BASIC REQUIREMENTS FOR LICENSING OF HOTELS IN THE BAHAMASPRIVATE 

STEP I      
During the initial planning stage of the hotel operation, the owner/ hotel operator is advised to:

Liaise with the Planning, Investment & Business Development Unit, Ministry of Tourism (tel: 302-2000), which will assist in the preliminary planning.  Secure a copy of the handout entitled “Investment Incentives for Hotel & Resort Development”, which outlines hotel concession entitlements as per the Hotels Encouragement Act.
Notes:  All establishments seeking to become a licensed hotel in The Bahamas (except those in the City of
Freeport under the Hawksbill Creek Agreement), in addition to making an application for a Hotel
Licence, need to make application for a Business Licence.

If the hotel is to include a restaurant, the following must be secured: a restaurant licence, general
liquor licence (if separate bar); hotel liquor licence, and music (piped or other) and dancing licence (if hotel intends to engage these).

A. Hold discussions with each of the following four Government Agencies to obtain specific licensing requirements: 
1. Hotel Licensing Unit - Ministry of Tourism

2. Department of Environmental Health Services 
3. Buildings Control Division - Ministry of Works
a) Architectural drawings for the hotel building must be submitted to the
Buildings Control Division-Ministry of Works who, in turn, submit them to the Department of Physical Planning, the Department of Environmental Health Services, and the Royal Bahamas Police Force Fire Services – in Nassau - for approval.  For hotels on Grand Bahama Island (except the City of Freeport) and the Family Islands, plans should be submitted to the appropriate Local Government office. Hotels in the City of Freeport should submit drawings to the Grand Bahama Port Authority, Freeport. 
b) Following approval of the architectural drawings and, upon receipt of the Building Permit from the Ministry of Works, Nassau (or Local Government Office),  ensure that the Building Permit #, or a copy of the Building Permit, is provided the Chief Licensing Officer, Hotel Licensing, Ministry of Tourism, Nassau.   

c) In the case of a new building, or an existing building requiring change of use, check with the Department of Physical Planning to ensure that the location is zoned to accommodate such a business.

       
     4.
Royal Bahamas Police Force Fire Services – Ministry of National Security  
B. Obtain copies of the Hotels Act, Hotels Regulations and Hotel Keepers Act and, in the case of Grand Bahama and the Family Islands, also secure the Local Government Act.   
Note: Operators of Grand Bahama Island or Family Island hotels should, in addition, discuss their plans with the Local Government Administrator in their District.

STEP II                           

Subsequent to the construction of a new hotel, structural renovations or any deviations to an existing building,  construction of an addition to an existing building, or plans to change the use of the building prior, ensure that an application has been made with the Ministry of Works for an occupancy certificate, and that occupancy inspections are conducted by the Ministry of Works, the Department of Environmental Health Services, and the Royal Bahamas Police Fire Services and that an occupancy certificate is issued by the Ministry of Works.

Note: The occupancy inspection is separate and apart from the inspection required for a Hotel
           Licence.

STEP III                           
The following forms and documents are necessary when applying for a hotel licence in The Bahamas, which is required to be renewed annually.  Hotels on Nassau/Paradise Island and Grand Bahama (except the City of Freeport) by December 31, and those on the Family Islands by March 31. 

1. Applicable application forms (in duplicate) i.e. 

a) Application for Licence to operate an Hotel (Form I) – For first time applicants

Note: When applying for a first time licence to operate a hotel on New Providence, completed documents should be submitted to the Chief Licensing Officer, Hotel Licensing Unit, Ministry of Tourism, P.O. Box N-3701, Nassau, Bahamas no later than three months prior to the proposed opening date.  If the Application is being made between September and December concerning a hotel on Nassau/Paradise Island, or a hotel on the Family Islands between December March, it is advisable to also apply for the Renewal of Licence simultaneously.  

b) Application for Renewal of Licence (Form V) 

c) Application for Temporary Licence (Form II) 

d) Application for Transfer of Licence (Form VI or VII)

2. Form IB - Requires particulars on the hotel e.g. name of hotel, name of manager, address, total number of bedrooms etc.

3. Part I Hotel Winter Rates Return (Form XI)

4. Part II Hotel Summer Rates Return (Form XI)

5. For the Information of Guests [Hotel Rate Card] (Form XII) – Cards must be posted at the back of each bedroom entrance door (except for All-inclusive and Time-share properties)
6. Section 3 of the Hotel Keepers Act (Liability Liability of Hotel Keeper) – must be displayed in a conspicuous place in each bedroom as well as in a conspicuous part of the main hall or entrance to the hotel
7. Foreign Investments Board Approval – special requirement applicable to foreign

 
ownership
8. Bahamas Exchange Control Certificate/Central Bank Approval designating the

 
company ‘Resident’ – special requirement applicable to foreign ownership.

