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HOTEL SHAMBALA SUSTAINABLE POLICIES

We at Hotel Shambala believe that climate change is the single biggest threat to human life, not only in the 
Himalayan region but across the entire planet. As responsible and ethical global citizens, it is our 
responsibility not just to minimize the negative impact on the environment, but also to create a positive 
impact on the lives and businesses we touch. We plan to achieve this by keeping in mind our sustainable 
goals in everything we do.

Tseten Tsatultsang

CEO

15 October, 2023

Environment:

Our sustainable goals include:

Completely stopping the use of single-use plastic in our hotel rooms by the end of July 2024.
Consistently measure water use, reduce wastage and re-use water when possible to reduce 
overall water usage.
Ensuring all waste is measured, sorted, and properly disposed of.
Consistently measuring electricity consumption from different outlets, investigating sources of 
consumption, and creating practices to reduce usage.
Ensuring a safe and healthy environment for all who work at and visit Hotel Shambala.Ensuring a safe and healthy environment for all who work at and visit Hotel Shambala.

Human Rights & Fair Labour: 

Create an environment where all staff are treated fairly and without discrimination 
throughout every stage of their employment.
Create a workplace where all employees are clearly informed of their rights and benefits and 
implemented as per our policy. 
Continue to implement a clear and fair disciplinary process that is transparent and consistent 
for all staff.

Community:

Support local charities and initiatives that help disadvantageous groups. 
Support local business to reduce carbon emissions, support the local community and provide 
economic benefit to our local community. 

Child safeguarding:

Our goal is to lead the way sustainably in tourism in Nepal and inspire others to do the same. 

We will not employ anyone under the age of 18.
We will always strive for the well-being of all children (under 18 years old).



होटल शाʋालाकाे िदगो नीितह˲

हामी होटल शाʐालामा ̉वˎास गछͤ ̇क जलवायु प̄रवत¡न (climate change) ̈हमालय Uेùका ला̈ग माù नभई 
सʎूण¡ ìहका ला̈ग, मानव जीवनमा̋थ सबैभȽा ठूलो खतरा हो। एक ̌जʗेवार र नै̈तक ̉वˎ नाग̄रकको ͭपमा, यो 
हाĂो ̌जʗेवारी हो ̇क हामीले वातावरणमा नकाराȑक þभावलाई कम माù नभई हामीले छुने जीवन र ˀवसायहͭमा 
सकाराȑक þभाव ̋सज¡ना गन¡ प̇न मȡत गर͡। हामी यो सबै काम गदा¡ हाĂा ̇दगो लƐहͭ (sustainable goals) लाई 
ȭानमा राखेर गन͔ योजनामा छ͡।

वातावरण (Environment)

हाĂा ̇दगो लƐहͭमा समावेश छन् (Our sustainable goals include):

जुलाई २०२४ को अȷसʗमा हाĂा होटलका कोठाहͭबाट एकल-þयोग ɡा̐˩ क (single-use plastic) 
को þयोग पूण¡ ͭपमा बȽ गन͔।
पानीको þयोग (water use) लाई ̇नरȶर मापन गन͔, फोहोर कम गन͔ (reduce wastage) र समì पानीको 
खपत कम गन¡ सʓव भएसʗ पानीको पुनः þयोग (re-use) गन͔।
सबै फोहोर (waste) मापन ग̄रएको र छुǪाइएको सु̇न̌̂ त गन͔ र उ̋चत त̄रकाले ˀ व˯ ापन (disposed 
of) गन͔।
व̉̉भɄ Ĉोतहͭबाट ̉बजुली खपत (व̉̉भɄ Ĉोतहͭबाट ̉बजुली खपत (electricity consumption) लाई ̇नरȶर मापन गन͔, ̉बजुली खपतका 
Ĉोतहͭ अनुसɀान गन͔ र ̈तनीहͭलाई कम गन¡ अʇासहͭ (practices) ̋सज¡ना गन͔।
होटल शाʐालामा काम गन͔ र āमण गन͔ सबैका ला̈ग सुर̍Uत र ˻˯ वातावरण (safe and healthy 
environment) सु̇न̌̂ त गन͔।

मानव अ̋धकार र ̇न̃ U Ćम नी̈त (Human Rights & Fair Labour policy):
संगठन ̉भùका हरेक रोजगार þ̈êयामा सबै कम¡चारीहͭलाई भेदभाव̉बना (without discrimination) 
न̇̃ U ˀवहार ग̄रने वातावरण ̋सज¡ना गन͔।
सबै कम¡चारीहͭलाई उनीहͭको अ̋धकार (rights) र लाभहͭ (beneғts) बारे ˳  ˒ͭपमा सू̋चत ग̄रने र 
हाĂो नी̈त अनुसार लागू ग̄रने काय¡˯ल ̋सज¡ना गन͔।
सबै कम¡चारीहͭका ला̈ग पारदश͊ (transparent) र सुसंगत (consistent) ˳  ˒र ̇न̃ U अनुशासनाȑक 
þ̈êया (disciplinary process) लाई ̇नरȶर लागू गन͔।

समुदाय (Community):
व̌ǣत समूहहͭलाई (dis-advantageous groups) मȡत गन͔ ˯ ानीय परोपकारी सं˯ ाहͭ (charities) र 
पहलहͭलाई (initiatives) समथ¡न गन͔।
काब¡न उȗज¡न (carbon emissions) कम गन¡, ˯ानीय समुदायलाई समथ¡न गन¡ र हाĂो ˯ानीय समुदायलाई 
आ थ̹̋क लाभ (economic beneғt) þदान गन¡ ˯ानीय ˀवसायहͭलाई सहयोग गन͔।

बाल संरUण (Child safeguarding):
हामी १८ वष¡ मु̇नका कसैलाई प̇न रोजगारी ̇दने छैन͡।
हामी सध͗ सबै बालबा̍लका (१८ वष¡ मु̇नका) को भलाइ (well-being) को ला̈ग þयास गन͔छ͡।



Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 

हाĂो लƐ नेपालमा पय¡टनमा (tourism) ̇दगो ͭपमा नेतृȖ गनु¡ र अͭलाई प̇न ȓसै गन¡ þे̄रत गनु¡ हो।



LABOUR AND HUMAN RIGHTS POLICY

People First: People always come first as a priority in everything we do. People include our guest’s 
and our staff. Their happiness is at the core of why we do, what we do. That is one Hotel Shambala’s 
core values entrusted throughout the organization. 

We believe that we have our responsibility to manage our business in a manner consistent with the 
protection of the human rights irrespective of their race, gender, caste religion and gender while 
practicing a zero tolerance policy for any form of discrimination. 

We believe the strength of Hotel Shambala comes from the people within it. For our staff to excel we We believe the strength of Hotel Shambala comes from the people within it. For our staff to excel we 
believe we need an environment that is safe, fair, and empowering. 

We plan to achieve our objectives by through the following:

A commitment to equal opportunity and zero tolerance on discrimination and harassment in 
the work place. 

Having a fair and transparent recruitment, employment policy which is unbiased on 
individual’s caste, creed and gender.

Drafting and implementing training modules and generating awareness amongst the 
member of the staff on labour standards and human rights related sectors.

We respect the freedom to form and join labor union in a collective support of their mutual We respect the freedom to form and join labor union in a collective support of their mutual 
interest without a fear of repercussion.  

The Health and safety of our associates is the significance of our organizational structure thus 
the compliance of the associate law and regulation and policy must be in place herby 
addressing identified risk to an individual’s health.

Forced labour, child labour or any form or labour deemed unsanctioned and unconditional Forced labour, child labour or any form or labour deemed unsanctioned and unconditional 
and marked as illegal by law and any sort of physical punishment or abuse to the member of 
the staff is prohibited by the company’s code of conduct.

We ensure the full compliance of the current labour law drafted by the constitution of Nepal 
under Labour law act which states applicable wages, work hours, overtime and other benefits 
sanctioned by the government and the company itself. 

An employee feedback collection post has been kept at our staff engagement area from An employee feedback collection post has been kept at our staff engagement area from 
where the suggestions for improvement of their wellbeing in the work place are surveyed for. 

Disciplinary procedures according to its sheer nature of the incident with fair and transparent 
panel of investigators are formed to regulate the proceeding for final verdict. 

We ensure that the employment agencies we work with have a clear breakdown of wages 
and benefits availed to the employee and that they comply with Labour laws. 

The above directive is set forth in the policy whereby the implementation and acknowledgement is 

communicated in both written verbally by the HR manager.

