalmile of theheliport,three500watt sealecheamlightsrotateat10to 15rpm
to produce30 to 45fpm in white, greenandyellow. Notrequiredon lightedairports.

Landing Direction Lights.
Toidentify alignmentof theapproactroute,aline of five lights with omni directionalAmberlensesare
spacedt15ft (4.5m)intervals.

Floodlights.
Mountedon buildingsor poles elevatedloodlightsshouldilluminateall of theoperationahreaand
shouldbe hoodedo preventupwardglarethatwould hinderthevision of approachingpilots.

Taxiway Lights.
Taxiway centre lines are defined withdirectional or unidirectional green lights spaced at 50 feet (15
m) intervals. Bludights setatthe sameintervalsareusedto definethe edgesf anunpavedaxi route.

Obstruction Lights.
Objectsexceeding heightof 200feet(61 m) abovethe groundandwithin onenauticalmile of the
airportshallbemarkedwith ared obstructionight.

Visual Glide Path Indicator.

Theheliportapproactpathindicator (CHAPI)providespilots with visualcourseanddescentues.The
optimum location of a CHAPI is on the extended centre line of the approach path at a distance that
bringsthe helicopterto ahover3to 8feet(0.9to 2.5 m)abovethe TLOF centre.

MINIMAL REQUIREMENTS

|

A== =

=[e

TLOF

L =

2 Salaly " Lona o

Flgure 4



A minimally equipped privat@ise heliport must include eight perimeter lights and a wind indicator. The
plan at above shows an economical installation often found at remote operations or on any site where only
smallhelicopterdouchdownandspacds limited.

w8 perimeter light fixtures with elevatedixtureswith Amberlens.

w1 Windconewith 4windconeillumination lamps (120volt, PAR 38, white) and
1lwindcone obstruction lamp (116volt red).



Prostitution

Monitor soliciting in the public areasof the hotel.

Monitor singlemen/womarwho enterthe Hotelandappeato haveno otherpurposebuttoloiter in
thelobby and coffeshop oraround theelevatorarea.

Approaching and establishreasonfor visit and offering assistance.

If finding a person/s on the hotel property and they cannot clarify the reason for being there, request
the person/s taccompanyou to thesecurity officein order tointerviewthe concernegerson.
Ensurethatthereare?2 interviewersat alltimesduringtheinterview. (If afemalepersoris being

escorted to the security office, ensure that a FemaleSecurity Associate or a female employee is
present. Once the person in question has been identified, escort him / her from the property and
advisehim/her notto return.

NOTE:

It is vital thata copyof thepersons IDwith photois keptonfile. Seekthe original passport

In countries where prostitution is legal or accepted it goes without saying that the Park Hyatt Hotel
Management policies must be governed by discretion. If discrete control is observed there can be little
harm ordamageo the hotelandthe security ofthe guestaind staffis notlikely to bejeopardized.
However,managememnmnustalsoconsidettheeffectthattheeffect onthemageonthe hotel if it becomes
knownasa hotelfrequentedy prostitutes

3.

5.

The useof the hotel facilities by known pimps.

Pimps and Prostitutes should not be allowed to solicit guests in the lobby, Bars, Restaurantsor other
ublicareas othehotel. Follow thesame proceduras in Par&. Those thaendeavoto dososhould
eevicted fromthe hotelandadvisedhotto return.

Calling Police

If theypersistin returningto the hotelthentheassistancef thelocal authoritieswill havetobe
sought.

Accesgo guestfloors

Known Prostitutesmustnotbeallowedto guestfloors.

If suchpersonsarefoundonfloors, the SecurityOfficer will immediatelycall for backup andtakethe
persorto the security office ImplementPara2.



Guestsentering with prostitutes

Prostitutesvho areescortednto the hotel by a registerechotel guestshouldbe stoppedaccording
tothelocal law andHotel Managers pollcy}(hefo lowing course®f action aresuggested:
Theg u e samészndroomnumbemustbenotedandloggedand nofurtheractiontaken.

Guestsfailing to adhereto establishedlocal laws.

Should you find that the guest is refusing to cooperate by giving all details, bein? a original passport
of his guest to reception, it rsube explained that it is the Law of the country thatall persons are
registeredor thefollowing reason*

9 Civil defensein caseof anemergency.
9 LocalPoliceAuthorities.

Prostitutes Residentin the Hotel.

If a known prostitute registers (checks in) to the hotel she should not be permitted to useti®e hotel

her base (i.e., customers should not visit her in her room) and neither shouldshe be permitted to
solicit hotelguests?

If it is found thathe/she is camitting the above, it must be brought to the attention of the GSM /
Security Manager / DOR. The decision will be made to have such a person evicted by senior
management

Recording details of all incidents.

Makeadetailedreportof theresultsandhandreportto Serviceleaderi security.



MoneyEscort

- Escort money of large amounts to a bank or lock up facilityReceive the call from the Gene@édshier
requesting that moneys are ready to be escorted to X location, Ensure the safety of prblo¢ety in

- Assign a Security Officer for the task Security Team Leader will assign the Patrollivificerto escort
the castbearer.

- Carry a two way radio: Make sure that equipment carried by security guard (radio, etc.) is in good
workingorder.SeeSOP 8(Radio procedures).

- Arrange a vehicle: Contact transport department and request that the vehicle should made ready as the
person escorting will leave within 1015 minutes, This is a task that can be scheduled monthly as it may
beapermanentask

- Meet GeneralCashier in his/her location:EscorttheGeneralCashier to the car that has beseranged.

- Arrange for back up: The Team Leader will ensure that the Control room operator monitors the
movemenuntil the party hasacatedhebuilding.

- Approach the vehicle to be used with cautionObserve any persons standing in the area and try to
anticipate their next movemensnsure that the person who is doing the escort stays between the General
Cashier and the suspected perpetrdtoey may be waiting for the escort or they may simply bafanmer
thatmay bewaiting at anothelocation.



- Get into the car after the general Cashier has enteredEnsure that the key for the ignition is reddy
immediate insertion and starting the car to move from the starting location ASAP. Delaying and time
consumption in this location could be a chancestaneone to approach the vehicle for whatever reason it
may be.

- Observe suspicious behaviorWhile escorting the bank run, do not stop the vehicle and open the
window. Monitor vehicles that may be following.

- Avoid taking the same road:During the escort, the personnel concerned must not be deterred by any
other issue. Persons trying to stop you for directions may be a distraction with illegal intentions. Taking

the same road will set a routine pattern that will make it easy for pegusttatstudy and plan an assault
on theescort.

- Attack on the escort: Avoid stopping in quiet areas. If possible, drive to the nearest safe haven being a
Police station, crowded area, hospital or even back to the Hotel. Criminals avoid being idengfied o
operatingin busy areas.

- IF FORCED TOSTOPPED: Do notresistensureown safety Handmoneyoverto attackersCooperate
fully with no resistanceCounteractingmaybefatal. Moneycan bereplaced, yow an 6 t !

- Try to make note of s u s p @esaridtian: Try to get descriptionson the suspectdor later
identificationby LocalPolice. Notehe following:

SuspectsHow many?
Height
Body build

Colourhair



Race
Nationality
Clothing

And any other marks on his/herbody (Tattoos,scars,limbs missing, limps) that could helpidentify
thesuspect.

Vehicle:

Colour

Make & model
Registratiomumber

Any distinctivedamagemarks

- Reroute to the nearest police station and reportOn the way to the police station, contact Sesurity
Manager on his mobile and advise of the incident. Once you get to the police station advidgdaltbem
situationandimmediately Wait atthe police statiomntil the SecurityManagerarrives.

- Trouble free escort:Finish escort and return to Hotel, the Security Officer must notify the Caoatrol
and advice of situation and return the mobile telephone to the control room operator. Nptssible
incidents or areas of concern during the escort in order fortiee afficers to be aware pbssiblethreats
in thearea.

- Deviatefrom time to time: Insteadof usingahotelcar,makeuseof ataxifrom time to timeasto
avoidsettinga pattern Follow thesame procedurasabove.

Generaltips:

_ Neverusethesameexit



Deviateroutes

Know thelocationsof yoursafe havens

No the locations of your destiny and alternative routes.

Try to avoidattractingattentionto theescortmovement

D o nn@akeit knownto every oneof theexacttimesof departures.

Alternatedeparturdgimes
Takeevasiveactionsonly if safeto youandothers.

How describethe suspectedases

HAIR
Color, Texture, style, gror ming,
length, possibly dyed or g

HAT
Color, style (cap, fedora,
hood), ornaments (feathers, etc.)