9. Proof of Bahamian citizenship for Bahamian manager/s, or copy of work permit/s for foreign manager/s
10. Proof of nationality of owner/s, or where hotel is company-owned, beneficial owner/s
11. Proof of Ownership of the property i.e. Lease Agreement or Deed of Conveyance
12.
If the hotel is company-owned:

            (a)  Articles of Association for the company.

            (b)  Memorandum of Association for the company.

            (c)  Certificate of Good Standing for the company.

            (d)  Certificate of Incorporation for the company.

      13.  Copy of current Business Licence (existing hotels), or receipt indicating that application was
 
 made for the Business Licence (new applicants).

      14.  Copy of contract/agreement for the servicing of fire equipment - Hotel operators

are required to have their fire equipment serviced semi-annually by a company
approved by the Ministry of Works (list available from Hotel Licensing Unit, Ministry of Tourism, Nassau and Freeport, or respective Local Government Administrator Office).

15. Copy of extracts from the Environmental Guidelines For Hoteliers.  
Hotel operators are encouraged to implement environmentally friendly procedures; this information is provided for reference purposes (new applicants).

Hotel operators on Nassau & Paradise Island should submit completed documents, along with the hotel licence fee, where applicable, to the Chief Licensing Officer, Hotel Licensing Unit, Ministry of Tourism, P.O. Box N-3701, Nassau, Bahamas or, in the case of Grand Bahama Island (except the City of Freeport) and the Family Islands, the Local Government Administrator in the relevant District.  New applicants should apply no later than three (3) months prior to the proposed opening date.  

Relevant Application Forms can be obtained as follows:-


a)  can be downloaded from the www.tourismbahamas.org Web site:

Register→Hotel Licensing
b) the Hotel Licensing Unit, Ministry of Tourism, Nassau or Grand Bahama

c)  the Government Administrator in the relevant Local Government District  

STEP IV     
When the hotel is ready for operation, the property must be inspected by the following four (4) Government Agencies to secure a Hotel Licence:-  

 1. Hotel Licensing Unit, Ministry of Tourism

 2. Department of Environmental Health Services, Ministry of Health 

 3. Buildings Control Division, Ministry of Works              

          4. Royal Bahamas Police Fire Services


and receive the following:-

  a)     A favourable report from the Hotel Licensing Inspector, Ministry of Tourism.

b)    A Certificate of Sanitation from the Department of Environmental Health Services.

c)    A favourable report from the Buildings Control Division, Ministry of Works 

  and, where applicable, an Occupancy Certificate. 
d)    A favourable report from the Royal Bahamas Police Fire Services.

For inspection of hotels on Nassau & Paradise Island, hotel operators are required to contact the Chief Licensing Officer, Hotel Licensing Department, Ministry of Tourism, Nassau, who will coordinate the inspections by all respective Government Inspection Agencies.  For inspection of hotels on Grand Bahama Island, contact the Hotel Licensing Unit, Ministry of Tourism, Freeport, or the Local Government Administrator in the relevant District for Family Island hotel inspections, who will arrange/coordinate the inspections by all respective Government Agencies.  
STEP V      
When the application form and applicable fee, relevant legal/ancillary documents and Government Inspection Agency reports have been submitted, the Chief Licensing Officer/Secretary to the Board will make arrangements for a Hotel Licensing Board Meeting, where the application documents will be presented for review.  The Board will exercise its power to grant, refuse or defer the respective application. It is to noted that, in order to qualify for a licence, hotels must satisfy the application process and the requirements of all four GIAs and, in the case of existing hotels, be in possession of a current Business Licence and be current in hotel guest tax and licence fee payments.  
Should the Hotel Licensing Board grant a licence, the Secretary to the Board will issue the Hotel Licence Certificate.  Upon receipt, the Hotel Licence is to be presented to the Licensing Authority on Frederick Street, Nassau, or relevant Administrator’s Office, to secure the necessary Business, Shop, Liquor, and Music and Dance Licences.  
Thereafter, the Licence should be conspicuously displayed in the hotel i.e. front desk/check-in/registration/reception area).
Should, however, the licence be refused or deferred, the applicant will be notified in writing. Hotel operators will then be required to ensure that the deficiencies noted in the inspection reports, and/or matter (s) resulting in the application being deferred, are corrected and/or provided, respectively.  
The Hotel Licensing Board may have the operator prosecuted for non-payment of hotel guest tax and licence fee, as well as for operating a hotel without a valid licence, or not complying with any conditions outlined in the Hotels Act or Regulations. 