Tseten Tsatultsang 
CEO
15 October, 2023



होटल शाʋालाकाे ĳम तथा मानव अिधकार नीित

मा̇नस प̈हलो þाथ̉मकता: हामीले गन͔ हरेक काममा मा̇नसहͭ सध͗ प̈हलो þाथ̉मकतामा आउँछन्। यसमा हाĂा 
अ̉त̋थहͭ र हाĂा कम¡चारीहͭ समावेश छन्। उनीहͭको खुशी नै हामीले गन͔ कामको मूल आधार हो। यो होटल 
शाʐालाको एक þमुख मूल माɏता हो जुन सʎूण¡ संगठनमा लागू ग̄रएको छ।

हामी ̉वˎास गद¡छ͡ ̇क हाĂो ˀवसायलाई मानव अ̋धकारको संरUणसँग मेल खाने त̄रकाले ˀ व˯ ापन गनु¡ हाĂो 
ज̌ʗेवारी हो, जसमा कुनै प̇न जा̈त, ̍लƿ, जात, धम¡को आधारमा भेदभाव ग̄र̸दैन र कुनै प̇न þकारको भेदभावको 
ला̈ग शूɏ सहनशीलताको नी̈त अʇास ग̄रȲ।
हामी ̉वˎास गद¡छ͡ ̇क होटल शाʐालाको श̖Ŷ यस̉भùका मा̇नसहͭबाट आउँछ।

हाĂा कम¡चारीहͭलाई उǾृ त˒ा हा̋सल गन¡का ला̈ग हामीलाई सुर̍Uत, ̇न̃ U र सशŶ वातावरणको आव̩ कता हाĂा कम¡चारीहͭलाई उǾृ त˒ा हा̋सल गन¡का ला̈ग हामीलाई सुर̍Uत, ̇न̃ U र सशŶ वातावरणको आव̩ कता 
छ भɄे कुरामा हामी ̉वˎास गद¡छ͡।

हामी ̇नʍ माȭमबाट हाĂा उȡे̩ हͭ þाɚ गन͔ योजना बनाउँछ͡:

मा̋थको ̇नद͔शन नी̈तमा उ́ खे ग̄रएको छ जसको काया¡ɐयन र जानकारी मानव संसाधन þबɀकȩारा ̍ल̎खत र 
मौ̎खक ͭपमा सǣार ग̄रȲ।

काय¡˯लमा समान अवसर र भेदभाव तथा उȍीडनमा शूɏ सहनशीलताको þ̈तबȢता।

ˀŶ̖गत जात, धम¡ र ̍लƿको आधारमा ̇न̃ U र पारदश͊ भत͊ तथा रोजगार नी̈त ͮनु।

Ćम मापदǸ र मानव अ̋धकार सʐɀी Uेùहͭमा कम¡चारी सद˹ हͭलाई ता̍लम मोǱलुहͭ तयार गरी 
काया¡ɐयन गन͔ र चेतना जगाउने।

हामी कुनै प̇न þकारको बदलाको डर ̉बना, आɫो आपसी ̈हतको सामू̈हक समथ¡नमा Ćम यु̇नयन बनाउन र 
ȓसमा सामेल ͮन पाउने ˻तȸताको सʗान गद¡छ͡।

हाĂा कम¡चारीहͭको ˻ ा˰  र सुरUा हाĂो संगठनाȑक संरचनाको महȉपूण¡ अंग हो, ȓसैले कम¡चारी कानून, हाĂा कम¡चारीहͭको ˻ ा˰  र सुरUा हाĂो संगठनाȑक संरचनाको महȉपूण¡ अंग हो, ȓसैले कम¡चारी कानून, 
न̇यम र नी̈तको पालना ͮनुपछ¡, जसले ˀ Ŷ̖को ˻ ा˰ मा प̈हचान ग̄रएका जो̎खमहͭलाई सʐोधन गद¡छ।

जबरज˪ ी Ćम, बाल Ćम वा कानूनȩारा गैर-कानुनी र अनु̋चत मा̇नने कुनै प̇न þकारको Ćम, र कम¡चारी 
सद˹ मा̋थ कुनै प̇न þकारको शारी̄रक सजाय वा दुˀ ¡वहार कʎनीको आचारसं̈हताȩारा ̇नषे̋धत छ।

हामी नेपालको सं̉वधानले लागू गरेको वत¡मान Ćम कानूनको पूण¡ पालना सु̇न̌̂ त गद¡छ͡, जसले सरकार र 
कʎनीȩारा ˻ीकृत लागू ǝाला, कामको घǶा, ओभरटाइम र अɏ सु̉वधाहͭ तोकेको छ।

हाĂो कम¡चारी संलƮता Uेùमा कम¡चारीहͭको þ̈त̈êया संकलन पो˩ रा̎खएको छ, जहाँबाट काय¡˯लमा हाĂो कम¡चारी संलƮता Uेùमा कम¡चारीहͭको þ̈त̈êया संकलन पो˩ रा̎खएको छ, जहाँबाट काय¡˯लमा 
उनीहͭको भलाइमा सुधारका ला̈ग सुझावहͭ सव͔Uण ग̄रȲ।

घटनाको þकृ̈तको आधारमा अनुशासनाȑक þ̈êयाहͭ पारदश͊ छान̉बन टोलीȩारा गठन गरी अ̏ȶम ̇नण¡यका 
ला̈ग अगा̈ड बढाइȲ।

हामीले काम गन͔ रोजगार एजेɒीहͭले कम¡चारीलाई उपलɺ गराइएका ǝाला र सु̉वधाहͭको ˳  ˒̉ववरण 
राखेको र उनीहͭले Ćम कानूनको पालना गरेको सु̇न̌̂ त गद¡छ͡।

Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 



COMMUNITY ENGAGEMENT POLICY

Since the start of our venture Shambala has always been linked within the community in one way or the 
other as without community support we cannot sustain as it is always the integral part within us. Thus, 
Shambala has always been engaged in the periphery geared towards supporting in every aspect 
whether it’s a charitable occasion or uplifting or supporting the local businesses in any form which will 
always positively impact the socio and economic aspects within the community. 

Our Goals

We always support the local initiatives and empowerment of the local community irrespective of 
their caste, race and religion. 

We respect our local culture, tradition and always engage in safe guarding the values attached 
with it.

Our vision and mission are always guided to ensure that the local people are not subjected to 
discrimination, either as individuals or communities, race and gender for recruitment and 
employment.

Support the local community by choosing to purchase Made in NEPAL products in the quality Support the local community by choosing to purchase Made in NEPAL products in the quality 
meet the minimum standards for Hotel Shambala. 

Support local community by identifying charities in need of such support and find ways to 
support them. 

What we do to achieve our goals:

We always encourage our guests to go on local excursion and explore the rich history that 
beholds within and promote about their local custom and tradition and as well that they offer.

We Shambala have always been supporting our local community for its cause or any charity 
organized by the local community thus we have been supporting an institution called FRIENDS 
OF PARENTS OF CHILDREN WITH AUTISM (FPCA) which was founded to provide services to 
people/children with Autism. 

We provide our guests with information and ways to socially integrate to avoid any breach of We provide our guests with information and ways to socially integrate to avoid any breach of 
code of conduct within the community. 

Preferences on employment, procurement, recruitment and vendors listing or sub-contracting 
are always done at the local level of the community.

We have been donating our linen, carpets and other amenities to local orphanages whenever we 
deem it is necessary.        

We do not discriminate on the basis of race, culture, gender or background to any nonresident We do not discriminate on the basis of race, culture, gender or background to any nonresident 
guests or locals whether they are provided with the accommodation or they are using the facility 
and are treated fairly. 

We will never obstruct the right to access to public areas other than the restricted zones to all 
the members of the public and Shambala will never obstruct the access of the basic essentials 
that the local community relies on. 



We Shambala are always committed to the community engagement policy which are always been 
communicated and practiced to all the levels of the organization that are responsible and answerable for the 
effective and successful implementation of the policy in every level.   

This policy is communicated through our website and staff handbook. 