EYES

Color, shape (slant, rounu, clear or

bicadshot, syelashes, ayebrows, SHIRT

(heavy or light) Color, design
COMPLEXION Shumien; colley
Caolor, pores, pocku::l, m.( COATS

razor rash, bumps, shave (clean,

Style and color, suit coat,
sexw' or unshaven) Iackat 3 & cueront
Male or Female
AGE ACCESSORIES
(Estimate Sweatser, scarf,

HEIGHT ) necktie
In comparison with your own
height, ete. ‘ 4
WEIGHT f EWELRY
—~ Rings, watch, bracelet,
(Estimate) tle clasp
BUILD L
Fat, husky, slim, muscu &\ |
‘ ' TROUSERS
COLOR
¢/ Color, style (regular,
Caucaslan, Black, Asian,
Hispanic, etc. National origin o
where possible
i - \ SOCKS
CULIARITI Color, pattern, length
Marks, scare, deformitles:
mustache, goatee or beard;
make-up; voiee (pitch, 1 3ne, SHOES
rasp, lisp); speech (educated Color, style (oxfords,
uneducsted, slangy, accent); loafers, boots)
galt (dow: fast, llmp) GENERAL APPEARANCE

Neat, well-groomed, or sloppy;
ODDITIES
Ciothing too large or too Sl oF iR, o%c.

small, odd colors, patchwork

ha




The conceptof occupationalsafetyand health

Occupational Safety and Health is defined as the science that deals with the preservation of human health,
safety, and providing a safe working environments free of the causes of accidents or injuries or
occupational diseases, or in other words, is afggtoocedures and rulesand regulations in a legislative
framework aimed at preserving the rights of the risk of injury, and keep the property from the risk of
damageandloss.

And the intervention of occupational health and safety in all areas of life,wdare dealingwith

electricity or electrical household appliances are indispensable to follow the safety rules and assets, and
whenyou drive a caror evenwalk in the streetswe needto follow the rulesandprinciples ofsafety,

and selfevident that whin the factories and the various places of work and in educational facilities, we
need to safety rules, but we can say that when taking medications for treatment or food for the growth of
our bodies, we need to follothe safetyrules.
ThegenerabbjectiveghatOccupationabafetyandHealthseekgo achieve:-

1. Protecthehumanelemenif therisk of injuries causedy thework environmenby
preventingheirexposurdo accidentsinjuriesandoccupationatiiseases.

2. Keep the elements of the physical element of installations and the content of the equipmentfrom
damageandloss asaresultof accidents.

3. Providingthe requirement®f occupationakafetyandhealthof all, its implementatiorandtoensure
theprovision ofa securenvironmentheck riskprevention ohuman anghysicalelements.

Sentences to say that the Occupational Safety and Health designed as a way of science to the safety and
peace of mind is installed in the hearts of workers when performing thieis dadreduce anxiety

attacks and panic that underlings who are living by virtue of the necessities of life with tools, materials
and machines lies between them the danger that threatens their lives and under conditions unsafe their
lives betweerandanothettimeto the dangersf heavy.

In orderto materializethe goalsmentionedoy the formerto betheavailability of thefollowingcomponents:

1. Properandmeaningfukechnicalplanningfor thefoundationsof preventionin enterprises.

2. Stemmingrom the needto implementthis technicalplanninglegislation.

3. Implementatiorof the building onthesoundscientificbasis.

What are the fires?

Fires usually start on a small scale because most of them arise from underestimated sparks, because of
thenegligencdo follow thefire preventionmethodshut quickly spread ifyou donottaketheinitiative
extinctionleavinglossesandtherisk of serioudife andproperty, funds,



facilities, due to the presence of large amounts of flammable materials in all What surrounds usof things,
and in different presence and the surrounding environment Us locations in the houseand the street, school,
university and in the workplace and ing#a picnic and recreation and other sites, and that if it has the

rest of the fire elements to have caused us and property heavytoll costs. So we must take preventive
measures from the dangers of fires to prevent their occurrence and the eliminaticawusets and to

achievethe possibility of controlin caseit breaks angut outassoonaspossibleandwith minimallosses.

The percentageof burns and an area of: -

Ranging burns own body proportions for burns right thigh 18%, and burns to the left thigh 18%,and burns
to the left of Agriculture 9%, and burns the back of 18%, and burns abdominal 18%, and burns to the head
andneck10%.

Combustionprocess(ignition theory): -

Are those chemical phenomena that occur as a result of the Union Article flaming air O2 factorof the
impact of a certain temperature for each of the articles, and vary this temperature for each substance
called(ignition point), andis clearfrom thisthatin order forafire happensnusthavethreecomponents

of fuel andheatandoxygen,a so-calledtriangleof ignition: -

1. fuel: Therearein solidform suchas(Wood.Papercloth............. etc.)andthe caseof liquid and

semtiliquid (suchasall typesof greaseoil, gasolinealcohol............ etc)andthesituationsuchas gas
(gasAlbotan.alastellnalmithanLA K).

2. Temperatureanytemperaturéo achievethe necessargegreeof ignition andsource(sparks

flames friction, sunlight,chemicalreactionsetc....................... ).

3. Oxygen:oxygenavailablein theair by theair (19-21%).

However, recent studies have indicated that there are four overlapping factors for the occurrence of fire,
notthree andthesefactorsare(thefuel - heat- oxygen- chainreaction).

How to heattransfer: -

Objectsexchangdneatwith its surroundingsthat is,thetemperaturén the usualconditionsarenot fixed,
meaninghat heats transferredrom the hotbodyto body inwhich at leastaboutthetemperatureandit
happensn oneof thefollowing means:-

1. touching- Plug: - heat transfer by conduction is direct touching or through a connector, suchas occurs
in the case of touching the hand hot pot as heat is transferred from the vessel to the hand through Mosul
anddifferentmetalsin the degreeof their ability to connectsomeof themaregood conductoof heatand

some other nogonductive heat, and the heat is transferred inliquids and gases change depending on the
densityandtemperaturehange.

2. convectioncurrents: heatis transferredn liquids andgaseglueto the changén densitydepending
onthetemperaturehangeasit movesby convectioncurrentsaremovingfrom



bottom to top and can be observed temperature pregnancy transmission as in the network he#mailding
hearths, furnacesnd heaters and the spread of fire in the fires of buildings from water piges/éréo
theupperfloors.

3. Radiation:- thermal radiation absorbed some objects others black or dark the objects absorblarger than
theshinyobjectsor polishedsurfaceBuragheatandreflected andtheheattransferinthe airin the form of

waves of thermal radiation light and air does not absorb the heat but rather transmitted from its source to
that collide with an object If dimmed absorbed by #raperature rises, but if the shiny or polished

surfaceijt reflectsheatinto theair.

Fire-fighting methods(Fire Theory): -

Fire extinguishers theory depends on the extent of contemporary with one or more of the previous three
factorsmentionedoy theupdatedire, anyfire thattheorydepend®n breakingthegnition triangleremove

oneor all of the ribsandtheribs sothe fireoperationsare subjecto thethreemethods are.

First: coolingthefire: -

It is intended to reduce the temperature ofrtiagerial burning, using water which are thrownon the fire
and relies this means mainly on the ability of water absorption of heat Article flaming the fire, and find
water when it is used for cooling purposes two types of changes it its temperaturetiligagaches its
boiling point and its transformation steam rises to the surface of the fire, and serve to mute the flames
decreas¢he oxygenratio of air operations.

Secondchokethe fire:-

Thefire coveredhethrottlebarrier preventacces®f air andoxygento thefollowing means:
wclosetheventilation slotsandports,thefire placeto reducetheproportion of oxygein theairto the
percentagéhatdo not permitthe continuation ofgnition.

wCoverArticle flaming chemicalFoams.

wreplacingoxygenwith watervaporor carbondioxide or dry chemicalpowdersor vapors

halogens.

wFire can separate the flame from the burning material and fire extinguishers by blasting fireplace
usingexplosivesCaldinametthis methodis usuallyusedto extinguishoil well fires. Third: to starve

thefire: -

It is to starvethefire by reducingtheamountof flammablematerialsin the followingways:-

wthetransferof goodsandmaterialsavailableplacethefire awayfrom theinfluenceof heatandlame

such as the withdrawal of flammable liquids from tanks located by the fire, or the transport of goods
from inside the warehouses at risk of fire, temperature, or remove plantsand trees agricultural land to
stopthefire and itsspreadnto force.



wremoval of flaming fire and removed material away from the neighborhoods flammable riskof heat
andflame suchasthe withdrawalof cottonbalesflaming fire from insidethe storage placé another
placedoes nodisplay theneighborhoodsf thedangers.

wclosethevalvesof flammablegases.

wsplittheburningmaterialinto smallpartscanbe setsmallfires to becomeuncontrollable,suchs

roads for wood burning to fragment into small pieces or particles of water surface blending
flammableliquids.

Causesof fires: -

Of themostimportant reasonthatleadto the occurrencef fires andparticularlyin theindustriakites as
follows: -

1. Ignoranceandindifferenceandneglectandvandalism.

2. Storagebadanddangerousnaterialsflammableor explosive.

3. Saturationworkplacevapors gasesanddustflammablein the presenc®f poorventilation.

4. Occurrencef sparksor abnormatisein temperatur@saresultof friction in mechanicalparts.
5. Electricalmalfunctionsor the presencef easyflammablematerialsneartheelectricaldevices
areusedfor heating purposes.

6. Tamperingandcampfirenearthedangerouplacesor goodfaith or discardedtigarettes.

7. Leavethetrashandwasteflammablemanufacturingareaandthatself-ignite the presencefheat.
8. Thepresencef liquid wasteoils andflammableflooring manufacturingrea.

CLASSIFICATION OF FIRE

a.Fireclassificatioraccordingo type(Fire Classificationby Type): -

Firesareclassified bytypeinto fires by items(A) and(B) and(C) andthatmeanghe carborfiresin the
order(A) andfires flamingliquid substances (Bindfires, electricityandminerals.