STEP VI
A hotel should not commence operation prior to being granted a hotel licence.  From commencement of operation, all hotel operators must collect from guests the Hotel Guest Tax, which is 6% of the total room rate. 
The Monthly Return of Hotel Guest Tax Form (Form X) is to be completed and submitted along with payment to the Chief Licensing Officer, Nassau, or relevant Local Government Administrator’s Office on or before the 15th day of the month following the month for which the tax is due (the Board has since granted a 7-day grace period).  The booklet can be obtained from the Hotel Licensing Unit, Ministry of Tourism, Nassau or Freeport, or relevant Administrator’s office.
HOTEL LICENSING TAXES/FEES 
Hotel Guest Tax 
All hotel operators must collect from the guests, the hotel guest tax which is 6% of the total room rate.  Hotels on Nassau/Paradise Island are to make cheques payable to the Public Treasury, which must reach the Chief Licensing Officer, Hotel Licensing Unit, Ministry of Tourism, P.O. Box N-3701, Nassau, Bahamas, on or before the 15th day of the month following the month for which the tax is due (however, the Hotel Licensing Boards have granted a of 7 day grace period i.e. by the 22nd).  All cheques/payment are to be accompanied by each Monthly Return of Guest Tax form (Form X).  Family Island hotels are to follow the same procedure, however, submitting cheques/payment, instead, to the Local Government Administrator in their district. Permanent Residents i.e. Managers/Owners/ Staff/Family (not long-term paying guests) are exempt from payment of the hotel guest tax.  

Note: The Form X is to be submitted each month even if there are no guests; such should be reflected on the form.    

Hotel Licence Fee 
The hotel licence fee is an annual fee of $3.00 per bedroom for applications for licence to operate a hotel and renewal of licences.  Operators are required to pay for the maximum number of bedrooms contained in the hotel, whether or not they are used during the whole of the year for the accommodation of guests (i.e. closed for renovations). 

However, hotels on Nassau/Paradise Island with fewer than ten (10) bedrooms for the use of guests or equipped with fewer than twenty (20) beds for such use, and hotels on the Family Islands (inclusive of hotels on Grand Bahama outside of the City of Freeport) with fewer than twenty-five (25) bedrooms or equipped with fewer than fifty (50) beds, are exempt from payment of the licence fee. Bedrooms not offered for reward for guests i.e. forming part of permanent quarters for owners/management/staff/family (does not include long-term paying guests) are also exempt from payment of the licence fee, and should not be included in the bedroom count cited on the Form IB.  
Additionally, under the Hawksbill Creek Agreement, all hotels in the City of Freeport district receive their business licence from the Grand Bahama Port Authority and are exempt from licensing by the Hotel Licensing Board.  

Hotels on Nassau/Paradise Island, where applicable, are to submit cheques, made to the Public Treasury, to the Chief Licensing Officer, Hotel Licensing Unit, Ministry of Tourism, P.O. Box N-3701, Nassau, Bahamas.  Hotels on Grand Bahama and the Family Islands, where applicable, are to make cheques payable to the Public Treasury and submit them to the Local Government Administrator in their districts.  Licence fees are to be submitted along with the relevant application.   
Temporary Hotel Licence Fee

When making application for a Temporary Licence to Operate an Hotel, a fee of $30 is required.  The full hotel licence fee is to be submitted when the temporary licence expires and an application is made for the Licence to Operate an Hotel. Applicants are exempt from paying the Temporary Licence fee under the same criteria cited in the first paragraph under Hotel Licence Fee header.

Transfer of Licence Fee

When applying for a Transfer of Licence a fee of $25 is required if the applicant is not exempt from payment under the same criteria cited in the first paragraph under Hotel Licence Fee header, in respect of the Form VII – however, not VI.  If there is a licence still in effect, the original licene must also be submitted to the Chief Licensing Officer for transfer endorsement.  
Additionally, if the change in hotel operator takes place between September and December, for hotels on Nassau/Paradise Island, it is advisable to also apply for the Renewal of Licence simultaneously.  For hotels on the Family Islands, if the change in hotel operator takes place between December and March, it is advisable to also apply for the Renewal of Licence.
BASIC GUIDELINES FOR LICENCSING HOTELS IN THE BAHAMAS
Inspections/Re-inspections and Spot Checks

Following the inspection of hotels, a number of re-inspections may be necessary before all deficiencies are corrected and the hotel meets the satisfaction of all four Government Inspection Agencies and qualifies for an initial licence or renewal of licence by the respective Hotel Licensing Board.  
Inspections are conducted throughout the year and can be done without prior notice. Advance notice is usually given hotel operators out of courtesy and convenience, especially Family Island Hotel Inspections.  No notice, however, is given in the case of spot check inspections.  Tourism Inspectors are also required to investigate all hotel complaints pertaining to matters of a physical nature.
All facilities and rooms are subject to inspection by officers from the four Government Inspection Agencies.  Rooms not offered for reward, which are occupied by persons exempt under Section 16 (4) of the Hotels Act (i.e. management, staff/family/private guest), will require inspection by the Fire Officer, unless accommodations are unattached/separated from the building (s) housing paying guests. 
Though the inspection of occupied rooms is not the norm, it may be required, on occasions, where deemed necessary.  

A hotel representative must always accompany the inspector on inspections; the latter should never enter an occupied room unless accompanied by the representative.  

