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Create Your Own New Employee Handbook
As a new hospitality business entrepreneur, your next task is to design a new employee handbook or orientation presentation for the new managers with the company using the following outline:

1. Welcome to (create your hospitality company name)

2. Three personality traits needed to succeed with this company. (Explain and give examples)

3. How to establish repeat business (write at least three paragraphs).
4. Describe ethics or ethical behavior and explain why it is important for employees to exhibit while working with your company.

5. Things you need to know as a new manager:

a. The importance of employee retention

b. How to encourage employee retention

c. Why and how to reduce employee turnover

d. Suggestions or methods to encourage employee motivation and loyalty

Grading Rubric

	Criteria
	Excellent
	Fair
	Poor

	Submission
          5 points total
	On due date
                          5
	One day late
                             3
	Two or more days after   
0

	Personality Traits

15 points total
	Three traits listed with examples and complete definitions.

15 
	Three traits listed with adequate examples and definitions.
10
	Less than three traits listed with poor examples and definitions.
5

	Repeat Business
         30 points total
	Information is accurate, clear, and thorough,
   30
	Information is somewhat accurate, clear, and thorough.
                            20
	Time was not used wisely. Information is not clear or thorough.
             10

	Ethics or Ethical Behavior         

         20 points total
	Information is accurate, clear, and thorough with complete definition.
                          20
	Information is somewhat accurate, clear, and thorough with definition.
                            15
	Time was not used wisely. Information is not clear or thorough.
                             5

	Employee retention and turnover

         30 points total
	Information is creative, accurate, clear, and thorough.
                        30
	Information is somewhat accurate, clear, and thorough.
                            20
	Time was not used wisely. Information is not clear or thorough.
          10

	100 points possible
TOTAL
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