Thefirst typefires CLASS(A) FIRES:-

Namely that arise in solids often be of the nature of the organic (carbon compounds) such as paper, wood,
fabrics and other plant fibers which are usually burned in the form of embers glowing, and characterized

in that the majority of these materials porous and easy to have to absorb water affecting the cooled from
theinsidesoit is mostsuitablemeango extinguishthistypeof fire water.

FiresTypell CLASS(B) FIRES:-
It fires thatoccurwith fluid or magmaflammableln orderto determinghemostappropriatemateriat®
extinguishthesefires canbe divided anyflammable liquidsof two types:-




wLiquidssolublein wateror mixing.

wLiquidsinsolublewith water.

In light of this candeterminehe appropriatanediatorfirefighter quality andincludes watersprinklersr
foamor vaporshalogensor carbondioxideor dry chemicapowder.

FiresTypelll CLASS(C) FIRES:-

It fires of flammable gases; including liquefied petroleum gases and Kalproban Albiotat used chemical
foam and dry powder to face the fires of gases in the event of liquidity when releasedon the ground are
alsousedsprinklers watefor coolinggas canisters.

FiresTypelV CLASS(D) FIRES:-

It fires that occur in minerals, and water used to ineffective, and that their use has a risk, as wellas when
the use of carbon dioxide, or dry chemical powder to bicarbonate and is typically used graphite or talcum
or dry sandpowder ormthertypes ofdry chemicalpowderto extinguishpowder Thigype of fire.

B. Fire classificationby sizeFire ClassificatiorBy Size:-

To determinghesizeof thefirestakeninto accounthefollowing points:

1. massivdire callsfor usetwentyor morelaunchers.

2. A majorfire is used from ningo nineteerlaunchers.

3. Fire Averagecallsfor useof threeto eightshells.

4. Smallfire callsfor usethrowerQazvinor threeor morelinesof ambulances.

5. Simplefire callsfor useof theline or thepace ofamortization othe useof hand
extinguishers.

Risksfrom fires: -

1. Risk Profile:- (danger to individuals), the risks that endanger the lives of individuals for injuries,
whichrequirethe provisionof measure$o survivethedangersvhenthefire occurred.

2. destructivedanger:- intendeddangerdestructivas whathappengrom the destruction obuildings

and constructions as a result of fire and vary the intensity of this destruction, depending on what is in the
building itself are subject to the spread of materials, danger resulting in the provision for storage building
is not expected in the case of buildings used as offices or housing, This is in addition to that allocated for
aparticular purposeuildings differendegreesf fire effectasaresultof manyfactorsincludingthetype

of material in themand their vulrebility to the combustion and the method of distribution in inside the
building as well as economic value. All of this means that the amount and nature of the building
components are that control the severity of the fire and its continuation, and thetokeseffect of

which results.



3. Danger - (danger to the neighborhood), the risks to nearby locations to place the-foallsd

external danger, does not require that there be a direct connection between the fire andthe building at risk.
This arises as a result of this dangerous habit exposure to combustible materials that make up or it
contains the building to the outside heat and flame of fire. Therefore When planning to create a station to
refuel it pasture when they are created tonb& morresidential area or shall be residential buildings

within a certain distance where presumably these buildings suffered a great danger in the event that the
fire occurredwhatthisstationandthis is the secalled dangeeffected.

Symptomsof burns:-

Symptoms resulting from the fire on the degree burns and an area of stop, and burns are theabdomen
and the chest and the head of a more serious burns Parties usually produces deathfrom burns, which
affectsmorethan athird of the surfacef the body.

Generabymptoms:

1. neurological trauma which is about the slow breathidizziness nauseacooler Partiespallor -
copioussweat- Dafh- rapidpulseandlow bloodpressureandbodytemperature.

2. Bloody shockresultaninsufficientsupplyof bloodto the braindueto the wideningof bloodvesselin

the abdomen, causisg severe drop in blood pressure and helps the shock loss of a large arbimott of
plasman theburn.

Fire-fighting equipmentand devices:

Fire extinguishingequipmentandMobile: -

Hand tools are mobile "preliminary control”, which is used to fight the fire in the first stages bythe
ordinary people who are in the building, and must be amortized manual matching the standard
specificationsandapprovedy thecompetentuthorities,divided typesextinguisherhantb: -

1. Pressurizeavaterextinguishei(A): -

It is acylinder packedvith waterunderinert gagpressureysedfor fire wood,leaves fabric andplastic

fires, watch out .. cannot use this type of extinguishingcds\iires and electricalequipment related to
electric current neighborhood or fires, oil, grease, or metal, and extinguisher water works to reduce the
degreeof heatflaming material.

2. Carbondioxideextinguishe(BC): -

It is a steel cylinder containing the second carbon gas that is compressed to the point of liquefaction
oxide, it is used to extinguish fires, oil, grease, dyes and electricity fires and flammable liquids. And
workscarbondioxideto suffocatetheflameand coolingtemperature, kickeff temperaturéminus76),
amortizedwveakinfluencein the outdoors Dissipaten thewind, andissueda strongvoicewhen inuse



3. Extinguisher foam (B): It is a cylinder packed with water and organic materials produce foam(foam)

is used to extinguish fires at amortized oils, oil and grease,-dyatch out- cannot beamortized with

the use of electrical equipment fires related &ztic current neighborhood. Working on the surface of

the materialisolatedfrom oxygenandcoolingwaterto containit.

1. Dry chemicalpowderextinguishe(D): -

A cylinder packed powder dry chemical, used to extinguish the alcohol and oil dyes and flemmab
materials, fires metals (magnesiusodium- potassium), working to isolate theburning material

surface.

2. Halonextinguishe(fumesfluids quenched):

Do not prefer to use this type because the toxic fumes resulting from it and affect its useusaartic

in enclosedspacesBecausat is onthe baseof chlorine,fluorine, bromineandalltoxic gasesandaffect
theozonelayer. Although itis off good for alltypesof fires.

3. Fireblanket:-

It useshecoverof fire (fire blanket)in thekitchensarepulledtheblanketfrom insidethe boxandopen

it completelyandcoverfire to prevenioxygen.

Fixedfire extinguishingequipmen{automatic) -

Is producing water fire extinguishing systems or other means of fire that are commensurate with the type
of atcombustible materials (carbon dioxide CO2, for example), automatically operates on the fire as soon
as it erupted and her actor influence in the protection of the site ofthe fire and its evolution and spread of
interaction. Producing water fire exginishing systems and is working to launch quantities of spray water
to spread over the burning material is working to reduce the temperature to below the ignition
temperature, and other fire extinguishing systems and working on the rules of strangtdatiog,and

spoil the atmosphere of ignition. Possible installation ofgn@ducing water systems in all sites that are

not affected by water, they control the fire quickly and effectively, and a major influence in reducing the
degree of fire smoke andxic gases emitted from the impact of the concentrationof emitted water vapor,
andwaterspray fire.

Reels amortization:- are the means used to extinguish fires-agpe | and is working to reduce the

base temperature of the burning material. Extinguishing materials are used in the water and prevents the
useof electrical appliance® combatfires. And it is foundin mostbuildingsandfacilities, whichis one

of themaintasksof preventionandequipmenin differentlocations.

How to usefire extinguishershand: -
Below aresummarizegomeof theinformationrelatedio the processun extinguisher:

1. Whenyou usefire extinguishersnustbe chosemearthe site of thefire sothatthis sitewillbe safe,so
easyretreatwhennecessaryith notrouble,andpreferablysoonaspossiblefrom



doorsor otherexits,andif thefire outsidethebuildingmustbesitefire extinguishersigherlevelof

wind.

2. Reducingaller persorwhen hidfight againsthefire of usefulmeango avoidtherisk of fireand
smoketemperaturealsoeasier for hinto getcloseto thefire site

3. You mustmakesurecompletelyextinguishthefire beforeleavingthe site sothatfires arenot

expectedo returnagain.

How to use extinguishers watetthrough the correction escaping from the amortized down the flames
sites, being a change of direction in all space smoldering fire, and take into account the immersion of hot
water portions after doing turning off therfla Fire In case of fire, whichspread in the direction
perpendiculamustfight againsiower portionsthento trend higher.

How to usefoam extinguisher: -

In the case of a burning liquid inside the container directing the foam to the inner wall of the vessel
above the liquid level taken into account so that the foam that is made up and spread over the surface of
the liquid and when this is not possible sipiossible that the foam highestreceived fire site so that they

can fall above the liquid surface where settle down and be a cohesive layer and shall not direct the foam
directly on the surface of the liquid because it makes foam hurtling down the bliginidgsurface

where you lose a lot of their properties affecting This is in addition to the possibility of splashing liquid
flared outsidehe pot.

How to usedry powderextinguisherandcarbondioxide fumesandfrozenliquids: -

In the event of fires easters containing liquids flammable or when spilled this liquid over the floor
directing amortized into account (the powder Gdiexide carborvapor fluid quenched)towards the

nearest side of the fire and then a quick sweep conducted in the diredtiaef party and returned

this movement even is amortized The fire, but if the fire was in a liquid falling from a high level should
be directed at amortized to the bottom point and then moved quickly to the top of 0, and when the fire
with electricalsygemsoccurrenceventamortizedn a straightdirectionof thefire hand,whensupplies
electricity to be closed within the device Vtsob amortized in the direction of the holes in body casing so
thatit cancomeintoforceto theinside.

How to use the fire blanketconstipation fire blanket be near the upper end surface of the material is
flaming andmovetheblanketfrom the upperandcautiouslyto coverthebodyortheburningvessel.