Tseten Tsatultsang
CEO
15 October, 2023



होटल शाʋालाकाे सामुदाियक संलȘता नीित 

हाĂो उȨमको सुͬवातदे̎ख नै शाʐाला कुनै न कुनै ͭपमा समुदायसँग जो̈डएको छ, ̇कन̇क सामुदा̊यक सहयोग̉बना हामी 
ट̆Ž सżनै͡ र यो सध͗ हाĂो अ̉भɄ अंग हो। यसरी, शाʐाला सध͗ प̄र̋धमा संलƮ रहेको छ, चाहे ȓो परोपकारी अवसर 
होस् वा ˯ानीय ˀवसायहͭलाई कुनै प̇न ͭपमा उȊान वा सहयोग गन͔ होस्, जसले समुदाय̉भùको सामा̌जक र आ थ̹̋क 
पUहͭमा सध͗ सकाराȑक þभाव पान͔छ।

हाĂा लƐहͭ (Our Goals):

हामी सध͗ ˯ानीय पहलहͭ र ˯ानीय समुदायको सशŶीकरणलाई उनीहͭको जा̈त (caste), वण¡ (race), र धम¡ 
(religion) को पवा¡ह नगरी समथ¡न गछͤ।

हामी हाĂो ˯ानीय संʕ ृ̈त (culture), परʎरा (tradition) को सʗान गछͤ र यससँग जो̈डएका 
मूy माɏताहͭलाई सुर̍Uत राƛ सध͗ संलƮ रहȲ।͡

हाĂो ̊ͅ क˒ोण (vision) र अ̉भयान (mission) सध͗ ˯ानीय मा̇नसहͭलाई ˀ Ŷ̖ वा समुदाय, वण¡ वा ̍लƿको 
आधारमा भना¡ र रोजगारीमा भेदभाव (discrimination) नग̄रएको सु̇न̌̂ त गन¡ ̇नद͔̌शत छ।

होटल होटल शाʐाला ɏूनतम गुण˪ र मापदǸ पूरा गन͔ "नेपालमा बनेका" (Made in NEPAL) उȍादनहͭ ख̄रद गन͔ 
छनोट गरी ˯ानीय समुदायलाई सहयोग गन͔।

सहयोगको आव̩ कतामा रहेका परोपकारी सं˯ ाहͭ (charities) प̈हचान गरी उनीहͭलाई सहयोग गन͔ त̄रकाहͭ 
खोजेर ˯ानीय समुदायलाई सहयोग गन͔।

हाĂा लƐहͭ þाɚ गन¡ हामी के गछͤ (What we do to achieve our goals):

हामी हाĂा पाͮनाहͭलाई सध͗ ˯ ानीय āमणमा जान र ȓहाँको समृȢ इ̈तहास (rich history) अɐेषण गन¡ 
þोȗा̈हत गछͤ र उनीहͭको ˯ ानीय रहनसहन (custom) र परʎरा (tradition) बारे þचार गछͤ।

हामी शाʐालाले सध͗ ˯ ानीय समुदायȩारा आयो̌जत काय¡êम वा कुनै प̇न परोपकारी काय¡को ला̈ग हाĂो 
˯ानीय समुदायलाई सहयोग गद͙ आएका छ͡। यसरी, हामीले अ̆टजम भएका बालबा̍लकाका अ̉भभावकका 
साथीहͭ (FRIENDS OF PARENTS OF CHILDREN WITH AUTISM - FPCA) नामक सं˯ ालाई 
सहयोग गद͙ आएका छ͡, जुन अ̆टजम भएका ˀ Ŷ̖/बालबा̍लकाहͭलाई सेवा þदान गन¡ ˯ापना ग̄रएको हो।

हामी हाĂा पाͮनाहͭलाई समुदाय̉भù आचारसं̈हताको कुनै प̇न उ́ घंनबाट बǇ सामा̌जक ͭपमा घुल̉मल हामी हाĂा पाͮनाहͭलाई समुदाय̉भù आचारसं̈हताको कुनै प̇न उ́ घंनबाट बǇ सामा̌जक ͭपमा घुल̉मल 
(socially integrate) ͮने जानकारी र त̄रकाहͭ þदान गछͤ।

रोजगारी (employment), ख̄रद (procurement), भना¡ (recruitment) र ̉वêेता सूचीकरण (vendors 
listing) वा उप-ठेŮा (sub-contracting) मा सध͗ समुदायको ˯ानीय ˪रमा þाथ̉मकता ̇दइȲ।

हामीले आव̩ क ठाȽा हाĂा ̍लनन (linen), गल͗चा (carpets) र अɏ सु̉वधाहͭ (amenities) ˯ानीय 
अनाथालयहͭलाई (orphanages) दान गद͙ आएका छ͡।

हामी कुनै प̇न अ̇नवासी पाͮना वा ˯ानीय ˀ Ŷ̖हͭलाई वण¡ (हामी कुनै प̇न अ̇नवासी पाͮना वा ˯ानीय ˀ Ŷ̖हͭलाई वण¡ (race), संʕ ृ̈त (culture), ̍लƿ (gender)   
वा पृ̟ भू̉म (background) को आधारमा भेदभाव गद͙न͡, चाहे उनीहͭलाई आवास þदान ग̄रएको होस् वा 
उनीहͭले सु̉वधा þयोग ग̄ररहेका ͮन् र उनीहͭलाई ̇न̃ U (fairly) ˀवहार ग̄रȲ।

हामी þ̈तब̑ɀत Uेùहͭ बाहेक साव¡ज̇नक Uेùमा (public areas) सबै सद˹ हͭको पͮचँको अ̋धकारमा 
क̈हy  ैअवरोध पुया¡उने छैन͡ र शाʐालाले ˯ ानीय समुदाय ̇नभ¡र रहने आधारभूत आव̩ कताहͭ (basic 
essentials) को पͮचँमा क̈हy  ैअवरोध पुया¡उने छैन।



हामी होटल शाʐाला सध͗ सामुदा̊यक संलƮता नी̈त (community engagement policy) þ̈त þ̈तबȢ छ͡, जुन संगठनका 
सबै तहहͭमा सǣार ग̄रएको र अʇास ग̄रएको छ जो नी̈तको हरेक ˪रमा þभावकारी र सफल काया¡ɐयनका ला̈ग ̌जʗेवार 
र जवाफदेही छन्।

यो नी̈त हाĂो वेबसाइट (website) र कम¡चारी ̀ाȵबुक (staҐ handbook) माफ¡त सǣार ग̄रएको छ।

Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 
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QUALITY ASSURANCE POLICY

Hotel Shambala believes that the key to being successful business is to have a clear open communication 
between all members for the Hotel Shambala.  Receiving honest and critical feedback from guests and staff 
alike is crucial in understanding how the hotel is performing and how to perform even better. Feedback from 
our staff and guests is regularly considered to provide new and improved services to our guests. 

We have certain implementation for the quality assurance policy to ensure that the services are always 
streamlined. 

Guest Feedback

Our Commitment

We collect guest feedback through multiple sources. Firstly, through our frontline staff who are 
continuously check in on guests requests and satisfaction. Secondly, at the end of the stay or visit 
we request feedback from guests through comments cards as well as TripAdvisor or google 
reviews. We also place TripAdvisor review request signs in the front office for easy access to the 
review forms. Feedback forms are also available in-rooms or along with your bill at payment. 

Guest feedback is shared and reviewed weekly meetings and any critical feedback is discussed in 
detail. Positive feedback is applauded and further shared with the rest of the departmental teams. 

Our rankings on OTA’s are reviews regularly and tracked against previous periods.Our rankings on OTA’s are reviews regularly and tracked against previous periods.

Any feedback that is considered critical is taken into account to be addressed in our strategy 
meetings for a long term solution.

Major guest’s complaints are recorded through an incident report and submitted to higher 
management for escalation and resolution. SOPs and policies are created, revised or reviewed to 
ensure such issues are not repeated. 

The Hotel Shambala management team collects feedback from staff from multiple ways to ensure that staff 
issues and challenges are addressed.

A suggestion box has been placed at the staff cafeteria with a visible signage encouraging staff to 
place their feedback anonymously. 

Staff appraisals held with HODs and HR managers are conducted twice a year. This is an opportunity 
for staff to provide one-on-one feedback and also receive one-on-one feedback. 

Feeback from staff is also obtained from staff during training workshops where trainers encourage 
feedback from staff about challenges and issues in their departments and the company as a whole. 

All feedback received from different sources is considered to determine priorities for trainings or All feedback received from different sources is considered to determine priorities for trainings or 
further investment in the company. 

All the members of the staff are notified and trained when new initiatives are implemented to 
address these challenges and issues. 

Staff Feedback



होटल शाʋालाकाे गुण̩ र आ̒ ासन नीित

होटल शाʐाला ̉वˎास गद¡छ ̇क सफल ˀवसायको कुǥी होटल शाʐालाका सबै सद˹ हͭ बीच ˳  ˒र खुला सǣार ͮनु 
हो। अ̈त̋थहͭ र कम¡चारीहͭबाट इमानदार र आलोचनाȑक þ̈त̈êया þाɚ गनु¡ होटलले क˪ ो þदश¡न ग̄ररहेको छ र अझ 
राĂो कसरी þदश¡न गन͔ भनेर बुǠको ला̈ग महȉपूण¡ छ। हाĂा अ̈त̋थहͭलाई नयाँ र सुधा̄रएको सेवाहͭ þदान गन¡ हाĂा 
कम¡चारीहͭ र अ̈त̋थहͭबाट þाɚ þ̈त̈êयालाई ̇नय̉मत ͭपमा ̉वचार ग̄रȲ।

सेवाहͭ सध͗ सुˀ व̔˯ त छन् भनी सु̇न̌̂ त गन¡का ला̈ग हामीसँग गुण˪ र आ ाˎसन नी̈तका ला̈ग केही ̇न̌̂ त काया¡ɐयनहͭ 
छन्।

अितिथ þितिêया:

हाĂो þितबȢता

हामी धेरै Ĉोतहͭबाट अ̈त̋थहͭको þ̈त̈êया सƽलन गछͤ। प̈हलो, हाĂा अìपं̖Ŷमा रहेका कम¡चारीहͭ माफ¡त 
जो ̇नरȶर ͭपमा अ̈त̋थहͭको अनुरोध र सȶु̊ म˒ा ȭान ̇दइरहेका ͮȲन्। दोĈो, बसाइ वा āमणको अȷमा 
हामी अ̈त̋थहͭबाट ̆टɝणी काड¡हͭ साथै TripAdvisor वा Google समीUाहͭ माफ¡त þ̈त̈êया अनुरोध 
गद¡छ͡। हामीले समीUा फारमहͭमा स̌जलो पͮचँको ला̈ग ÿȴ अ̈फसमा TripAdvisor समीUा अनुरोध 
च̋ɖहͭ प̇न रा¥छ͡। þ̈त̈êया फारमहͭ कोठाहͭमा वा भुŶानीको समयमा तपा̽को ̉बलसँगै प̇न उपलɺ 
छन्।

अ̈त̋थहͭको þ̈त̈êया साɚा̈हक बैठकहͭमा साझा र समीUा ग̄रȲ र कुनै प̇न आलोचनाȑक þ̈त̈êयालाई अ̈त̋थहͭको þ̈त̈êया साɚा̈हक बैठकहͭमा साझा र समीUा ग̄रȲ र कुनै प̇न आलोचनाȑक þ̈त̈êयालाई 
व̉˪ तृ ͭपमा छलफल ग̄रȲ। सकाराȑक þ̈त̈êयाको þशंसा ग̄रȲ र बाँक̤ ̉वभागीय टोलीहͭसँग थप साझा 
ग̄रȲ।

OTA (अनलाइन ôाभल एजेȴ) मा हाĂो Ćेणीकरण ̇नय̉मत ͭपमा समीUा ग̄रȲ र अ̋घ́ ो अव̋धहͭको 
तुलनामा ô्याक ग̄रȲ।

कुनै प̇न þ̈त̈êया जुन आलोचनाȑक मा̇नȲ, ȓसलाई दीघ¡कालीन समाधानको ला̈ग हाĂो रणनी̈त 
बैठकहͭमा सʐोधन गन¡ ȭानमा रा̎खȲ।

þमुख अ̈त̋थहͭको उजुरीहͭ घटना ̄रपोट¡ माफ¡त रेकड¡ ग̄रȲ र समाधानका ला̈ग उǄ ˀ व˯ ापनमा पेश þमुख अ̈त̋थहͭको उजुरीहͭ घटना ̄रपोट¡ माफ¡त रेकड¡ ग̄रȲ र समाधानका ला̈ग उǄ ˀ व˯ ापनमा पेश 
ग̄रȲ। य˪ ा सम˹ ाहͭ दोहो̄रन न̇दनका ला̈ग SOP (मानक सǣालन þ̈êया) र नी̈तहͭ बनाइȲ, प̄रमाज¡न 
ग̄रȲ वा समीUा ग̄रȲ।

होटल शाʐाला ˀ व˯ ापन टोलीले कम¡चारीका सम˹ ा र चुनौतीहͭलाई सʐोधन गन¡ सु̇न̌̂ त गन¡का ला̈ग धेरै 
त̄रकाहͭबाट कम¡चारीहͭबाट þ̈त̈êया सƽलन गद¡छ।

कम¡चारी ƈाफेटे̄रयामा एउटा सुझाव बाकस रा̎खएको छ जसमा कम¡चारीहͭलाई आɫो þ̈त̈êया गोɠ ͭपमा 
राƛ þोȗाहन ̇दने दे̎खने ̋चɖ छ।

HODs (̉वभाग þमुख) र मानव संसाधन þबɀकहͭसँग वष¡मा दुई पटक कम¡चारी मूy ाƽनहͭ आयोजना ग̄रȲ। 
यो कम¡चारीहͭलाई एक-अका¡सँग þ̈त̈êया þदान गन͔ र एक-अका¡बाट þ̈त̈êया þाɚ गन͔ अवसर हो।

þ̌शUण काय¡शालाहͭमा प̇न कम¡चारीहͭबाट þ̈त̈êया þाɚ ग̄रȲ जहाँ þ̌शUकहͭले उनीहͭको ̉वभाग र 
समì कʎनीमा रहेका चुनौतीहͭ र सम˹ ाहͭको बारेमा कम¡चारीहͭबाट þ̈त̈êयालाई þोȗा̈हत गछ¡न्।

व̉̉भɄ Ĉोतहͭबाट þाɚ सबै þ̈त̈êयालाई ता̍लम वा कʎनीमा थप लगानीका ला̈ग þाथ̉मकताहͭ ̇नधा¡रण व̉̉भɄ Ĉोतहͭबाट þाɚ सबै þ̈त̈êयालाई ता̍लम वा कʎनीमा थप लगानीका ला̈ग þाथ̉मकताहͭ ̇नधा¡रण 
गन¡ ̉वचार ग̄रȲ।

कम¡चारी þितिêया:
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यी चुनौतीहͭ र सम˹ ाहͭलाई सʐोधन गन¡ नयाँ पहलहͭ लागू गदा¡ सबै कम¡चारी सद˹ हͭलाई सू̋चत र ता̍लम 
द̇इȲ।



HEALTH AND SAFETY POLICY

Hotel Shambala is committed to providing a safe and healthy environment for our guests, employees, and
visitors. We recognize the importance of health and safety in our operations and are dedicated to 
preventing accidents, injuries, and illnesses. This Health and Safety Policy outlines our commitment to 
achieving and maintaining high standards of health and safety within our hotel.

Our responsibilities include the following:

Employees:

All employees are responsible for their safety and the safety of others.

Employees are encouraged to report any unsafe conditions, incidents, or near misses to their 
supervisor promptly.

Employees must follow established safety procedures and use personal protective equipment (PPE) 
when required.

Training will be provided to ensure employees are competent in performing their duties safely.

Health and Safety Procedures:

   Risk Assessment:

Contractors and suppliers working on our premises must comply with our health and safety 
policies and procedures.

Hotel Shambala will assess the safety records of contractors before they commence work on our 
property.

Regular risk assessments will be conducted to identify potential hazards and implement measures to 
mitigate them.

2.     Fire Safety:

Fire safety equipment, including fire extinguishers and alarms, will be regularly inspected and 
maintained.

Fire evacuation plans and procedures will be communicated to all employees and guests.

3.   Emergency Response:

An emergency response team will be established and trained to respond effectively to 
emergencies.

Emergency contact information will be readily available to all staff.

Guests:

Contractors and Suppliers:

Hotel Shambala values the safety and well-being of our guests and encourages them to follow any 
posted safety instructions.

In the event of an emergency, guests should familiarize themselves with exit routes and assembly 
points.



5.     Health and Hygiene:
Hotel Shambala will maintain high standards of cleanliness and hygiene in all areas of the hotel.

Sanitation protocols will be implemented in accordance with local health regulations.

6.     Training:
Regular health and safety training will be provided to all employees.

Training records will be maintained.

7.    Reporting:

Review and Improvement:

Hotel Shambala is committed to continuously improving its health and safety performance. This policy 
will be reviewed and updated as necessary to reflect changes in regulations, best practices, and our 
operational needs.

All incidents, accidents, near misses, and safety concerns should be reported immediately to a 
supervisor.

4.    First Aid:
Adequate first aid supplies and trained first aiders will be available on-site.

Tseten Tsatultsang
CEO
15 October, 2023



होटल शाʋालाकाे ̟ाǶ तथा सुरũा नीित 

हामी होटल शाʐालामा हाĂा पाͮनाहͭ, कम¡चारीहͭ र आगȶुकहͭका ला̈ग सुर̍Uत (safe) र ˻˯ वातावरण (healthy 
environment) þदान गन¡ þ̈तबȢ छ͡। हामी हाĂा सǣालनहͭमा ˻ ा˰  र सुरUाको (health and safety) महȉलाई 
˻ीकार गछͤ र दुघ¡टना, चोटपटक र रोगहͭलाई रोकथाम गन¡ सम̉प̹त छ͡। यो ˻ ा˰  तथा सुरUा नी̈त (Health and 
Safety Policy) ले हाĂो होटल̉भù ˻ ा˰  र सुरUाको उǄ मापदǸहͭ þाɚ गन¡ र कायम राƛको ला̈ग हाĂो 
þ̈तबȢतालाई रेखां̇कत गद¡छ।