The Inspector from the Hotel Licensing Unit looks at the entire physical structure. The exterior of the accommodation must present a well-kept appearance, in keeping with its character and location. Grounds must be attractive and properly maintained; driveways and walkways must be paved and adequately illuminated and free from obstruction. The interior must appear presentable and decor aesthetically pleasing.  All accommodation should reflect a high degree of competence in housekeeping, and cleanliness must be unquestionable.  All facilities and equipment, including public areas, furniture, fittings, fixtures, drapery, floor coverings, upholstery, mattresses, box springs, pillows, pillowcases, bedding, shades and blinds, china, utensils, glassware, tableware and other crockery, must be clean and in good condition and well maintained.  Colours should be well-coordinated, preferably with white or light-coloured paint, and rooms should be attractive.  Inspectors are also required to be observant, exercise vigilance and report to the Chief Licensing Office any hotel suspected of operating illegally. The Tourism Inspector must ensure that the hotel maintains standards in accordance with the Hotels Regulations.  
Environmental Health standards are of prime importance in the licensing of hotels and the Health Inspector must ensure that the hotel maintains standards in accordance with the Environmental Health Services Act and The Health Rules.  The inspector is to ensure that the exterior grounds are maintained, clean and sanitary and are aesthetically pleasing to the environment; and that the premises is maintained free of insects, termites, rodents and other vermin.  The inspector is to also ensure that basic food handling practices are observed and that foods are prepared and handled under sanitary conditions.  The inspector is to ensure that there is safe drinking water and a constant supply of hot and cold running water. Hotel employees engaged in the preparation and handling of food and drink must be in possession of a valid health certificate.  Additionally, the inspector is to ensure that the 14-Point Legionellas’ Check List is being adhered. In the final analysis, hotels must qualify for a Certificate of Sanitation from the Department of Environmental Health Services prior to being considered for a licence by the Hotel Licensing Board.
The Building Inspector is responsible for ensuring that the requirements of the Bahamas Building Code are met.  These include the stability of the structure with special emphasis on the type of building material and the ability of such material to resist fire.  The Inspector also ensures adequate maintenance of the entire hotel structure, emergency and exit lights, fittings and automatic fire extinguishing systems, elevators, stairs and railings; construction and maintenance of swimming pools; and that sleeping rooms are not less than eight feet in width or height, and the floor area in sleeping rooms (excluding from such area all shower space, closet space and the space of any foyer or corridor leading to a sleeping room) for one person is not less than 80 sq. ft., for two persons not less that 110 sq. ft.   
Hotels must qualify for a satisfactory inspection report from the Buildings Control Division, Ministry of Works prior to being considered for a licence by the Hotel Licensing Board.

The Fire Inspector looks at the provision and maintenance of fire fighting equipment.  These include adequate hose lengths and water supply sources on the premises; fire escapes/exits, smoke doors, smoke detectors, fire extinguishers, automatic fire extinguishing systems, fire alarm and sprinkler systems.
Every establishment is not required to have all of the items listed, but equipment essential to the needs of that particular hotel.  Hotel operators are expected to have the hotel’s fire equipment, including automatic fire extinguishing systems serviced semi-annually by a company approved by the Ministry of Works to install or service fire equipment.
All fire fighting requirements listed may not apply to every hotel. 

Hotel operators must be familiar with fire regulations as set out in The Hotel Regulations sections 14-20. 

Hotels must qualify for a satisfactory inspection report from the Royal Bahamas Police Force Fire Services prior to being considered for a licence by the Hotel Licensing Board.

Bedrooms
Ensure that the following are displayed behind the entrance door:

1) A Form XII (For the Information of Guests/Rate Card) – Except in the case of All-inclusive
     properties and Time-share Properties.
2) Section 3 of the Hotel Keepers Act (Limitation of Liability of Hotel Keeper) – Ensure that this
     information is also posted in a conspicuous part of the main hall or entrance to hotel.
3) Fire Procedure Rules and Floor Plan of the building showing the location of exits and route to 
    the nearest exit.  

Bedroom sizes should be constructed in accordance with the Bahamas Building Code.  Guest bedrooms should be adequately furnished but uncluttered, well lit and adequately ventilated with natural ventilation.  The room may also have an air conditioning unit/s and/or ceiling/floor fans.  Windows and doors must be operable and secure and former must have screens.  Furniture/appliances must be clean and in good condition, and should include the following:-

alarm clock                   
bed (s) 
                   bureau/dresser
                   chest of drawers

                   2 chairs 
                   1-2 night stands with lamps or bed lights with shade
                   mirror

television 
doors

room safe – optional  
flooring (carpeted or tiled) – should comply with the Bahamas Building Code
area rug (s) - optional
telephone – should be accessible on property with DDD service; recommended in each guest room 
Internet service – optional for small hotels 
waste paper bin/s with trash bag or plastic lining
   
      windows 

      draperies/blinds/shades 
                   wall painting (s)/picture (s) 

      plants/flowers - optional

                   drinking glass for each occupant 

      water container
                   adequate lighting

                   air conditioning supply and/or fans 

      natural ventilation – all /windows must have screens 

      closet with doors and adequate wooden or plastic hangers
      hairdryer – optional for small hotels
      coffee maker – optional for small hotels

Note: smoke detectors should be mounted in the ceiling (or wall 6” below ceiling) of each bedroom – not in the immediate vicinity of air conditioning vents or fans.