CareFire extinguisher:

We mustknowthefire extinguishecomponentspamely:-

Body amortizedcost:- is ametallicbodythat haghe extinguishingagents.

Khartoum:- is the partthatpasseshroughthe fireof thebodyof materialto the nozzleamortized
ejaculation(Theremay notDCP hosein small sizes).



Safetypin - is ametalring for installingthe operatingarm,anddedicatedo the preventionoffire
startingmaterialsas aresultof amistakeontheoperating arnpressure.

Pregnancyandle:- it is a hardmetalpartwhichis usedo carrytheamortized cost.

Operatingarm: - is movingthe metalpartof pregnancywhichis abovethe handle whichisrun
amortizedool and launchmaterialsto extinguish.

Pressuréndicator:- is the partthatshowsthe validity of amortizedcost(notethe presencefpressure
indicator in all standard DCP except carbon dioxide extinguisher that tests their validity by weight or
maintenance).

Fire Alarm & DetectionSystems

A. Thepurposeof thefire detectiorandalarmsystems:

The main purpose of these systems is the speed of response to the fire, and then convert these early
response to the audio and visual signal to alert the individual or individuals in the building,place or relief
center or amortization group that there \adge in its early stages, the human is the greatest fire detector

on the face of the earth God has given to the senses of auditory-sensbs smell- taste- vision as

well as the mind. It senses a group that cannot be met inany detector, bahtimeparpetual motion and

may not coincide presence in the scene of the fire or be sick or asleep or in a state of mind does not allow
him to reveal the fire, and of course cannot reagents Fire discrimination fire or assess the reason severity,
and therefre maycause false alarms for these reagents to some of the problems which in fact does not
reflect theerror detection, but may return to the selection of the types-appoopriate reagents or the
distribution of random for them without this study hagiv agreed that the reference audio detector fire

must be higher than the sound level prevailing in the region by 5 dB in addition to the need that these
reagents be designed according to the international standard standards and tested under the sxipervisio
well-knowntestlabs.

B. Stageof thefire: - Most of thefires gothroughfour distinctstagesare:

WA PRELMINARY STAGE
WSMOKING STAGE
WFLAME STAGE

WHEAT STAGE

Primary:- without this stage to watch the smoke or flame until sensation, but what is happening at this
stage is to generate the amount of combustion particles result of a process ofchemical analysis, which
haveobjectsthesizeandweightbutdifficult to seewith thenakedeyeforthe small sizeof thefinite has

been growing rapidly this stage or slowly over a period of time may not exceed a few minutes and
ionizationdetectorgespondo thisstage.



Stage smoke: With the continuation of the fire development is increasing the amount of combustion
particlesto theextentthatthevision canbethe nakedeye,a so-calledin this case(thesmoke), but even

this stagedoesnot noticeany flameor heat, ad respondPV reagentdor this stage.

Flame stage: with the fire development and growth of more and more up to the ignition pointand the
appearancef theflame Atthis stagancreasingly escalating fumasd sensation, and responditdrared
reagents fothis stage.

Heat stage at this stage is made up a large amount of heat and flame, smoke and toxic gases, and
characterizethis stagevery rapidevolution,which doesnot takemorethanafew secondsawell asthe
transmission of flame staged converts it into heat stage is usually very quickly, and respond reagents
temperaturdor this stage.

C * - warning systems: the detection and warning systems to control the fire and is divided intotwo
systems:

1. System Conventionat:it is a system tat depends on the reagents and related to each otheron a
specific area set an ultimatum given to this region through which the security man moves in this area and
discoveredhefire place.

2. Addressablé&System= is a systenthatdepend®nthereagentandrelatedto eachotherintheregion

set to take the names of places where Detector numbers so that when the fire appears on the control
panel shows Release No. Detector and the name of the region and an hour of fire and it depends These
systemsOn:

(A)ControlPanel:-

wThecontrolof the systemandfedthe necessargffortsandmonitor his work, whereup tothealarm

of the detectorandarerunningthe bellsandAlsoerinandBulbs statement.

w* givenanaudioandopticalalarmwhenthefire occurswith determiningoccurrence area.

w* working with electricity for the city (220 V 50 Hz) and equipped with backup batteries operate
automaticallyin caseof powerfailure andshippingdevicethatchargethe batterieswheithe power

returns.

w* with the possibility of seltest and are giving voice alarm signal in the event of a malfunction in the
painting or in any part of the system components, or in the case of a poweroutage or disconnect the
batteries.

w* with thekeyto give thegeneral alan to evacuatehesite.

w* with arangeof EvacuatedRplhiat" soasto turn off theair conditioningandseparatepower

supply.

(B)reagentsombustiorproducts:-

Reagentproductdncludecombustiordevicescalledgroupreagents-ire Fire Detectionhasbeen

running this system reagents designed to operate at its reveal one of the four main products of
combustionpamely:



1- lonizedGasedDetectors+

The phenomenon of fire is is what is happening from the ionization of particles when subjected to the
combustion of these patrticles dysfunctional balance in the electron which makes them tend to steal
electrons from other molecules, used reagents ionized gases of this phenomenon in the operation of this
type of reagents, and there in the detector sensor room with a small hole for air entry located in the room
or place to be protected. There is nextwtoom slot inside a small amount of radioactive material

works to ionize air room Detector There is also inside the detector also two plates power plants, one
positively charged and the other negative,and no negative plate closer to the source mfattvead

material distance, and works patrticles ionized by the radioactive material to liberate an electron travels to
thepositive platecausingstreanflow passes betwedhe plates oranongoing basis.

When a fire and the entry of fire products ionibgdhe fire inside the detector chamber,where it is
dysfunctional balance (ie you need to electrons) is working to capture electronspedestrians between the
plates(which areworking on the current flow),leadingto the suspensionf the current flowingand the

launch ofwarning.

2 - Smoke Detectors:smoke detectors are manufactured using the Photoelectric cell coupledwith a

given light source. This cell is a flat disk turns the spotlight it to an electric current. This cell is used to
detectsmokein two ways:

WFirst:the useof beam.

wSeconddependingntheresistanc@eamRefractoryanddispersed.

Dependent beam method by shining a beam of light across the area to protect it until it reacheswithin the
PV cell, and as this cell is transforming this beararn electric current on a permanent basis (as long as
Msult the beam) and uses this power to hold the key to open the circle, and when the smoke intercept the
light beampaththe power supplhystopsJeadingto theclosureof the circuit andhelaunch ofwarning.

Dependent resistance beam on the use of photovoltaic cell in reverse mode, where the passage of a beam
of light inside a small room so they do not shed or collide cell optical, and therefore there will be no
electriccurrent as resultthecircuit in this typekey s electronicandremainsopenaslong asthereis no

there is a flow of electrical current, and when the smoke entry into the room working to disperse the light
beam and dispersed at random, leading to the fall of part of thdoégim scattered on the photovoltaic

cell andtransformed int@n electric current close tiedectronickey andthe alarm.

3. Heat Detectors The heat produced abundant for combustion that are exposed certain devices using the
three primary principles of the physics of heat: working temperature on the stretch material, and the heat
is working ontherefractorymaterials andalsowhich can detect



propertief thermoelectridhot metal,andthereforetherethreesetsof devicesheseprincipleareused
in afire detectiondevices:

wFixedtemperature.

wTemperaturgiserate.

WA mixtureof fixed temperature vateof temperatureise.

wLight Detectors

FixedtemperatureFixed Temperaturé®etectorsaaredesignedixed temperaturéo operateatacertain
temperature.

The first type - to the point fixed double metal heat and uses it Miners or Spartan each metal oralloy of
them coefficient of expansion different from the other when heated, and the formationof mindials in t
slices united with each other to form a single chip, and allows the influence of heat spillover of metal with
a larger expansion coefficient that It expands more quickly, leading to curvature of the slide toward the
side of the metal with a coefficieaf expansion least then calculate the amount of curvature and the
difference in expansion between metals ata specific temperature, are yet to know the amount of curvature
of the metal and the difference in the stretch put double slide inside the ro@ut{Dea way that allows

Lock Electrical connectors when they reach a certain amount of curvature and the launch of imrning.
second type- this type depends on the principle that most metals are fused when heated Moreover, the
melting point of most ofhte very specific minerals in the sense that the melting point of the solid material
does not change, and use soft metals and alloys (with fusion degree low) for this purpose after they are
modifying thealloy component# orderto achievea specificdegres of melting off afterthewarning.

Type lll:_ - This type depends on the expansion of solvents heat, which expands the solvent and begins to
evaporation when exposed to heat, leading to increased vapor pressure and is placedsolvent inside the
bottle glass unbreakable designed to crushed when a certain pressure is solvent vapor which has been
breaking the glass pressure calibration At the same moment alsorecords the temperature at which then led
pressureo crushtheglass sdhat it candetermine thedegreeof the specificheatto breaktheglass.Thisis

then placed inside the bottle detectiondevice for separating the connectors and break the glass at the close
circle Conductors are sentwarning. And it can be relied to a large extent ontbe ofefixed heat
detectorsbutflawedbytheverylow sensitivity,andmostof thesetypesof reagentsnust bereplacedafter
thedetectionof thefire.