कम¡चारीहͭ (Employees):
सबै कम¡चारीहͭ आɫो सुरUा (safety) र अͭको सुरUाको ला̈ग ̌जʗेवार छन्।
कम¡चारीहͭलाई कुनै प̇न असुर̍Uत अव˯ ा (unsafe conditions), घटनाहͭ (incidents), वा न̌जकका 
दुघ¡टनाहͭ (near misses) बारे तुͬȶै आɫो सुपरभाइजरलाई ̄रपोट¡ गन¡ þोȗा̈हत ग̄रȲ।
कम¡चारीहͭले ˯ ा̉पत सुरUा þ̈êयाहͭ (safety procedures) पालना गनु¡पछ¡ र आव̩ क पदा¡ ˀ Ŷ̖गत सुरUा 
उपकरण (personal protective equipment - PPE) þयोग गनु¡पछ¡।
कम¡चारीहͭलाई उनीहͭको कत¡ˀहͭ सुर̍Uत ͭपमा पूरा गन¡ सUम छन् भनेर सु̇न̌̂ त गन¡ ता̍लम (कम¡चारीहͭलाई उनीहͭको कत¡ˀहͭ सुर̍Uत ͭपमा पूरा गन¡ सUम छन् भनेर सु̇न̌̂ त गन¡ ता̍लम (training) 
þदान ग̄रनेछ।

˻ा˰  तथा सुरUा þिêयाहͭ (Health and Safety Procedures):

१. जोिखम मूy ाƽन (Risk Assessment): 

हाĂा प̄रसरमा काम गन͔ ठेकेदारहͭ र आपू̈त̹कता¡हͭले हाĂो ˻ ा˰  र सुरUा नी̈तहͭ (health and safety 
policies) र þ̈êयाहͭको (procedures) पालना गनु¡पछ¡।

होटल शाʐालाले उनीहͭले हाĂो सʎȆ̉मा काम सुͬ गनु¡ अ̋घ ठेकेदारहͭको सुरUा रेकड¡हͭ (safety records) 
मूy ाƽन गन͔छ।

सʓा̉वत खतराहͭ (hazards) प̈हचान गन¡ र ̈तनीहͭलाई कम गन¡ उपायहͭ लागू गन¡ ̇नय̉मत जो̎खम मूy ाƽन 
(risk assessments) ग̄रनेछ।

२. अिƮ सुरUा (Fire Safety):
अ̏Ʈ सुरUा उपकरणहͭ (Fire safety equipment), जसमा अ̏Ʈशामक (ғre extinguishers) र अलाम¡ 
(alarms) समावेश छन्, ̇नय̉मत ͭपमा ̇नरीUण र मम¡त ग̄रनेछ।

आगलागी ̇नकासी योजनाहͭ (Fire evacuation plans) र þ̈êयाहͭ सबै कम¡चारीहͭ र पाͮनाहͭलाई 
जानकारी गराइनेछ।

ठेकेदार र आपूित̹कता¡हͭ (Contractors and Suppliers):

होटल शाʐालाले हाĂा पाͮनाहͭको सुरUा र भलाइको कदर गद¡छ र उनीहͭलाई कुनै प̇न पो˩ ग̄रएका सुरUा ̇नद͔शनहͭ 
पालना गन¡ þोȗा̈हत गद¡छ।

पाͮनाहͭ (Guests): 

आपतका̍लन अव˯ ामा, पाͮनाहͭले ̇नकास माग¡हͭ (exit routes) र भेला ͮने ठाउँहͭ (assembly points) 
बारे प̄र̋चत ͮनुपछ¡।



३. आपतकालीन þ̈त̈êया (Emergency Response):
आपतका̍लन अव˯ ाहͭमा þभावकारी ͭपमा þ̈त̈êया ̇दनका ला̈ग एक आपतकालीन þ̈त̈êया टोली 
(emergency response team) ˯ापना र ता̍लम ̇दइनेछ।

आपतकालीन सʎक¡ जानकारी (Emergency contact information) सबै कम¡चारीहͭलाई स̌जलै 
उपलɺ ͮनेछ।

४. þाथ̉मक उपचार (First Aid):
पया¡ɚ þाथ̉मक उपचार सामìी (ғrst aid supplies) र ता̍लम þाɚ þाथ̉मक उपचारकता¡हͭ (trained 
ғrst aiders) साइटमा उपलɺ ͮनेछन्।

५. ˻ ा˰  तथा सरसफाइ (Health and Hygiene):
होटल शाʐालाले होटलका सबै Uेùमा सरसफाइ (cleanliness) र ˻ǅताको (hygiene) उǄ मापदǸहͭ 
कायम राƛछे।
˯ानीय ˻ ा˰  ̇नयमहͭ (local health regulations) अनुसार सरसफाइ þोटोकलहͭ (Sanitation 
protocols) लागू ग̄रनेछ।

६. ता̍लम (Training):
सबै कम¡चारीहͭलाई ̇नय̉मत ˻ ा˰  तथा सुरUा ता̍लम (health and safety training) þदान ग̄रनेछ।

ता̍लम रेकड¡हͭ (Training records) रा̎खनेछ।

७. ̄रपो̆ट̹ङ (Reporting):

समीUा र सुधार (Review and Improvement):
होटल शाʐाला आɫो ˻ ा˰  र सुरUा þदश¡न (health and safety performance) लाई ̇नरȶर सुधार गन¡ þ̈तबȢ 
छ। यो नी̈त ̇नयमहͭ (regulations), उǾृ  ˒अʇासहͭ (best practices), र हाĂो सǣालन आव̩ कताहͭ 
(operational needs) मा भएका प̄रवत¡नहͭलाई þ̈त̉ब̑ʐत गन¡ आव̩ क अनुसार समीUा र अȨाव̋धक ग̄रनेछ।

सबै घटनाहͭ (incidents), दुघ¡टनाहͭ (accidents), न̌जकका दुघ¡टनाहͭ (near misses), र सुरUा 
सरोकारहͭ (safety concerns) तुͬȶै सुपरभाइजरलाई ̄रपोट¡ गनु¡पछ¡।

Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 



CHILD SAFEGUARDING POLICY

Hotel Shambala is very sensitive to this policy as it aligns with our Shambala Values of People First and 
integrity. We believe that we are responsible for actively safeguarding children from any harm, abuse or 
exploitation, mistreatment, or any kind of negligence and so we work closely to follow the policies under the 
UN Convention of the rights of the child (CRC) and International programme of elimination of child labour 
(IPEC). 

We are committed to protect the children within our property. Our executive board and the members of the We are committed to protect the children within our property. Our executive board and the members of the 
staff are aware of the importance of this policy and will be trained to handle any situation that might arise 
in the vicinity at any time.

 The Front Office Manager will be the point of contact who works closely with the management and the 
local authority and will be co coordinating the enforcement of this policy whereby prohibiting and 
safeguarding the exploitation of children below the age of 18.

Our services and our ethics are based on the Vision and Values that has been shared with each individual 
within the organization whereby we are committed to the implementation of the Child Safeguarding Policy 
and we will always abide by the protocols based on whilst providing the services at its best. 

Kathmandu Metropolitan City
Ward no3 local office
Name: Mr. Prem Thapa
(Ward Chairman) 
Phone: 01 - 4410885

Police: CID Wing
Women, children & senior 
citizen Directorate
Phone: 01-4412748

Children Helpline: 1098
Name: National Child Right 
Council (Govt. of Nepal)
Phone: 1098 
email: contact@ncrc.gov.np

Our commitment and code of conduct to safeguard children:

Abide by the Standard Operating Procedures and policies to prevent sexual exploitation of children 
in any form within the premises.

We are always committed to create awareness to all the members of the staff through our training 
in collaboration with the HR to advocate the safeguarding policy. 

Employment, recruitment under the age of 18 is strictly prohibited in our organization as the laws 
drafted by the Government of Nepal. 

Allowing accommodation under the age of 18 and below will only be sanctioned if accompanied by Allowing accommodation under the age of 18 and below will only be sanctioned if accompanied by 
the parents or a guardian.   

Devise a special training to observe, identify and respond, when and where there is any suspicion of 
child abuse or exploitation in the premises. 

We have a zero tolerance policy regarding child labour, trafficking, physical or mental abuse or 
exploitation in any ways or form.   

Formulate a clause in the contracts to our contractors stating zero tolerance policy of child labour Formulate a clause in the contracts to our contractors stating zero tolerance policy of child labour 
and its exploitation. 

If and when any such incidents are reported they are to be documented and accounted for. 



This policy will be reviewed and revised (if necessary) annually and communicated in written or verbally to 
all members of the staff, contractors and guests. 

