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PULLING TOGETHER

Dear Team

Welcome to all existing
staff and those new to
WGC.

It is with pleasure that we
introduce you to our new

staff newsletter. This
exciting new publication
provides a great way to

bring you up to speed on

WGC news.

Nationwide we are 2500

strong and expanding,
however the economic

environment continues to

present us with new
challenges and
opportunities. Many of

our clients are struggling
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against falling
occupancies and
discounted rates. In true
partnership style we are
adapting the way we
operate — reviewing and
changing our working
practices to flex with the
changing market — to
ensure that we
successfully ride out the
recession. Over the last
four decades, WGC has
proved that it has the
internal strength to
survive all of the
economic and political
dramas that have tainted
all our lives. If we have
learnt one essential
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lesson, it's that survival
comes from profitability
and that, at the moment,
is something that we all
need to focus on,
however difficult.

During these difficult
times, pulling together will
ensure WGC keeps its
head above water — with
your commitment and
dedication, we shall
overcome all obstacles
and achieve success.

We both thank you, for
your ongoing support.
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Barbara

James

“In a recent client
survey we asked for
detailed feedback on
our performance.....
...... You’'ll be glad to
hear that all our hard
work was rewarded
by repeated
references to our
professionalism,
honesty,
communication and
organisational

skills. ”

PROGRESSION AND RECOGNITION

WGC'’s HR team, led by
me, Flic Henry, and Irfan
Ulqual, are the flag-
bearers of our ethos as
‘The Employer of
Choice’.

We are continually
expanding this division to
ensure that our teams
receive information on the
most up to date working
practises and to allow
speedy creation of
systems and structures
that minimise administra-
tion burdens and enable
the company to flourish.

Our forthcoming new staff
handbook will be user-
friendly and not only pro-
vide details on our
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EXCELLENT CUSTOMER CARE AND CLIENT
RELATIONSHIPS WINS HIGH PRAISE

WGC strives to provide
total satisfaction for all
its clients. Strong,
enduring relationships
give us a unique under-
standing of their needs,
which enables us to
deliver consistently high
standards — a ‘client for
life’ principle. WGC prides
itself on the longevity of
its business partnerships,
some of which started as
far back as the 1970's,
when hair was long and
music was loud.

However, by its nature,
the hospitality industry is
transient, with many of
our clients seeking new
challenges within a three
year cycle. As they
develop and progress
their careers, we would
always want them to
re-employ us when they
move to their new
jobs...... meeting and
exceeding client expecta-
tions helps us achieve
that ‘client for life’.

processes, but will include
informative and helpful
guidance on day-to-day
work/life issues such as
immigration rights, dealing
with local authorities and
setting up a bank account.
We believe that
this will be an
excellent
tool....not just a
series of rules
and regulations.

A really important
function of HR is to create
suitable programmes for
colleagues who wish to
embark on a long term
career with WGC. Many of
our managers started as
room attendants, window

Headed by Barbara
Hensher, our Client
Liaison Team ensures
that we continually
monitor our clients needs
and provide the crucial
feedback necessary for
Operations to be able to
fine tune our service and
make certain that we
deliver a consistently high
standard.

All our team members
come from companies
where customer care is
key. For example, James
Baker, our National
Manager, flew his way
into WGC via BMI Air-
lines, and both he and
Barbara are ably assisted
by Paulette Williams.

At WGC, we believe that
by measuring all aspects
of our service delivery,
from accounting to dress
standards, we will stay at
the top of our game. All
client contact is recorded
and the information

cleaners and office clean-
ers etc., and now hold
senior management posi-
tions. WGC also promotes
education through the
NVQ system. We are very
proud of the fact that over
200 staff have com-
pleted their NVQ Level
1 & 2 examinations.

WGC always recog-
nises excellence and
there is one special
event in the calendar
that epitomises everything
the company stands for —
The National Award Cere-
mony. This year it will be
held in the Autumn and
will bring together
colleagues and teams

distributed to Manage-
ment, SO we can
celebrate good news and
face challenges together
with the knowledge that
we always have the
client’s interest as our
central focus.

In a recent client survey
we asked for detailed
feedback on our perform-
ance. Running market
surveys across our whole
client base is the best
way of building an
objective view of our
company in 2009. You'll
be glad to hear that all our
hard work was rewarded
by repeated references to
our professionalism,
honesty, communication
and organisational skills.
It just goes to show that
‘going the extra mile’
always pays benefits and
that Happy Clients and
Happy Staff are all we
could wish for.

Well done to you all. ¢

IN WGC by Flic Henry

from across the country to
celebrate their individual
or team achievements.
This exciting initiative
starts with a nomination
process and concludes
with a careful selection of
winners - extremely diffi-
cult each year, such is the
high standard. Invitations
to be a star at our London
Oscar style celebration
are always highly sought
after, and this, more than
anything else demon-
strates how we value each
and every one of you.

Remember to look out for
the nomination forms;
your name may well be on
one..... ®
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THE FIVE STEPS TO RISK ASSESSMENT by Lawrence McFarlane

Risk assessment
is at the heart of
all we do within
Health and Safety
to ensure we all
work in a safe and
accident-free way.
The aim is to make sure that no one
gets hurt or indeed becomes ill —
accidents and ill-health ruin lives.

What exactly is Risk Assessment?

A risk assessment is no more than
1) a careful examination of what
could cause harm to people / team
members whilst at work, and 2) an
assessment of whether enough pre-
cautions or actions have been taken
to prevent harm. The most important
things to consider is whether a hazard
is significant, and if so, whether pre-
cautions have been taken to minimise
the risk to a satisfactorily low level.