Rate Of RiseDetectors



Reagents rise rate depends on the properties of expansion of the heat and the main exception,
thermoelectric detector rate rise. Most of the reagents used to rise a small room filled with air rate bottom
is made of a thin, flexible metal membrane She kn@magents thermal rise rate Pneumatic Rise Rate Of.
When air expands inside the room by force in the membrane pushes the outer direction and when the rush
of themembraneo a predeterminedevel, it forceda setof electricalconductorsor circuit openlock This

changdn poweris working to senda signaltothe alarmpanel.

Called the first typétopical reagents Spdbetectors'and lookthesereagentsn theform of a

hemisphere and is characterized by calalored copper, and must take into account that in the case

painted inanycolor otherthanthe color of theplantmustbereplacedmmediately asangletectorcoating
affectstheability to senseanddetectheat.

The second type uses a tube extending over the area to protect and working space inside the pipe work
room and connects the tube potted run by a flexible membrane works the same ideaof the previous
membrane. There are also many other types working on thddtans and the same rules previously

referred to.

Reagents set (mixture) the rate of rise and fixed temperature: These work reagents according tothe name,
which was launched on the basis of the rate of temperature rise and the idea of fixedtemperature and this
allowedandallows greatesensitivityof the detector.

Optical Reagents: Light Detectors called optical flame detectors also reagents Flame Déeretaie

two main typeof optical Reagents:

Thefirst reveals theexistinglight in thespectrunof UV Ultraviolet
The secondreveals:theexistinglight in theinfraredspectrunminfrared

Workingreagentso detectultravioletlight electronicallyfor the shortwavesof light thatcannotbe seen

for aneyeandusuallythesewavesareaccompaniedby veryintenseflame.

The problem for this type of reagents that UV rays found in sunlight and welding arcs which affects the
detectogive falsealarms sol preferto usethistypein placeghatdo not affecttheexternal environment.
Infrared detectors operate more efficiently when separated from sources of ignition sources used in
making control large areas of great effectiveness. The reagents are vaorkivglaunch of warning

whenit receivednfrared.

Aid case®f burns:- casttheinjuredonthegroundandcoveredwith blanketso keepwarmand

transportedo the neareshospital.

Obijective treatment: -

1. Statisticsburns:- cleansthewoundwith anantisepticsolutionandcoveredwith oil andFlavin
1000/1000/Tor paraffinsolutionor dye Ganityangpowderor spraydisinfectant.



2. Severeburns:- Do notturnto the substantivieeatmenbnly afterthedemise ohervetraumaandthe
patient is given morphine ampoule covers burn clean towel or sheet and movesquickly to the nearest
hospital.

3. Burns the mouth and pharyrmroduces all the hot drink or eat caustic fluid which is highly
dangerouso theaccompanyingwelling andhroattightnessleading tosuffocationandFirst Aid.
Thepatientis placedin a steantent,thencool compressgdacedonthe neck,andtheneatolive oil or

paraffin oil by mouth, and the patient is given only liquids by mouth or nose or anus,and in the case of
chokingoperateslotin thetrachea.

Safetyeducationalfacilities: -

The sensory environment of the educational facilities include school consirsitéipbuildings, halls

and classrooms, gyms and workshops fields, science laboratories, furniture, equipment and school
supplies. Below are summarized a set of safety rules and procedures ingeneral, and that should be
applied during the construction aaperations of the use of educational facilities to ensure the
availability of safety for its users and maintain the facilitiesand the content of the equipment from
damage or loss. And that given the multiplicity of the risks that might be exposed tasinden
educationafacilities and that thesgsks canbe classifiedinto educational facilities:

Risk physical,andrisk engineeringchemicahazardshealthhazardspersonatisk which affectsstudents
and users of educational facilities from damage as a result of indifference to the application of
occupational safety and health, or lack of awareness of their actions as a result ofthe absence of
awareness programs, fire and risks that may threaterutenss and users of educational facilities life
the risk of loss and damage to property as a result of the absence of safety requirements at the
construction of educational facilities or not equipped with alarms anfighting teams and training in
schmls onhowto actin cases ofire.

Fire protectionandstyle guideto actin theeventof afire: -

Staff must Willem legal actions to be taken for the prevention of fire, as well as how to act when a fire
includes advertising procedures and dangers fi@and the rules of evacuationmeasures and
preliminary control of the fire until the arrival of firefighters specialists and training of all employees to
theseactionsis adutyto make sure of their dutiéis theeventofFire: -

1. Periodicinspectionandtestingat theworkplace: Theeriodicinspectionof all work sitesevenif they
are all rightdesigned buildings and fitted with fire protection-pequisites of themost important work
of the Committee on Occupational Safety and Health and the ingpsfatiadd include the following
cases:



wStorageandprivateor flammablematerialshathelp or flammablematerialshatself-ignitematerials.
wSourceof sparksandotherheatsources.
wWEnsureheavailability andsafetyof fire extinguishersindsuitability for operatiorof devices0

wWEnNsureheimplementatiorof theinstructionsof hygieneandthecollectionanddisposalfexhaust
andotherO

2. Hygieneandthe preventiomf smokingandcarrymatchesandlightersandproperstorage -

wSmokingshouldbebannedccompletelyin theworkplace whichis availableby flammable
materials.

wputup signs(nosmoking)in areasvheresmokingis bannedandtheimplementatiorof these
instructionscarefully supervisorsjisitorsandworkers0

wprohibitscarryingsulfurandlightersin placesvheresmokingis banned.

wDo notstoreflammablematerialan openor glasscontainergdry whatpoured oufromthese
materialsquickly or storednearheatsources Fuedndheaters).

wAlways maintainedhatthereshouldbeany papersor wasteon rooftopsor in gardensoraround
buildings foreaseof usein any sparkouch.

wMakesureyouturn off matcheor cigarettebeforedumpingtheremainsin thedesignatedvessels.

wWastemustbeburnedn specialincineratorsot be donein theopenair, especiallyn thedaysafter
thestormor atleast50 feetfrom buildings.

Becareful.

1. You mustmakesureof thevalidity of thefire extinguishebecausét is theloyal companionto
protectyou from thefire themomentit happens.

2. Watchedndicator atDCP- aswell astheweightof carbondioxide extinguisher.
3. Watchthemaintenancéistorybloggeratamortizedcost.

4. Contactspecializedompanyeverysix monthsto conductpreventivemaintenance ahe
extinguisher.

5. Specializedontactthecompanyimmediatelyto rechargehefire extinguisherfor useandemptied
its packaging.

6. Selectextinguisher®xistingsite haveput hernumberingsystem.

Any persondiscoversa fire must do the following: -
1. To breakglassfire alarmto turnit on.
2. to communicatéemmediatelytheemergencyhonenumberto call thefire brigade.

3. thatthefire is struggling,if possible py usingthenearessuitablefor thetypeof fire
extinguishems follows:-

wConstipatioramortizedoy pregnancyhandlewell.



wDragthe safetyDCP nail.

wFaceamortizednozzleto theflamebase.

wPresghehandleto runamortized.

wMove thefire extinguishingmaterialson basdeft andright

4. To makesurethatwhereit stands doesot constitutethe seriousnessf it andthathe couldescapié
thefire spread.

5. Whenusingthemanualfire extinguishein the outdoostanddownwindto takeinto accountthe
distance ofwo metersto threemetersfrom thefire.

How to behaveif it caughtfire?

1. Do nottry to extinguishthefire, butif it is smallandyou areconfidentthatyou areabletoputit out.
2. If alargefire. Heleft theroomandclosedthe doorbehindyou andfill warningdevice.

3. In the casef athick smokerolling onthe grounds thebestway forthe existencef freshair.

4. Sensaloorhandleandthe apparenmeaningof your hand. Ifit wasnothot, open,andcomeoutwith
caution.

5. If youfind thedoorwhentouchinghot not openit.

6. Removethecurtains anapentheroomfor ventilationandthe expulsionof smoke.

Safetyrequirementso bemetin the preparatiorof thedraft of thefire preventiorfacilities forindustrial
andcommercialadministrativeandschoolsandhomes:

When you start to think about the creation of any building must keep in mind in the first p&tge saf
rulesin this building, which requiresa goodstudyof the natureof the building andgettoknowthe extent

of exposure to the risk of fire, and it requires the study of sundials inside and stages and the properties of
the materials used in terms of severity and the extent of their combustibility and also activity place the
number of workers or residents of the building and the whereabouts and the extent of their exposure to
risk when a fire occurs. In the light of thetudy is the adoption of the recommendations to be
implementedor thepreventiorof fire hazarddollowing thefollowing grounds:-

Recommendations on the pathways Escape. The paths of escape from the vital issues to relate to the
safety and security oivles inside buildings, for the piece should be given adequate attention needs to
determine the number of workers in every part of the building parts and thelight is so decided paths of
deliverancehatarecommensuratwith therisk soasto ensureheexit of employee# the eventof Fire

to find aplacewheresafetyand securityandincludesthefollowingrecommendations:



1. To open the doors to the outside are easy to open and are not allowed to install them so thatcannot be
openedmayberequiredto leavethe doorsopenthroughouthework periodif necessaryif theactivity is

very dangerousundials)

2. Appropriatethresholdsandloungesconductivdaddersor doors.

3. Removethe obstacledo theexits.

4. Clarify the exitsusedsiteswith surroundingKmsaleckescapéhroughthe operdoors.

5. Installationof doorsbreaksandsmokeproof meansof conductivepathsof escapdfromresistance

to fire for half an hour at least materials and remain closed permanently and is working to fill the
holestightly installationof fire resistanglassfor doorsor openings).