Tseten Tsatultsang

CEO

15 October, 2023



होटल शाʋालाकाे बाल संरũण नीित

होटल शाʐाला यो नी̈तþ̈त अȓȶ संवेदनशील छ ̇कन̇क यसले हाĂो "ˀ Ŷ̖लाई þाथ̉मकता" (People First) र 
"इमानदारी" (Integrity) को होटल शाʐाला मूy हͭसँग मेल खाȲ। हामी ̉वˎास गछͤ ̇क बालबा̍लकालाई कुनै प̇न 
हा̇न, दुˀ ¡वहार, शोषण, खराब ˀवहार, वा कुनै प̇न þकारको उपेUाबाट स̈êय ͭपमा सुर̍Uत राƛ ुहाĂो ̌जʗेवारी हो, 
र यसैले हामी बाल अ̋धकार सʐɀी संयुŶ रा̝संघीय महास̑ɀ (UN Convention of the Rights of the Child - 
CRC) र बाल Ćम उɍूलनका ला̈ग अȶरा¡̝̊य काय¡êम (International Programme on the Elimination of Child 
Labour - IPEC) अȶग¡तका नी̈तहͭलाई न̌जकबाट पालना गछͤ।

हामी हाĂो सʎȆ̉̉भù बालबा̍लकाको सुरUा गन¡ þ̈तबȢ छ͡। हाĂो काय¡कारी बोड¡ र कम¡चारी सद˹ हͭ यस नी̈तको हामी हाĂो सʎȆ̉̉भù बालबा̍लकाको सुरUा गन¡ þ̈तबȢ छ͡। हाĂो काय¡कारी बोड¡ र कम¡चारी सद˹ हͭ यस नी̈तको 
महȉबारे सचेत छन् र कुनै प̇न समयमा प̄रसरमा उȍɄ ͮन सŽ ेकुनै प̇न प̄र̔˯ त̈लाई ̀ाȵल गन¡ ता̍लम ̇दइनेछ।

ÿȴ अ̈फस þबɀक (Front OҔce Manager) ˀव˯ ापन र ˯ानीय अ̋धकारीहͭसँग न̌जकबाट काम गन͔ सʎक¡ ˀ Ŷ̖ 
नͮͮुनेछ र १८ वष¡ मु̇नका बालबा̍लकाको शोषणलाई ̇नषेध र सुरUा गद͙ यस नी̈तको काया¡ɐयनमा समɐय गनु¡ͮनेछ।

हाĂा सेवाहͭ र हाĂा नै̈तकताहͭ सं˯ ा̉भùका þȓेक ˀ Ŷ̖सँग साझा ग̄रएको ̊ͅ˒कोण र मूy हͭमा आधा̄रत छन्, 
जसअनुसार हामी बाल संरUण नी̈तको काया¡ɐयनþ̈त þ̈तबȢ छ͡ र उǾृ  ˒सेवा þदान गदा¡ सध͗ þोटोकलहͭको पालना 
गन͔छ͡।

यो नी̈त वा̉ष̹क ͭपमा समीUा र संशोधन (आव̩ क भएमा) ग̄रनेछ र सबै कम¡चारी सद˹ हͭ, ठेकेदारहͭ र पाͮनाहͭलाई 
ल̍̎खत वा मौ̎खक ͭपमा जानकारी गराइनेछ।

काठमाड͡ महानगरपा̍लका वडा नं 
३ ˯ ानीय काया¡लय
नाम: Ćी þेम थापा (वडा अȭU) 
फोन: ०१ - ४४१०८८५

þहरी: सीआईडी ̉व̷ग, म̈हला, 
बालबा̍लका तथा ǝे̟ नाग̄रक 
न̇द͔शनालय
फोन: ०१-४४१२७४८

बालबा̍लका हेr लाइन: १०९८
नाम: रा̝̊य बाल अ̋धकार प̄रषद् 
(नेपाल सरकार)
फोन: १०९८ इमेल: 

बालबा̍लकाको सुरUाका ला̈ग हाĂो þ̈तबȢता र आचार सं̈हता (Our commitment and code of conduct 
to safeguard children):

प̄रसर̉भù बालबा̍लकाको यौन शोषणलाई कुनै प̇न ͭपमा रोŽका ला̈ग मानक सǣालन þ̈êया (Standard 
Operating Procedures) र नी̈तहͭको पालना गन͔।
हामी कम¡चारीका सबै सद˹ हͭलाई मानव संसाधन (HR) सँगको सहकाय¡मा þ̌शUणमाफ¡त यस सुरUा नी̈तको 
वकालत गन¡ सध͗ जागͭकता ̋सज¡ना गन¡ þ̈तबȢ छ͡।
नेपाल सरकारले बनाएको कानूनअनुसार १८ वष¡ मु̇नकालाई हाĂो सं˯ ामा रोजगारी वा भत͊ गन¡ पूण¡ ͭपमा ̇नषेध 
ग̄रएको छ।
१८ वष¡ मु̇नका बालबा̍लकालाई अ̉भभावक वा संरUक̉बना ब˲  ेअनुम̈त ̇दइने छैन।
प̄रसरमा बाल दुˀ ¡वहार वा शोषणको कुनै प̇न शंका भएमा ȓसलाई अवलोकन गन͔, प̈हचान गन͔ र þ̈त̈êया ̇दने प̄रसरमा बाल दुˀ ¡वहार वा शोषणको कुनै प̇न शंका भएमा ȓसलाई अवलोकन गन͔, प̈हचान गन͔ र þ̈त̈êया ̇दने 
व̉शेष ता̍लमको ˀ व˯ ा गन͔।
बाल Ćम, बेच̉बखन, शारी̄रक वा मान̋सक दुˀ ¡वहार वा शोषणको कुनै प̇न þकार वा ˻ पͭþ̈त हाĂो शूɏ 
स̈ह̇ तुा (Zero Tolerance) को नी̈त छ।
हाĂा ठेकेदारहͭसँगको करारमा बाल Ćम र यसको शोषणþ̈त शूɏ स̈ह̇ तुाको नी̈त उ́ खे गन͔ दफा बनाउने।
य̇द कुनै ȓ˪ा घटनाहͭ ̄रपोट¡ ग̄रएमा, ̈तनीहͭलाई द˪ ावेज गरी अ̉भलेख रा̎खनेछ।

Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 



PROCUREMENT POLICY

Hotel Shambala is committed to a fair and transparent procurement practices that promote sustainability, 
energy efficiency, water conservation, and eco-friendliness. This procurement policy outlines our 
commitment to purchasing products and services that align with our core values and reduce our 
environmental footprint.

Policy Statement:

Competitive Bidding: Whenever feasible, competitive bidding will be used to select suppliers and 
contractors. This includes soliciting a minimum of 2 quotes and proposals from multiple sources 
to ensure fair pricing and quality.

2.Sustainable and Eco-Friendly Products and Services: Hotel Shambala will prioritize the purchase 
of products and services that are designed and manufactured with sustainability, energy 
efficiency, water conservation, and eco-friendliness in mind.

Supplier Selection: When evaluating suppliers, preference will be given to those who 
demonstrate a commitment

A.Fair labour practices: The company complies with Nepal Labour laws and practices ethical 
business policies

B.Service History: must be a reliable company with a track record for excellent products and 
services.

Energy Efficiency: We will prioritize products and services that are energy-efficient, helping to 
reduce our energy consumption and carbon emissions. When possible, we will consider ENERGY 
STAR-certified products. Energy consumption of different products must be compared prior to 
making a selection.

5.Water Conservation: If applicable, where products use water, water efficiency and consumption 
should be taken into account as well.

Eco-Friendly Materials: Products should be manufactured using environmentally friendly 
materials and processes. Preference will be given to products made from recycled materials or 
those that can be recycled after use.

7.Locally sourced: Priority will be given to items made locally in Nepal if they meet Hotel Shambala 
quality standards. If the items do not meet Shambala quality standards, then imported items be 
considered.

Packaging Reduction: We will try and purchase as many items in bulk as possible. This would 
help reduce extra packaging and help us reduce cost per unit. We will encourage suppliers to use 
minimal and eco-friendly packaging.

9.Waste Reduction: Hotel Shambala will seek to reduce waste generation by purchasing products 
that are durable and repairable.

Employee Training and Awareness: Hotel Shambala will provide training to employees to raise 
awareness about the importance of sustainable and eco-friendly procurement practices and 
encourage their active participation.



Implementation:

The following steps will be taken to implement this procurement policy:

Hotel Shambala is dedicated to being a responsible corporate citizen by promoting sustainable, 
energy-efficient, water-saving, and eco-friendly practices in our procurement processes. This policy serves 
as a guiding document to help us make informed decisions that benefit not only our organization but 
also the environment and society as a whole.

The procurement team will be made up of

A.Operations Manager

B.Financial Controller

C.Purchase officer

D.Relevant HOD

The purchase team will have authority to make one-off asset purchases upto NPR 20,000 All 
purchase value above NPR. 20,000 will need to be approved by CEO or MD.

2.   Regularly review and update the policy to align with evolving sustainability standards and 
practices.

3.   Communicate the policy to all employees, suppliers, and stakeholders to ensure its 
understanding and compliance.

4.   Monitor and measure the effectiveness of this policy by tracking key performance indicators 4.   Monitor and measure the effectiveness of this policy by tracking key performance indicators 
related to sustainability and environmental impact.