Beds

All bed mattresses, mattress pads, box springs, bedding, linen and pillows are to be clean and in good condition, including any pull-out couches/roll-a-ways.
Beds are to be made up as follows:-

 
box spring or frame for each mattress

mattress pad on each mattress 



2 sheets - 1 fitted, 1 flat



             2 pillows with pillow cases     

blanket/bedspread/comforter
Bathrooms
Bathrooms must be clean and all fixtures, fittings, and linen in good condition, and should include the following:-

      
tub and/or shower (with non-slip bath mats/strips and functioning plugs and drains)

toilet with tank top (water closet bowls shall be equipped with open front seats in public
             and shared (used by different guests) bathrooms
hand basin 


soap (individually wrapped and changed daily or liquid soap dispenser) 
            extraction fan if there is no exterior window 


toilet paper holder


toilet paper

 
window curtain and/or blind

shower curtain with rod/hooks/door

             towel rack with bath, hand and face towels for each occupant that are changed daily 
             mirror

             floor mat/rug
             waste paper bin (with trash bag or plastic lining)
 
wall picture(s) – optional

hot and cold running water


floor covering (tile or vinyl)

It is desirable to have a private bathroom for each bedroom. If this is not possible, the Bahamas Building Code regulations regarding bathrooms should be strictly adhered.

Separate male and female public bathrooms are necessary where public facilities are located e.g. lounge, restaurant and bar.  Public bathrooms must have toilets (water closet bowls shall be equipped with open front seats), sinks, urinals (male), toilet tissue with toilet paper holders, liquid soap with dispensers, and hand towels with dispensers.  Common towel usage must be avoided.  Urinals should be separated with dividers and showers should have separate stalls with lockable doors.  
Where handicapped facilities are mandatory (see title Handicapped Facilities/Wheelchair Accessibility) public bathrooms should have accessible mirrors, toilets, hand wash basins, sanitary fixtures, control switches and other accessories to accommodate the physically challenged. 

Kitchens servicing public areas and guest rooms

Walk-in coolers/refrigeration units – must be kept clean and sanitary.  Foods must not be stored on the floor, and are to be kept covered while refrigerated, and the coolers/units must maintain desired temperature of 41 degrees Fahrenheit.

Commercial stove – there should be an automatic fire extinguishing system in the hood, which is to be serviced semi-annually by a company approved by the Ministry of Works; microwave - optional

waste paper bin/s (with trash bag or plastic lining) 


ventilation hood and extraction fan


grease trap – under sink or in yard in front of the septic tank


walls – must be tiled to a height of a minimum of 4’and painted white or light-coloured


floors – all floors must have floor drains, and should be tiled with non-slip rubber matting/tiles or
have smooth finish
hand-wash stations – must have hot and cold running water and equipped with hand soap

and hand towel

screens - all windows and kitchen exit doors must have screens; all kitchen doors must have a self-closing device.  Screens must be not less than sixteen (16) inches to the mesh, and must be clean, secure and in good condition.

Kitchens/Kitchenettes in Units/Suites

refrigerator

sink with counter space

dish drain 

proper plug in sink

  
plates, cup and saucers (or mugs), bowls, two or more glasses, forks, knives, spoons,

variety of pots, pans and cooking utensils, dish cloths/sponge, dish towels, paper towels,

dish washing liquid, bottle opener, cork screw, ice bucket, electric or stove top kettle,

toaster

stove/microwave – ensure that a fire extinguisher is affixed to wall adjacent to equipment, which should be serviced semi-annually by a company approved by the Ministry of Works.

mini-bar - optional

waste paper bin/s (with trash bag or plastic lining) 

walls – must be tiled to a height of a minimum of 4’and painted white or light-coloured


floors – all floors must have floor drains, and should be tiled with non-slip tiles or have a
            smooth finish. 

Laundry Areas

· Ensure that washing machines are kept in good working order

· Ensure that laundry trolleys are kept in a clean and sanitary condition, and cleaning items on trolley are organized.

· Ensure that an adequate and constant supply of hot/cold running water is available.

· Ensure that the area is kept clean and that there is no lint build up behind machines, in the ceiling, or in lint traps.  

· Ensure there is at least one fire extinguisher and smoke detector available.
· Ensure that adequate shelving is provided for storage of towels, sheets, blankets etc., and that they are stored on shelves at a minimum distance of eighteen (18”) from the ceiling.   

· Ensure that laundry area is well ventilated and has adequate lighting.

Bar Areas

· Ensure that bars serving drinks from glasses are in possession of hot running water;

· Ensure that ice scoops are not stored in ice bins and that a proper container is provided for ice scoops.  Also ensure that dish covers are not used as ice scoops;

· Ensure that fruits (cherries, olives, sour, etc.) on display are kept covered;

· Ensure that dispensers are available for mini straw stirrers and toothpicks; and that large straws are individually wrapped.