6. Stairsandadequacyndrequiresits recommendations.

Recommendationgelating to lighting and electrical equipment: -

1. Decidethecaseof electricalfixtures andfittings andthe extentof compliancewith thetechnical

assets.

2. Giventheimportanceof temporaryconnectiongorced.

3. Scamnplatesfusesto assesits compliancewith thetechnicalassets.

4. Recommendation processing building electrical installations safe anti incidence of thermal radiation
from lamps or other thermal effects the release of the places that contain vapors or gases or dust
flammableor explosive.

5. Recommendatioto providebackuplighting if necessargospecialkitesescapeoutes.

6. Lighting by mobilebatterie{manual).

7. Providesaneasyway to cut powerto the possibility ofeasilyusedwhennecessary.

8. makesureto do periodicmaintenance dhe electricalinstallationsandequipmenbn aregular

basis.

9. Recommendatiolit paintingsillustrationsfor escapeoutes.

With regard to the role of the fire sectorit is basedon: -

1. Studyworking conditionsandthe dangerf fire potentialanddevelopsolutionsneededomeetsuch
conditions removalandproposals.

2. Protectall companysitesfrom the dangersf fire andexplosiongo provideappropriatemeans
amortization foreachsite.

3. Carryout controlandcontrolthefire sitesto preventits spreacandreducdossedy allavailable
means.



Howto handlea drunkenguest

Firstly Approach the guest with caution after observing the situation. Ensure that you have chie# for

up, once both officers are present, attempt to persuade the Guests to leave the area in a tactful and
diplomatic mannerYour actions are tde understanding andupportivetowards the guestAvoid
provokingthesituation.Do notinvolve yourselfin an argument.

To insure that the safety of all guests and staff and also to ensure that guests are not disturb during their
stay.

1. Failing to cooperate/ Aggressivel abusive
It maybe thatthe g u e bethavier is very aggressive and unruly due to hisisiitted state. In thevent

that the guest attempts to destroy property / assault / abuse any other person, it may be neesssaey to

him/her from the area by using minimum force as quickly assipte. This has to be handled in a

tactful/controlled manner. It may not always be possible for staff to control these elements as tieyemay
extreme violentendencies.

2. Subduedand controlled Guest
If the guest cooperates without any aggressiveavieh arrange a taxi for him and instruct the

driver to take him to his residence. It may be required that you contaerhily and requegshem
to collect him.Ensure that you do not allow him to drive as you would be putting ptleeo p | e 6 s
lives at rsk. Guest of this nature are usably harmless, they have no violent tendxceipsor

the abuseof alcohol.

3. Mentally Disturb Person
Follow the sameprocedureasin Para2. It maybenecessaryo involve local Authorities

4. Recordingincident in Security occurrencelog Book.



A reportmustbe madeif any damages uncuredandthe personresponsibleshouldsignwhenhe

is sober. In the case thia is not capable, it may be necessary to involve Local Authorities. This
would be at the discrdion of the SecurityManageror GSM. It is vital thatall damage®ccurred

is recovered from the person being the cause. It is also data proof of previous incidents. This may

lead to future PerserNonrated against such individuals who tend to bring the Hotels name into
disrepute.



How to Write a StandardOperatingProcedure

Three Parts:
Formatting SOP
Writing SOP
Ensuring Success and Accuracy

A Standard Operating Procedure (SOP) is aidwnt consisting of stelpy-step information on how to
execute a task. An existing SOP may need to just be modified and updated, or you may be in a scenario
where you have to write one from scratch. ltsounds daunting, but it's really just a veryewgry,
thoroughchecklist. See Step 1 togee ballrolling.

1. Choose your format.There is no right or wrong way to write an SOP. However, yourcompany
probably has a number of SOPs you can refer to for formatting guidelines, outlining how they prefer it
done.If that's thecase usethe preexisting SOPsisatemplatelf not,you have aew options:

1 A simple steps formathis is for routine procedures that are short, have few possibleoutcomes, and are
fairly to thepoint. Apart from the necessargocumentatiomndsafetyguidelinesjt's really just a
bulletlist of simple sentenceslling thereader whatto do.

f A hierarchical steps formaf his is usually for long proceduresones with more thanten steps,
involving afew decisiondo make clarificationandterminology.Thisis usuallyalist of mainstepsall
with substep# a veryparticularorder.

1 A flowchart formatlf the procedure is more like a map with an almost infinite number ofpossible
outcomes, a flowchart may be your best bats is the format you should opt for when results aren't
alwayspredictable.

2. Consideryour audience.Therearethreemainfactors tatakeinto accounbeforewritingyour
SOP:

f  Your audience's prior knowledgkre they familiar with your organization and itsprocedures?
Do theyknow theterminology? Youtanguage needs match theknowledgeandinvestmenof
thereader.


http://www.wikihow.com/Write-a-Standard-Operating-Procedure
http://www.wikihow.com/Write-a-Standard-Operating-Procedure#Formatting_Your_SOP_sub
http://www.wikihow.com/Write-a-Standard-Operating-Procedure#Writing_Your_SOP_sub
http://www.wikihow.com/Write-a-Standard-Operating-Procedure#Ensuring_Success_and_Accuracy_sub

f Your audience's language abilitids there any chance people who don't speak your language will be
"reading" your SOP? If this is an issue, it's a good idea to include lotsof annotated pictures and
diagrams.

1 The size of your audiendémultiple people at once are reading your SOP @hnglifferent roles), you
should format the document more like a conversation in a play: userl completes an action, followed by
user2, andso onand so forth. Thavay, eachreadercansee howhe orsheis anintegralcogin the welt
oiledmachine.

3. Consider your knowledge.What it boils down to is this: Are you the best person to be writing this?

Do you know what the process entails? How it could go wrong? How to make it safe? If not, you may be
betteroff handingit overto someoneslse.A poorly- written -- or, what'smore,inaccurate- SOPwill not

only reduce productivity and lead toorganizational failures, but it can also be unsafe and have adverse
impactson anything fromyour teanto the environmentlin short,it's notarisk you shouldtake.

T If this is a project you've been assigned that you feel compelled (or obligated) to complete, don't shy
awayfrom askingthosewho completethe procedureon a dailybasigfor help. Conductingnterviews
is anormalpartof any SORcreatingprocess.

4. Decide between a short or londorm SOP. If you're writing or updating an SOP fora group of
individuals that are familiar with protocol, terminology, etc., and just would benefit from a short and
snappySOPthat's mordike a checklistyou couldjustwrite itin shortform.

1 Apartfrom basicpurposeandrelevantinformation(date,author,ID#, etc.),it's reallyjustashortlist of
stepsWhen nodetailsor clarificationareneededthisis thewayto go.

5. Keep your SOP purpose in mindWhat's obvious is that you have a procedure within your
organization that keeps on getting repeated over and over and over. But isthere a specific reason why
this SOP is particularly useful? Does it need to stress safety? Compliance measures? Isrit used fo
trainingor onaday-to-daybasis’Hereareafew reasons whyour SOFs necessaryo the successf
yourteam:

To ensurecompliancestandardaremet

To maximizeproductionrequirements

To ensurehe procedurénasno adversempacton environment
To ensuresafety

To ensureeverythinggoesaccordingo schedule

To preventfailuresin manufacturing
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To beusedastrainingdocument



If youknowwhatyour SOPshouldemphasizeit'll beeasietto structureyour writingaroundthose
points.It's alsoeasierto segjust howimportantyour SOPIis.

Writing SOP
1. Coverthe necessarymaterial. In generaltechnicalSOPswill consistof fourelementsapart
fromthe proceduratself:

Title page Thisincludesl) thetitle of the procedure?) anSOPidentificationnumber,

3) date of issue or revision, 4) the name of the agency/division/branch the SOP appliesto, and 5) the
signatures of those who prepared and approved of the SOP. This can beformatted however you like, as
long as thanformationis clea.

Tableof Contents Thisis only necessarif your SOHs quitelong, allowing for easeofeference. A
simplestandardutlineis whatyou'dfind here.

Quiality Assurance/Quality ControlA procedure is not a good procedure if it cannot be checked. Have

the necessary materials and details provided so the reader can makesure they've obtained the desired
results.This mayor maynotincludeotherdocuments,likgperformancesvaluationrsamples.

ReferenceBe sureto list all citedor significantreferenceslf you referenceotherSOPshesureto

attachthe necessarinformationin theappendix.

Your organizatiormay havedifferentprotocolthanthis. If therearealreadypreexistingSOPgou can

referto, abandorthis structureandadhergo what'salreadyin place.

2. For the procedure itself, make sure you cover the following:

Scopeand applicability . In otherwords,describethe purposeof the processits limits,andhowit's used.
Includestandards, regulatorgquirementsiolesand responsibilitiegndinputsandoutputs.
Methodology and proceduresThe meat of the issuelist all the steps with necessary details,
includingwhatequipmenneededCoversequentiaprocedureanddecisioriactors.Addressthe "what
ifs" and the possiblmterferencesr safetyconsiderations.

Clarification of terminology. Identify acronymsabbreviationsandall phraseshataren'tn
commonparlance.

Health and safetywarnings. To belistedin its own sectionandalongsidehe steps

whereit is anissue.Do notglossover thissection



Equipment and supplies.Completdist of whatis needecandwhen,whereto findequipment,
standardsf equipment, etc.