Tseten Tsatultsang

CEO

15 October, 2023



होटल शाʋालाकाे खरीद नीित

होटल शाʐाला ̇न̃ U र पारदश͊ खरीद अʇासहͭ þ̈त þ̈तबȢ छ जसले ̇दगोपन, ऊजा¡ दUता, पानी संरUण, र 
पया¡वरण-̉मùतालाई बढावा ̇दȲ। यो खरीद नी̈तले हाĂो मूल माɏताहͭसँग मेल खाने र हाĂो वातावरणीय þभावलाई 
कम गन͔ उȍादनहͭ र सेवाहͭ खरीद गन͔ हाĂो þ̈तबȢतालाई ͭपरेखा ̇दȲ।

नी̈त ̉ववरण:

काया¡ɐयन:

यो खरीद नी̈त लागू गन¡ ̇नʍ कदमहͭ चा̍लनेछन्:

þ̈त˳ ध͊ बोलपù: सʓव भएसʗ, आपू̈त̹कता¡ र ठेकेदारहͭ चयन गन¡ þ̈त˳ ध͊ बोलपù þयोग ग̄रनेछ। यसमा 
न̇̃ U मूy  ̇नधा¡रण र गुण˪ र सु̇न̌̂ त गन¡ धेरै Ĉोतहͭबाट ɏूनतम २ वटा उȢरण र þ˪ ावहͭ माग गन͔ 
समावेश छ।
द̇गो र पया¡वरण-मैùी उȍादन र सेवाहͭ: होटल शाʐालाले ̇दगोपन, ऊजा¡ दUता, पानी संरUण, र 
पया¡वरण-̉मùतालाई ȭानमा राखी ̈डजाइन र ̇नमा¡ण ग̄रएका उȍादन र सेवाहͭको खरीदलाई þाथ̉मकता 
द̇नेछ।
आपू̈त̹कता¡ चयन: आपू̈त̹कता¡हͭको मूy ाƽन गदा¡, ̇नʍ þ̈तबȢता þदश¡न गन͔हͭलाई þाथ̉मकता ̇दइनेछ: क. आपू̈त̹कता¡ चयन: आपू̈त̹कता¡हͭको मूy ाƽन गदा¡, ̇नʍ þ̈तबȢता þदश¡न गन͔हͭलाई þाथ̉मकता ̇दइनेछ: क. 
न̇̃ U Ćम अʇासहͭ: कʎनीले नेपालको Ćम कानूनको पालना गद¡छ र नै̈तक ˀापार नी̈तहͭ अʇास गद¡छ। 
ख. सेवा इ̈तहास: उǾृ  ˒उȍादन र सेवाहͭको ला̈ग ô्याक रेकड¡ भएको एक ̉वˎसनीय कʎनी ͮनुपछ¡।
ऊजा¡ दUता: हामी ऊजा¡-दU उȍादनहͭ र सेवाहͭलाई þाथ̉मकता ̇दनेछ͡, जसले हाĂो ऊजा¡ खपत र काब¡न 
उȗज¡न कम गन¡ मȡत गद¡छ। सʓव भएसʗ, हामी ENERGY STAR-þमा̎णत उȍादनहͭ ̉वचार गन͔छ͡। 
छनोट गनु¡ अ̋घ ̉व̉भɄ उȍादनहͭको ऊजा¡ खपत तुलना गनु¡पछ¡।
पानी संरUण: य̇द लागू ͮȲ भने, जहाँ उȍादनहͭले पानी þयोग गछ¡न्, पानी दUता र खपतलाई प̇न ȭानमा पानी संरUण: य̇द लागू ͮȲ भने, जहाँ उȍादनहͭले पानी þयोग गछ¡न्, पानी दUता र खपतलाई प̇न ȭानमा 
राƛपुछ¡।
पया¡वरण-मैùी सामìी: उȍादनहͭ वातावरण मैùी सामìी र þ̈êयाहͭ þयोग गरेर ̇नमा¡ण ग̄रनु पछ¡। पुनच¡̈êत 
सामìीबाट बनेका वा þयोग प̋छ पुनच¡êण गन¡ स̇कने उȍादनहͭलाई þाथ̉मकता ̇दइनेछ।
˯ानीय ͭपमा Ĉोत: य̇द होटल शाʐालाको गुण˪ र मापदǸ पूरा गछ¡ भने नेपालमा ˯ानीय ͭपमा बनाइएका 
व˪ हुͭलाई þाथ̉मकता ̇दइनेछ। य̇द व˪ हुͭले शाʐालाको गुण˪ र मापदǸ पूरा गद͙नन् भने, आया̈तत 
व˪ हुͭलाई ̉वचार ग̄रनेछ।
ɠाके̌जङ ɏूनीकरण: हामी सकेसʗ धेरै व˪ हुͭ ठूलो माùामा खरीद गन͔ þयास गन͔छ͡। यसले अ̈त̄रŶ ɠाके̌जङ ɏूनीकरण: हामी सकेसʗ धेरै व˪ हुͭ ठूलो माùामा खरीद गन͔ þयास गन͔छ͡। यसले अ̈त̄रŶ 
ɠाके̌जङ कम गन¡ र þ̈त एकाइ लागत घटाउन मȡत गन͔छ। हामी आपू̈त̹कता¡हͭलाई ɏूनतम र पया¡वरण-मैùी 
ɠाके̌जङ þयोग गन¡ þोȗा̈हत गन͔छ͡।
फोहोर ɏूनीकरण: होटल शाʐालाले ̆टकाउ र मम¡त गन¡ स̇कने उȍादनहͭ खरीद गरेर फोहोर उȍादन कम गन¡ 
खोǙछे।
कम¡चारी þ̌शUण र जागͭकता: होटल शाʐालाले ̇दगो र पया¡वरण-मैùी खरीद अʇासहͭको महȉ बारे 
जागͭकता बढाउन र उनीहͭको स̈êय सहभा̈गतालाई þोȗा̈हत गन¡ कम¡चारीहͭलाई þ̌शUण þदान गन͔छ।

१. 

२.

३.

 
४.

५.

६. ६. 

७. 

८.
 

९. 

१०.

खरीद टोली ̇नʍ सद˹ हͭबाट बनेको ͮनेछ:१. 



क. जनरल ʘानेजर
ख. ̉वȆीय ̇नयȸक 
ग. खरीद अ̋धकृत 
घ. सʐɀ̑त ̉वभाग þमुख (HOD)
खरीद टोलीसँग NPR २०,००० सʗको एक पटकको सʎȆ̉ खरीद गन͔ अ̋धकार ͮनेछ। NPR २०,००० भȽा 
मा̋थको सबै खरीद मूy  CEO वा MD ȩारा ˻ीकृत ͮनुपन͔छ।
व̉क̋सत ͮँदै गइरहेको ̇दगोपन मापदǸ र अʇासहͭसँग मेल खाने गरी नी̈तलाई ̇नय̉मत ͭपमा समीUा र व̉क̋सत ͮँदै गइरहेको ̇दगोपन मापदǸ र अʇासहͭसँग मेल खाने गरी नी̈तलाई ̇नय̉मत ͭपमा समीUा र 
अȨाव̋धक गन͔।
नी̈तको समझ र अनुपालन सु̇न̌̂ त गन¡ सबै कम¡चारी, आपू̈त̹कता¡ र सरोकारवालाहͭलाई नी̈तबारे जानकारी 
गराउने।

होटल शाʐाला हाĂो खरीद þ̈êयाहͭमा ̇दगो, ऊजा¡-दU, पानी-बचत, र पया¡वरण-मैùी अʇासहͭलाई बढावा ̇दएर 
एक ̌जʗेवार कप͞रेट नाग̄रक बɄ सम̉प̹त छ। यो नी̈तले हामीलाई सू̋चत ̇नण¡यहͭ ̍लन मȡत गन͔ माग¡दश¡क 
द˪ ावेजको ͭपमा काम गद¡छ जसले हाĂो संगठनलाई माù नभई समìमा वातावरण र समाजलाई प̇न फाइदा पुʠाउँछ।

२.

३.

४.

Uेतेन सातुलसाङं 
þमुख काय¡कारी अिधकृत 
१५ अųोबर २०२३ 



GRIEVANCE HANDLING POLICY

This Grievance Handling Policy is designed to provide a structured and fair process for employees to raise 
concerns or complaints related to workplace issues, including but not limited to working conditions, 
relationships with colleagues or supervisors, and application of company policies. It ensures that grievances 
are addressed promptly, impartially, and with appropriate confidentiality.

  Purpose

This policy applies to all employees of Hotel Shambala, regardless of their role, location, or employment 
status.

2.   Scope

Fairness: All grievances will be addressed objectively and without bias.
Confidentiality: All grievance matters will be handled with strict confidentiality to protect the privacy 
of all parties involved.
Timeliness: Grievances will be acknowledged promptly and resolved as quickly as possible.
No Retaliation: Employees who raise grievances in good faith will be protected from victimization or 
revenge.