Buffet Areas

· Ensure that all foods on display are kept covered;

· Ensure that cut fruits and mayonnaise-based products are kept at refrigerated temperatures;

· It is recommended that signs are provided to advise patrons not to return to the buffet line with soiled plates

Areas occupied by Staff (offices, work-stations, bathrooms, lockers, cafeterias, living accommodation)

Ensure that these areas (floors/walls/ceilings in particular) are maintained in a clean, wholesome and sanitary condition.

Hotel Sign

A hotel sign should be erected and clearly displayed at the front of the hotel, and in good condition.  

Hotel Licence and Notices
The most current Hotel Licence, Business Licence and Certificate of Sanitation, should be displayed in a conspicuous area i.e. front desk/check-in/registration area. 
Guest Bills

The Government’s 6% hotel guest tax is to be delineated on hotel guest bills and to be a separate line item of resort levy, gratuities etc.  Hotel operators are encouraged, however, to quote the total daily rate (inclusive of tax, resort levy, gratuities etc.) to customers, so to avoid complaints regarding “hidden charges.”

Financial Records
Section 21 (1) of the Hotels Act requires hotel operators to maintain financial books/records, which are to be made available by Government auditors. Operators are strongly encouraged to set up computerized financial accounting systems. 
Reception

There should be a clearly defined reception area and guest registration facilities, where available.  The reception area should have adequate seating for guests waiting to register in the hotel and should be tastefully furnished.   
Telephones/Internet
Telephone (s) should be made available on property (preferably in each guest room); at a minimum, a telephone should be accessible on property with DDD service.  Hotel operators may wish to consider making available a cellular rental service.

All large hotels (over 100 bedrooms) should offer Internet (preferably Wireless) service; however, small hotels are encouraged to do so. 

Instruction for Guests

There should be clear instructions for check-in and check-out procedures in the absence of manned registration.

Telephone numbers and contacts should also be made available, in case of emergencies, in the absence of manned registration.

If activities are provided by the hotel, ensure that the activities and their times are placed on notice boards in a visible location (s), or on readily accessible leaflets. 

Ensure that fire escape routes are clearly indicated and visible within the hotel.

Security
Interior and exterior doors must be operable and have secure locking devices, e.g. deadlocks and security chains. Guests must be provided with keys to their rooms.  Windows and sliding glass/screen doors must be able to lock, and panes/glass should be free from cracks.  Sliding doors must be properly secured on tracks.   Entrance and exit doors should be well illuminated.

It is recommended that guests be provided a Safety Tips handout, encouraging them to: ensure that their doors and window are securely closed and locked; secure valuables (use safe deposit boxes); report any suspicious activity; not answer doors without verifying who the person is etc.   
Also, all hotels are recommended to have 24-hour security (security companies should be approved by the Government).
Room Safes 

Safety Deposit Boxes should be made available on property (preferably in each guest room).

Credit Card Facility 

Operators are encouraged to provide credit card facility.  

Grounds

The grounds around the hotel building should be properly cleared, landscaped, well lit at night and maintained such as to be aesthetically pleasing to the environment.

Driveways/Walkways/Footpaths/Alley-ways/Parking Areas
A paved driveway/walkway to the front entrance, and a paved walkway to the sides and back of the hotel. are required.  Driveways/Walkways/Footpaths/Alley-ways/Parking Areas should be kept in good order, have adequate lighting, be free from obstruction, and should be adequately drained.

Corridors/Hallways/Steps/Stairwells/Balconies

Should have adequate lighting and kept in good condition. All stairs shall be equipped with soundly con​structed and adequate handrails, and adequately illuminated.  Spacing of rails must be done in accordance with the Bahamas Building Code.
Exit doors/Fire escapes
Stairways should be constructed in accordance with Chapter 11 Section 1104.2 of the Bahamas Building Code.  

All hotels must have, at a minimum, one remote exit.  Hotels with 1,000 sq. ft. or more in area shall have not less than two remote exits.   The stairs leading to the outside should be located on the exterior of the building; however, they may be located on the interior of smaller hotels.   Exit doors/fire escapes must remain unlocked from the inside at all times – and free from obstruction - or be equipped with panic hardware.
Sewerage Disposal Plant/Septic Tank
Where there is a sewerage disposal plant or septic tank system at any hotel, it must be maintained in good working order.    
Water
Safe drinking water and a constant supply of hot and cold running water must be available.  
Clothes Closet
Ample closet space and clothes hangers (preferably wooden) in each bedroom must be provided.

Screens

All window and sliding doors and kitchen exit doors must have screens.  The screens are to be not less than sixteen inches (16”) to the mesh and must be maintained in good repair.

Housekeeping/Maintenance
Good maintenance and plumbing is essential.  Housekeeping must be of a high standard and there should be an on-going maintenance programme.  All bedding and towels must be properly stored on shelves at a minimum distance of eighteen (18”) from the ceiling and the housekeeping stations must be maintained in a clean and sanitary condition.  All bedding and towels should be changed daily, unless otherwise arranged. It is to be noted that hotel complaints by visitors are usually regarding the cleanliness of the room.  
Generators

Where there are back-up generators, which is highly recommended for all hotels, they should be regularly serviced and in good working order.