Cautionsand interferences Basically,atroubleshootingection.Coverwhatcouldgowrong,whatto
look outfor, andwhatmayinterfere withthefinal, ideal product.

Give eachof theseopicstheir own section(usuallydenotedoy numbersor letters)tokeepyour SOP
from being wordyandconfusingandto allow for easyreference.

Thisis by no meansanexhaustivdist; thisis justthetip of the proceduralceberg.Yourorganizatiormay
specifyotheraspectshat require attention.

3. Make your writing concise and easy to readOdds are your audience isn't choosing to read this for
fun. You want to keep it short and cleabtherwise their attention will stray or they'll find the
documenformidableandhardto grasp.In general,keep yowsentenceas shoraspossible.

Here's a badexample Make surethatyou cleanoutall of thedustfrom theair shaftsbeforgou begin
usingthem.

Here's a goodexample Removeall dustfrom air shaftsbeforeuse.

In generaldon'tuse"you." It shouldbeimplied. Speakin theactivevoiceandstartyoursentences with
commandverbs.

4. If necessary, interview the personnel involved in the process on how they execute the tdsie

last thing you want to do is write an SOP that is just plain inaccurate. You're compromising the safety of
your team,their efficacy theirtime, andyou'retaking an established proceasdnot payingit any mind

-- somethingyour teammatemayfind alittle offensive. Ifyouneedto, askquestionslYou wantto get

thisright.

Of coursejf you don'tknow, askmultiple sourcescoveringall rolesandresponsibilitiesOneteam
member may not follow standard operating procedure oranother may only be involved in a portion
of the deed.

5. Break up large chunks of text with diagrams and flowchartslf you have a step or two that are
particularly intimidating, make it easy on your readers with some sort of chart or diagram. It makes it
easier to read and gives the mind a brief hiatus from tryingto make sense of it all. And it'll be appear
morecomplete andvell-writtenfor you.

Don'tincludethesgustto bulk upyour SOP;only dothisif necessaryr if trying tobridgea
language gap.

6. Make sure each page has control document notatiolvour SOP is probably oneof many SORS
because®f this, hopefullyyour organizatiomassometype oflarger



database cataloguing everythimighin a certain reference system. Your SOP is part of this reference
systemandthereforeneedssometype of codein orderto befound.
That'swherethenotationcomesn.

Each page should have a short title or ID #, a revision number, date, and "page # of #"in the upper right
hand corneffor most formats). You may or may not need a footnote (or have these in the footnote),
dependingnyour organization'preferences.

Ensuring Successnd Accuracy

1. Test the procedure.lf you don't want to test your procedure, you probably haven't written it well
enough. Have someone withiraited knowledgef the process (or a person representative of the
normalreader) usgour SOPto guidethem.Whatissuesdidheyrunacross? any,addresshemand
makethe necessarimprovements.

It's bestto havea handfulof peopletestyour SOP Differentindividualswill havedifferent
issuesallowing for awide variety of (hopefullyuseful) responses

Be sureto testtheprocedureon someoneavho'sneverdoneit before.Anyonewith priorknowledgewill be
relying on their knowledgeto getthemthroughand notyour work,thusdefeatinghe purpose.

2. Have the SOP reviewed by those who actually do the procedurt the end of the day, it doesn't
really matter whatour bosseshink of the SOP.It's thosewho actuallydothework thatit matterso. So
before you submit your work to the higher ups,show your stuff to those that'll be doing (or that do) the
job. Whatdo theythink?

Allowing them to get involved and feel like they're part of the process will make them more likely to
accepthis SOPyou'reworking on. And they'll inevitablyhavesome greatideas!

3. Havethe SOP reviewedy your advisors andthe Quality Assurance team.Oncethe teargives

you the go ahead, send it to your advisors. They'll probably have less input on the actual content itself, but
they'll let you know if it meets formatting requirements, if there's anything you missed, and the protocol

for makingit all official andinputintothesystem.

Route the SOP for approvals using document management systems to ensure audit trails of the
approvals. This will vary from organization to organization. Basically, youwant everything to meet
guidelinesandregulations.

Signatureswill be necessaryand most organizationsnowadayshave no problem accepting
electronicsignatures.
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4. Once approved, start implementing your SOPThis may involve executing a formal training for
theaffectpersonne(e.g.classroontraining,computesbasedraining,etc.) orit may meanyour papeis
hung up in the bathroom. Whatever it is, getyour work out there! You worked for it. Time for
recognition!

Be sureyour SOPremainscurrent.If it evergetsoutdatedupdatet, gettheupdatesreapprovedand
documented, and redistribute the SOP as necessary. Your team's safety, productivity, and success
matter ont.

Note:

Remembeto involve thestakeholdersvhenevelpossible sothatthedocumentedprocessthe
actualprocess.

Ensuredocumentistoryis documentedor everyversionchange.

UsesimpleEnglishto explainthe steps.

Useflowchartsandpictorial representatiorsothatthereadeiis clearabouttheprocess.

Checkfor clarity. Make suretherearen'tmultiple interpretationsShowthe proceduréo someone
unfamiliar withthe processaand haveheytell youwhattheythink it says; youmaype surprised.
Checkif anold versionof the SOPexistsheforeyou write yours.You may just be abletomakea few
quickchangesMake sureyou still documenthem,though!

Getpeopleto reviewyour documenbeforegettingapproval.

Influential Secur echnologist,

.

‘ iv '

SECUrity IS a tax on the honest majority, and I
feel my job is to explain how that tax works, and
how effective different ways to spend it are.”
That's what I want to do: change.the way people

think about secur S O
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Why Training is important to the Security System

Training is the process for providing required skills to the employee for doing the job effectively, skillfully and geblitati
Training of employeessinot continuous, but it is periodical and given in specified time. Generally training will be given by
expert or professionah relatedfield or job.

Training is required at every stage of work and for every person at work. To keep oneself uptiatesi fast changing
technologies, concepts, values and environment, training plays a vital role. Training programmed are also necessary in
organization for improving the quality of work of the employees at all levels. It is also required when agperseed from
one assignment to another of a different nature. Taking into account this context, this unit aims at providing ingight into
concept, need and methods of training, also areas of evaluation of training, retraining and dimensions of organizational
learning.

Training is a process of learning a sequence of programmed behavior. It is the application of knowledge & gives people
awaeness of rules & procedures to guide their behavior. It helps in bringing about positive change in the knowledge, sk
attitudesof employeesTrainingis investmenin getting moreand bettequality work from your talent.

Thus, training is a proceghat tries to improve skills or add to the existing level of knowledge so that the employee is bet
equipped to do his present job or to mound him to be fit for a higher job involving higher responsibilities. It bridges the
betweenvhatthe employe has& whatthe job demands.

Sincetraininginvolvestime, effort & moneyby anorganizationsoanorganizatiorshouldto be very careful whiledesigning

a training program. The objectives & need for training should be clearly identified & the metlypd of training should be
chosen according to the needs & objectives established. Once this is done accurately, an organization should take a fe
on the training program from the trainees in the form of a structured questionnaire so as to know whether the amount &
investedontraining has turnethto an investmenr it was atotal expenditurdor an organization.

Recurrent training is trainingpat is scheduled at periodic intervals in order to keep employee skill abilities at a maximum
level. Recurrent training often occurs in certain industries, like health care and aviation where human safety is involved.
Recurrent training can be outsourcptbvided by a visiting instructor, or performed by instructors from a corporate training
department.



The Trainer

Thetrainingwill developyourteam

Avoid mistakes

Reachprofessional

Comfortable operation with the goals of
owner,guestandpeople.

Time of training(Summertrainingseasorasexample)
Trainingskills/ activates

Asking questions

Chooseheright person

Persistence

Patience

Research preparatior{alwaysrenewyourselfwith training)
Developthemental& physical movemenrdctive
Rolemodel
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Introduction

Energy CONTENT

Catch the attention Organized END
Expectations Varied
Why we do training Up to date
Objective Overactive
Key points Time frame
benefit how

Primary key point
Expectation
Relevant

How to handle thetraining

Attentionidea

Thereasorof havingthistraining
Presenthetrainingin points

(Datasource Videoor Pictures)

Handof trainingpolicy & standardPhraseology
What tosay Practicegnake itmy self
GroupsCompetitionCreatingideasiet themtry
Questionslet themanswers




Types of the job training

Head of the
department
monthly
training

Training
External program
Training topics in the

month

Briefing
Practical
Training

Sequence
* from general to specific

* from know to unknown

* from theoretical to practical



First Quarter [Zel g ReIIEa-]s

*January
* February
*March

Security Training
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SecurityCoretraining

Riskassessment

Building system

Hotel evacuatiorplan
Securityteamtaskandresponsibilities
AreaSafetyandSecurityinspection Patrolling
Accesdgo the property visitorsandworkers
Checkthe hotel emergencgquipment
Handlethefire andgaspanel anganic/ lift alarm
Securityreportwriting T follow up andfeedback
Communicatiorskills T phoneandtwo way radio
Lostand foundpolicy andprocedure