Bullying, harassment, discrimination
Unsafe or unhealthy work conditions
Conflict with a colleague or manager
Unfair treatment or favoritism
Concerns over pay, workload, or working hours
Violations of any part of the company’s Code of Conduct

3.   Principles

Grievances may include, but are not limited to:

4.   Types of Grievances

Speak Directly: Where appropriate, employees are encouraged to first speak directly with the 
individual(s) involved.

2.Informal Discussion with Supervisor: If direct discussion is not feasible, the employee may 
approach their immediate supervisor for an informal resolution.

Submit a written grievance to the HR Department. The complaint should include:
a.Details of the incident(s)
b.Names of those involved
c.Dates and locations

A. Informal Resolution

If the matter is serious or unresolved informally:

Step 1: Submitting a Formal Grievance

B. Formal Grievance Procedure

5.   Grievance Procedure



HR will acknowledge receipt of the grievance in writing within 3 working days.

Step 2: Acknowledgement

An impartial investigator (internal or external) will be appointed.
All parties involved will be interviewed separately.
A report will be compiled based on the findings.

Step 3: Investigation

The outcome will be communicated to the complainant (within the limits of confidentiality).
The entire process should ideally be completed within 20 working days.

Step 5: Feedback

If the complainant is not satisfied with the outcome, they may file an appeal in writing within 7 working 
days to the General Manager. The appeal will be reviewed by a panel not previously involved in the case.

6.   Appeal Process

All records of grievances, investigations, and resolutions will be maintained confidentially by HR for a 
period of at least 5 years.

7.   Record Keeping

All staff will be:

Informed of this policy upon induction
Provided access to refresher training through departmental briefings

8.   Training and Awareness

HR will maintain a log of all grievances and resolutions to:

This policy will be reviewed annually or sooner if required due to legislative changes or organizational 
needs.

Monitor patterns
Ensure timely handling
Recommend improvements to policies

9. Monitoring and Review

The investigator’s report will be reviewed by senior management and HR.
Appropriate action will be taken depending on the findings, which may include:
  Negotiation
  Disciplinary action
  Policy review or workplace adjustments

Step 4: Resolution & Action

Tseten Tsatultsang

CEO

15 October, 2023



होटल शाʋालाकाे गुनासो समाधान नीित

यो गुनासो समाधान नी̈त कम¡चारीहͭलाई काय¡˯ल सʐɀी सम˹ ाहͭ, ज˪  ैकाम गन͔ अव˯ ा, सहकम͊ वा 
सुपरभाइजरसँगको सʐɀ, र कʎनी नी̈तहͭको काया¡ɐयनसँग सʐɀ̑त ̋चȶा वा गुनासोहͭ उठाउनको ला̈ग संर̋चत र 
न̇̃ U þ̈êया þदान गन¡ ̈डजाइन ग̄रएको छ। यो नी̈तले गुनासोहͭलाई तुͬȶ, ̇न̃ U र उ̋चत गोपनीयताका साथ 
समाधान ग̄रनेछ भɄे सु̇न̌̂ त गछ¡।

१. उȡे̩

यो नी̈त होटल शाʐालाका सबै कम¡चारीहͭमा लागू ͮȲ, चाहे ̈तनीहͭको भू̉मका, ˯ ान, वा रोजगारीको ̔˯ त̈ जे भए 
प̇न।

२. दायरा

न̇̃ Uता: सबै गुनासोहͭलाई व˪ ु̇न̟ र पUपातर̈हत ͭपमा सʐोधन ग̄रनेछ।

गोपनीयता: सबै गुनासो सʐɀी मा̉मलाहͭलाई सʐɀ̑त पUहͭको गोपनीयता संरUण गन¡ कडा गोपनीयताका 
साथ ̀ाȵल ग̄रनेछ।

समयबȢता: गुनासोहͭलाई तुͬȶ ˻ीकार ग̄रनेछ र सʓव भएसʗ चाँडो समाधान ग̄रनेछ।

þ̈तशोध नͮने: इमानदारीपूव¡क गुनासो उठाउने कम¡चारीहͭलाई पी̈डत बनाउने वा बदला ̍लने काय¡बाट संरUण 
ग̄रनेछ।

ध¼क̤, उȍीडन, भेदभाव
असुर̍Uत वा अ˻ ˯ काम गन͔ अव˯ ा
सहकम͊ वा þबɀकसँगको ȩȿ
अɏायपूण¡ ˀवहार वा पUपात
तलब, कामको बोझ, वा काम गन͔ समय सʐɀी ̋चȶा
कʎनीको आचारसं̈हताको कुनै प̇न भागको उ́ घंन

३. िसȢाȶहͭ

४. गुनासोका þकारहͭ

१. þȓU कुराकानी: उपयुŶ भएमा, कम¡चारीहͭलाई प̈हले सʐɀ̑त ˀ Ŷ̖(हͭ)सँग þȓU ͭपमा कुरा गन¡ 
þोȗाहन ग̄रȲ।

२.सुपरभाइजरसँग अनौपचा̄रक छलफल: य̇द þȓU कुराकानी सʓव नभएमा, कम¡चारीले अनौपचा̄रक 
समाधानको ला̈ग आɫो तǾालीन सुपरभाइजरलाई सʎक¡ गन¡ स¤छन्।

• मानव संसाधन (HR) ̉वभागमा ̍ल̎खत गुनासो पेश गनु¡होस्। गुनासोमा ̇नʍ̍ल̎खत समावेश ͮनुपछ¡: 

o घटना(हͭ)को ̉ववरण

o संलƮ ˀ Ŷ̖(हͭ)को नाम

य̇द मा̉मला गʓीर छ वा अनौपचा̄रक ͭपमा समाधान भएको छैन भने:

चरण १: औपचा̄रक गुनासो पेश गन͔

५. गुनासो þिêया
क. अनौपचािरक समाधान

ख. औपचािरक गुनासो þिêया



HR ले ३ काय¡̇दवस ̉भù गुनासो þाɚ भएको ̍ल̎खत ͭपमा ˻ीकार गन͔छ।

o ̉म̈त र ˯ ान

o चा̈हएको प̄रणाम वा समाधान

चरण २: ˻ीकृ̈त

एक ̇न̃ U अनुसɀानकता¡ (आȶ̄रक वा बा̀) ̇नयुŶ ग̄रनेछ।
संलƮ सबै पUहͭसँग छुǨाछुǨै अȶवा¡ता¡ ̍लइनेछ।
अनुसɀानको आधारमा एक þ̈तवेदन तयार ग̄रनेछ।

चरण ३: अनुसɀान

प̄रणाम गुनासोकता¡लाई (गोपनीयताको सीमा ̉भù) जानकारी गराइनेछ।

सʎूण¡ þ̈êया सामाɏतया २० काय¡̇दवस ̉भù पूरा ͮनुपछ¡।

चरण ५: þ̈त̈êया

य̇द गुनासोकता¡ प̄रणामबाट सȶु˒  छैनन् भने, उनीहͭले ७ काय¡̇दवस ̉भù महाþबɀकलाई ̍ल̎खत ͭपमा अपील दायर 
६. अपील þ̈êया

सबै गुनासोहͭ, अनुसɀानहͭ, र समाधानहͭको अ̉भलेख HR ȩारा कʋीमा ५ वष¡सʗ गोɠ ͭपमा रा̎खनेछ।
७. अ̉भलेख राƛे

सबै कम¡चारीहͭलाई:
न̇यु̖Ŷको समयमा यो नी̈तको बारेमा जानकारी गराइनेछ।
व̉भागीय Āी̈फङहͭ माफ¡त ̄रÿेशर ता̍लम þदान ग̄रनेछ।

८. ता̍लम र जागͭकता

HR ले सबै गुनासोहͭ र समाधानहͭको लग राƛछे:

यो नी̈त वा̉ष̹क ͭपमा वा कानुनी प̄रवत¡नहͭ वा संगठनाȑक आव̩ कताहͭको कारणले आव̩ क भएमा प̈हले समीUा 
ग̄रनेछ।

ढाँचाहͭ अनुगमन गन¡
समयमै ̀ाȵ̍ल̷ग सु̇न̌̂ त गन¡
नी̈तहͭमा सुधारको ̋सफा̄रस गन¡

९. अनुगमन र समीUा

अनुसɀानकता¡को þ̈तवेदनलाई व̄र̟ ˀ व˯ ापन र HR ले समीUा गन͔छ।
न̇ː ष¡हͭको आधारमा उपयुŶ कारबाही ग̄रनेछ, जसमा समावेश ͮन स¤छ: 
  o वाता¡
  o अनुशासनाȑक कारबाही
  o नी̈त समीUा वा काय¡˯ल समायोजन

चरण ४: समाधान र कारबाही

Uेतेन सातुलसाङं 
þमुख काय¡कारी 
अिधकृत 