Uniform/Staff Training

Staff should wear uniforms (and name tags) appropriate to their department, which provide a professional image and allow staff to be easily identifiable and provide safety coverage.  

Training, which, unfortunately, is not always seen as an investment, but a cost, should be an integral part of a company’s strategic management plan.  All staff should be afforded training.  Staff should be trained, at a minimum, in:

· Bahamahost (tel: 242-326-6183) and/or SMART (Sales, Marketing & Royal Treatment) (tel: 242-302-2079) – offered by the Ministry of Tourism.  Operators with hotels comprising fewer than 100 bedrooms should  contact the Ministry’s Small Hotels Unit, which can assist in setting up a Web site and, through the Mobile Resource Center, provides access to a training and certification programme (tel: 242-326-5179)
· Customer Service/Care
· First Aid/CPR (at least 10% of staff)
 Insurance

Operators are encouraged to offer protection; insuring their buildings and contents by providing liability insurance.

Garbage Disposal Area
Garbage disposal areas/containers should be well-secured, clean, not overflowing with garbage and free from vermin and unpleasant odors.  Garbage should be placed in well-sealed garbage bags. Garbage must be stored in a properly-constructed booth; roll-off containers must be placed on a concrete base.  Booth and/or base must be washed and sanitized between collections.  Garbage containers that are kept in food preparation areas must be properly lined and kept covered when not directly in use.  
The hotel must also be in possession of a garbage collection contract, ensuring regular servicing.
Pest Control Service

All hotels should be in possession of a pest control contract, ensuring regular servicing.

Fire Standards/Protection

Fire prevention is of the utmost importance and hotel operators are required to liaise with the Royal Bahamas Police Force Fire Services on their specific requirements.    
Fire equipment may comprise, but is not limited to:-

1. Fire Log book 

2. Fire hoses with adequate length  

3. Sprinkler system

4. Fire alarm system

5. Fire extinguishers - fire extinguishers in each kitchen and in all rooms with cooking facilities (e.g. stove, hot plate, microwave oven), and affixed to wall adjacent to equipment (to be serviced semi-annually by a company approved by the Ministry of Works).

6. Smoke detectors - smoke detectors in the ceiling (or wall 6” below ceiling) of each bedroom – not in the immediate vicinity of air conditioning vents or fans

7. Emergency lights

8. Smoke doors where length of hallway demands

9. Illuminated exit signs

10. Automatic fire extinguishing system in the hood of commercial stoves (to be serviced semi-annually by a company approved by the Ministry of Works).
11. Adequate water supply.

12. Exit Doors/Fire Escapes - Every fire exit in a hotel shall be so arranged and maintained as to provide free and unobstructed egress from all parts of the hotel.  Exit doors/fire escapes must remain unlocked from the inside at all times (no locks or other fastening to be installed) or be equipped with panic hardware. Fire escape routes shall be clearly indicated and visible in such manner that persons in the hotel may readily know the direction of escape from any part of the hotel in the event of fire. 
Health Standards/Protection

Compliance with Environmental Health standards is necessary. Health regulations regarding the handling and storage of food and beverage should be followed. Efforts should be made to abate the presence of vermin on the premise.

Straws, toothpicks and spices must be protected to prevent being contaminated from people, vermin, dust or other sources of contamination.  Ice must be transported and handled under sanitary conditions.  Mayonnaise-based products and cut fruits on display must be kept at refrigerated temperatures.  Foods must be kept covered at all times and refrigerated food items should be preferably maintained at 41 degrees Fahrenheit. Basic food handling practices must be observed and food handlers must be in possession of valid Health Certificates.  The sewerage disposal system must be operable and in good condition; and the hotel must be free of vermin.  The establishment must also be in possession of a garbage collection contract and garbage must be disposed of in a sanitary manner.  The hotel must also ensure that an individual has been identified to be responsible for legionaires’ disease control and in compliance with the 14-Point Check List.  Finally, the hotel must possess a valid Certificate of Sanitation.  
Electrical Fittings

All electrical fittings should be fitted securely and it is recommended that they be tested on an annual basis by a qualified electrician.

Building Plans

For hotels on Nassau/Paradise Island, architectural drawings must be submitted to the Ministry of Works, the Royal Bahamas Fire Services and the Department of Environmental Health Services on New Providence, for approval.  For hotels on Grand Bahama (except the City of Freeport) and the Family Islands, plans should be submitted to the Administrator’s office or to the Government Agencies if they are located on the Island.  Hotels in the City of Freeport should submit plans to the Grand Bahama Port Authority.  If there are any alterations made to the plans after the initial approval, the altered plans must be re-submitted to the respective agency, and two copies to the Chief Licensing Officer in Nassau or Administrator in the respective Family Island district.  
Buildings
In order to qualify for a hotel licence, the building must meet the requirements of the Bahamas Building Code and qualify for an occupancy certificate.  The building must also meet the zoning standards of the Department of Physical Planning.