Guestsafe Box

GateandGift pass

Work permit

VIP diplomaticescorting

Handlebig eventwedding
Elevatormalfunctioni activerescueplan
Gasleakage

Firedrill

DisabilitiesGuest

Naturaldisasteractionplan

* October
* November
*December

Third Quarter
*July
“ August
September



Handleintoxicatedandmental guest

Investigatiortheftcase

Medicalassist

Propertyconfidantinformationprotection

Bombthreat

Active shooter

Handleemergencygituationwith local authority

Christmasand NewYear eve party

Facilitatecommunicatiorbetweerthe hotelandthetrainingbodies FirefightingtrainingandFirst Aid training.

cocooocccc

Security Monthly Report

SecurityDepartment MaitMonthly Report
Guestcomplaintsrecord

Safebox record

HandicapAlarm check
SecurityandSafetylnspectionPatrolreports
Emergencyexit light checklist

Fire cabinet/Extinguishers fire hosechecklist
First Aid checklist

HydrantTerminalsstatus
Storessafetychecklist

Staircaseshecklist

CCTV camerachecklist

Gate PasRecord

SecurityOffice equipmentnventory
LandlinesLift landingareachecklist
Elevatorsntercom systenschecklist
GuestandServicesElevatorsstatus/ serviceecord
Accrualfinancialrecord

ServerRoom accesgecord

GuestLost Item Inquired

Lostand Foundstatus

PropertyLimo carstrucks,busesandclub cartstechniciarreport
Ving card/ Masekey checklist

VisiOnline Hotel roomschecklist

Carslong stayatthebasementarparkingrecord
Liquor/ Alcohol Disposatecord

Hotel Department&asuaktaff updatdist
SecurityDepartment Rosterpdate
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Training will leadto:

Combinationof accuracy

Quality of the performance
Controlthe panic

Adopta principle of healthyrotation

cC: CC

More efficiently & effectively

THETEAM'SPARTICIPATIONINWORKDISCUSSIONS
OFFICERSTOBRIEFOTHERTEAMMEMBERBYTHEMSELVES
CREATINGIDEASTOFEEDTHETEAM&THEOPERATION
SUBMISSIONOFPROPOSALSAIMING
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Assessment

Trainingfollows up '
Checkthelevel of theteamknowledge
Askedfrequentlyatthebriefingtime
Randomquestions

cC-CcC:CC
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Drill Emergency Evacuation System

The drill represents the system. If the baby is sick, the mother is certainly weak. However, the drill remains the baby an
systenremainghe SYSTEM.

Security beautiful eyesand useful for the system

FrankWellsis oneof the most prominentigureswhoworkedin the securitycareer inthe twentiethcentury,hewasa security
guard best known for his role in foiling the June 17, 1972, bireakthe Democratic National Committee inside the
Watergate complex in Washington, D.C. Then 24, Wills called the police after discovering that locks at the complex hac
tampered withFive men were arrested inside the Democratic headquarters, which they had planned to bug. The arrests
triggeredthe Watergate scandahd eventuallyheresignatiorof USA PresidenRichard M.Nixon in 1974
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Awards & Achlievements

Sir Alex Ferguson Arsene Wenger
27-year spell with Manchester United from 1986 to 2013 22-year spell with Arsenal from 1996 to 2018
WORLD'S BEST CLUB COACH X2 PREMIER LEAGUE X3
FIFA CLUB WORLD CUP X1 FA CUP X7
PREMIER LEAGUE X13 LIGUE ONE X1
UEFA CHAMPIONS LEAGUE X2 FA CUMMUNITY SHIELD X7

FA CUP X5
CARABAOQO CUP X4
SCOTTISH LEAGUE X3

SCOTTISH CUP X4
SCOTTISH LEAGUE CUP X1
INTERCONTINENTAL CUP X1

EUROPAPOKAL DER POKALSIEGER SIEGER X2

UEFA SUPERCUP X2

FA CUMMUNITY SHIELD X10

SN\

The important point we learned from this comparison is that to implement our philosophy it me
take a period of hard work and effort to train inexperienced young honest guards with a high
chance of mistakes, until we reach impressive results and the m&memains confident and

consistent, this will appear on the smart process, as well reduce mistakes, these benefits will |
theinterestof the company.



Hotel
Building
System

Security
Risk
Assessment

Security
Risk
Assessment

A source or a situation with the potential for
harm in terms of human injury or ill-health,
damage to property, damage to the environment.

B

Any condition that creates a
present, extreme, and immediate
danger to guest/ staff life safety.

health and property

Awareness

To prevent a wide range of hazards.
promote situational awareness at all levels
of your organization. These expert tips
will help you build a foundation of

: Sécuntif‘l‘éam
Task &
Responsibility

Emergency
Evaluation Procedure
60% PPE
Procedure for 100%
Hazard
10%

Good
Housekeeping Fire Protection
Procedure Methods
95% 100%
H&S
Management
Systems
10% calth and
Safety Safety
committee : Programs
20% Equipment Risk Assessm&inY,
Schedule 30%
70%

Requirement

Specifies a minimum, mandatory
amount of safety in terms of quality
criterion and a minimum level of an

associated metric

proactive safety awareness



A-HAZARD/ HOTEL SAFETY & SECURITY SYSTEM

Precautionary safety measures in the building
Emergency & evacuation system

Exits safely-doorsthreshold/ rubber

Civil Defense road

Fire prevention

privacy settings

Facilities Pool, Beach & GYM safety
Access control

SS of Gas tank, Pump Room & Generator
Fence, Roof & Basement

Edges, Humps & Safety signage

Fi Saf

Food
Forecasting
and Warmning

4 ;
'. >
Rehsbilitation
‘
Control
Measures
Hotel Assembly point must:
* Be suitable for the highest occupancy number.
* Signage should be visible/ safety standards- not
close to any kind of hazard.

* Providing a safe exit for people with disabilities
in a wheelchair

Pursuant to UAE Cabinet Resolution No. (6) of 2011,
Decree No. 17 of 2013, licensing and classification of
hotel establishments in the Emirate of Dubai, the
Code of Fire and Life Safety Practice in the United
Arab Emirates, the standard of the Dubai Municipality

lg

o

2.3 the minimum clear heights at the parking by Dubai municipality. If the guest rooms balcony is thin,
5 stars hotels should allocate one car for every two bedrooms, while HK team to be advice to check it/
4 stars every three bedrooms by UAE Cabinet Resolution No. (6) stability condition while daily
2011 Resolution regarding the structure and organization of local cleaning, attached picture standard
authorities, also it stipulated to providing a Loading area with a 12- from Dubai municipality code

metre for the trucks.



B- SAFETY AWARENESS

In the below Link will find the Expert Situational Awareness Safety in the Workplace
https://www.alertmedia.com/blog/situational-awareness-safety-tips/

o A

We need to inspect and test the raised and flat areas of the building that could be
affected during heavy rains, the outlet terrace, ground floor/guest room balcony to
ensure that will not experience water leakage and flotation conditions on the property,
as well as to be prepared in the event of a storm or Strong winds, in this situation it is
necessary to provided an internal safe assembly point, such as large bobby/ ballroom or
the basement car parking, departmental actions need to be shared during the storm
and heavy weather.

_—

NO PETS
ALLOWED

Clean the beach regularly from shells and small stones that may cause injury, as well
the beach signage will be required so that you are not legally involved in the event of
any incident.

Signs need to be posted indicating that no pets are allowed at the property, in case the
guest refuses to take pets out, upon inquiry with Dubai municipality the property will
be blamed for not having a sign indicating no pets in a visible area



Outdoor restaurant will required to have an Eagle services to avoid crows disturbing guest.
If you notice a bee nest on a palm tree, it should not handle by pest control, and coordinate
with Dubai Municipality to send a specialized technician to remove it.

Treating a jellyfish sting is done customary by using vinegar, can added the hydrocortisone
cream or ointment to the hotel lifeguards & nurse's first aid kit.

Lizards are considered one of the most common insects in the Dubai environment,
especially in hotels near the sand, required pest control alert with regard.

C- SAFETY REQUIREMENT

_| Asset Protection }._| Factor-Specific Suumsl

Incident ldentifi cation

Incidert Detection |@—
m Incident Logging

A Incident Analysis
Security Defensibility
Incident Reporting
Survivability Incident Reaction Setvice D egradation

—  Setvice Restoration

‘ \ Prosecution
/ y. : 1 Eninate -
" :::“ Trend Analysis
prit | A ,
7 3 ts0ks \ — SystemAdaptation Countermensur e Inprovenent
e e ichocs \ —| Safeguard Inuovmmtl

5. Administrative controls

6. Personnp @




® CHEMICAL @

s STORAGE AREA s
oSO KEEP AREA LOCKED ™

HO0O00

THE ABOVE SAFETY EQUIPMENT MUST BE WORN
WHEN HANDLING CHEMICALS

Hotel stores safety plan: only items we really need for operation to be stored and discard
unwanted items, Items should be stored 50cm lower from store ceiling, items are stored
safely and fire sprinkler can function easily, No direct storage on the floor and use pallets to
protect the items from any damage, Higher shelves shouldn’t to have heavy contain, to
ensure it will not fell down, Remove any flammable materials - such as empty cartons and
plastic. Have enough light inside the store, Only the authorized staff are allowed to access the
stores. special care for the chemical stores safety, Similar chemical items should be In trays
to avoid spillage and leak reactions, MSDS and PPE to be placed inside all chemical stores,
Only trained staff to access to chemical stores and deal with chemical, as well Paint store the
Oil paints must be in separated Store in metal cupboard, big save for the Lost and Found
store for the valuable items, security, IT & Guest Luggage stores must be covered by camera.