Hazard means anything that can
cause harm; for instance, electricity,
chemicals and working on ladders
etc.

Risk is the possibility — high or low —
that someone will be harmed by the
hazard.

To ensure that all reasonable
steps/precautions have been taken
to avoid injury/harm, within WGC, all
tasks are assessed by managers
and approved by the Health & Safety
Officer before they are carried out.

The five steps are: -

1) Look for the hazards

Check the premises / workplace to
see what could be reasonably
classed as a hazard or could cause
serious harm, looking for significant
rather than small things.

Ask team members for their thoughts
(they may have seen things that you
may not have noticed) and check
accident records.

2) Decide who might be harmed

The public, visitors, guests and con-
tractors etc. These may be people

that do not work on or in the
premises on a regular basis.

Young workers, trainees and
pregnant employees.

3) Evaluate the risks and decide
whether existing precautions are
adequate or more should be done
to reduce the risks

How likely it is that each hazard
could cause harm? And if after all
precautions have been taken and
some risks remain, are they a high,
medium or low risk?

Has everything been done to keep
the workplace safe that legislation
indicates you must do?

Are legal requirements for prevention
of access to dangerous parts of
machinery and generally accepted
industry standards in place?

Can we remove the hazard
altogether? If not possible, how can |
control the risk so that harm is
unlikely?

Apply the principles below if pos-
sible: -

e Try aless risky option
e Prevent access to the hazard

e Organise work to reduce
exposure to the hazard

e Issue personal protective
equipment

e Provide welfare facilities (e.g.
washing facilities for removal of
contamination and first aid)

4) Record your findings to demon-
strate duty of care

List the people who might be
affected.

List all the obvious significant
hazards, taking into account the
number of people who could be
involved.

Note the precautions and controls
we have in place to ensure the re-
maining risks are low.

5) Review your assessment and
revise it if necessary

WGC reviews all risk assessments
on an annual basis, or earlier if an
accident happens.

Note: to make things simple, WGC
provides Methods of Work for all
tasks, as well as providing a health
and safety policy statement, health
and safety procedures, information
and training for staff.

Remember!!!

If you spot a hazard, tell someone
about it and if you can safely remove
it, then do so immediately.

Stay healthy and safe. ¢

Ice Cream Toppings
Banned!!!

The Reality

| was recently surprised to hear that
ice cream toppings had been
banned amid health and safety
fears.

This was a rumour which started
because an ice cream parlour
handing out extra toppings in
separate containers instead of
pouring them over the ice cream was
concerned that people might slip on
any spills.

It is important to prevent slips — they
remain the most common cause of
major injuries — but in this case
simply clearing up any spills as they
occurred would have stopped people
slipping and helped the company
continue to make great ice cream
taste even better! ¢



Most of our lives
revolve around
budgets. Whether we
like it or not, budgets
are part of life.

Our budgets determine
what we do most of the
time: how we live — can
we afford to buy a house
or will we have to rent
whilst we save for a
deposit (which you should
have set aside in your
budget); where we go on

holiday or perhaps when

and how often we visit

family abroad; what

clothes we wear; and in

which shops we buy. The
list is endless, because

very few things in life are
free.

WGC has existed for

POETRY IN MOTION by Janet Kennefick

Busy and bustling we're always on the go
Faxes and emails going to and fro

Dealing with enquiries, calls and much more
There are plenty of tasks for all us four

We work with each other to get the jobs done
But we always find time a have a little fun

Trudy runs payroll where there’s always deadline
To ensure that you all get your money on time
She builds a new composite for your timesheets
Ready for the operation managers to complete
The new starts, the sick notes and forms galore
Along with the Mat B1's and plenty more

By Wednesday it's done and the button is pressed
Now payslips need printing, there’s no time to
rest.

Stephen he orders your polish, descaler and mops
And anything else he receives from your Ops

His best friend is G.A.R.l and internet pal

He helps him with invoicing which he does so well
Your room counts are what he needs every week

more than 30 years
through careful planning
and budgeting. With the
current uncertain
economic climate, to
make sure that we are
still here for the next 30
years, budgeting and
planning are more
important than ever.

In order to help us with
budgets and make it
easier for housekeepers
to prepare rotas when
planning staffing for the
week ahead, we have
staffing model charts.

All factors on a staffing
model form part of the
agreement and contract
we have with a particular
hotel’'s management team
— our client.

BUDGETS, BUDGETS, BUDGETS by Martha Warwick

The number of hours
worked at a particular
location is sent to our
office in Birmingham on a
daily basis, where it is
entered into the hotel’s
staffing model chart. This
provides information on
whether we are operating
to budget and helps us
stay in business and
secure our jobs.

An example of a staffing
model appears opposite.
Just ask you manager if
you want further
explanation.

Please remember:
staying within your
budgets will assure the
ongoing growth of our
company. ¢

To ensure that his invoicing is efficient and sleek
Stephen arranges your travel, he does this on line
Making sure that your tickets always arrive on time

Danni deals with all your uniform requests

Ensuring that you all keep looking your best

She creates all adverts for people to clean rooms
and passes on the enquiries every afternoon
Your holiday forms and queries about pay

Are put on her desk to deal with day by day
Danni checks all the new starts page by page
and part of her training is to put these on SAGE

Janet my role is varied and never mundane
Ensuring that no two days are ever the same
Creating spreadsheets for reports and budgets too
These are the sort of tasks that | mainly do

| also oversee the above Midlands team

Cracking the whip and treating them mean.

| only jest as we are a very happy crew

We are always available to assist any of YOU
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