Authentically Bahamian Products

The décor of the hotel should comprise colours that are well coordinated, preferably with white or light coloured paint and linen, and rooms should be attractive.  It is recommended that the décor represents a Bahamian flavour (i.e. Androsia print etc.). 

Hotel Operators are additionally encouraged to use Bahamian building materials when constructing hotels.

Operators are encouraged to play piped music that is indigenous to The Bahamas and include indigenous food (including fruits and confectionaries) and beverage on menus.   

Handicapped Facilities/Wheelchair Accessibility
In accordance with section 4503.1e of the Bahamas Building Code, hotels constructed as of January 1, 2004 are to comply with the following requirements.  Those constructed prior and with fewer than 20 bedrooms are encouraged to provide handicapped facilities; at a minimum, ramp access to ground floor.   

More than 100 rooms – Ground floors of hotels are required to be wheel chair-accessible (with adequate ramps), and there is to be at least one handicapped room available per 100 bedrooms. 

Between 20 and 100 rooms – Ground floors of hotels are required to be wheel chair-accessible (with adequate ramps), and there is to be at least one handicapped room available 

Handicapped rooms should have accessible mirrors, bathrooms, hand wash basins, sanitary fixtures, shower head controls and control switches, and other accessories. Bathrooms should have showers with grab rails.  

Recreation

It is recommended that hotel operators provide some form of activity for their guests, e.g.:
Sightseeing

Board games

Cycling

Sailing, swimming, fishing

Snorkeling, scuba diving, shelling

Reading books, etc.

If possible, a games room may be provided.

If activities are provided by the hotel, ensure that activities and their times are placed on notice boards in visible location, or on readily accessible leaflets. 

Swimming Pools/Jacuzzis
The water of the pool must be kept clean, clear and free of debris.  The pool must have depth markers in place at both sides of the pool at every change where depth is less than six feet (6’) and visible from inside the pool.  The pool must also have exit stairs/ladders on both ends with non-slip finish, and secure hand rails.  It is recommended that that steps leading to the pool be a different colour than the bottom of the pool.  The drains must be properly sealed and clear and there must be no electrical hazard in the vicinity of the pool. The pool deck and pool rails must be maintained in good condition.  The pool must also have life safety equipment (at a minimum an O-ring and first aid kit) readily accessible and adequate signs regarding pool usage and life safety i.e. warning/no diving signs.  The pool must be maintained in a sanitary state at all times to prevent swimmers/bathers from becoming sick. 
Hotels with over 100 rooms require a lifeguard (s) for each pool.  A lifeguard is also required where pools have depths of eight feet (8’) or more that permit diving.  
Copies of lifeguard certificates must be provided the Hotel Licensing Unit.  
Pool water must be properly treated and the filtering systems in good working order.  Pool log book/service records stating the results of all chemical disinfectant treatment and tests must be maintained and available for inspection. PH levels are required to be between 7.0 – 7.6 and chlorine residual must be present.

In the case of Jacuzzis, ensure that the water temperature is kept at the required temperatures.  
Pool Signage – Hotels under 100 Rooms

For hotels with fewer than 100 bedrooms, the use of the 24 inches by 18 inches (24” x 18”) sign required by the Hotel Licensing Board must be displayed. The sign should be displayed, preferably on white background, and the letters are to be in contrasting colours at a minimum height of one inch (1”), being readable from a reasonable distance. 


Pool Signage – Hotels with 100 or more Rooms

For hotels with 100 or more rooms, the use of the 24 inches by 18 inches (24” x 18”) sign required by the Hotel Licensing Board must be displayed.  The sign should be displayed, preferably on white background, and the letters are to be in contrasting colours at a minimum height of one inch (1”), being readable from a reasonable distance. 


Beaches/Lagoons
Ensure that a swim line is available at the beach, and that lifeguard certificates are secured, where applicable.  Where there is no lifeguard on duty the following (visible) caution sign must be displayed at the bay (at a minimum 24 inches by 18 inches (24” x 18”). The sign should be displayed, preferably on white background, and the letters are to be in contrasting colours at a minimum height of one inch (1”), being readable from a reasonable distance. 


Elevators

Guest/service elevators must be ventilated, kept clean and possess and display current maintenance certificates issued every six months by the Ministry of Works. 
Environmental Guidelines

Hotel operators are also advised to implement environmentally friendly procedures and are given a copy of extracts from the Environmental Management Tool Kit for Caribbean Hotels, for reference purposes.

Hotels are encouraged to use fluorescent light bulbs.  It is recommended that guests be provided an Energy-Saving Tips handout: being encouraged to turn off lights when not in use; take shorter showers or use less water in baths; use ceiling fan in conjunction with air conditioner; have sheets changed irregularly etc.
Medical Assistance

It is recommended that large hotels with over 100 bedrooms have a nurse on staff.

Web site

Operators are encouraged to develop a personal Web site for their hotel. Small hotels (with fewer than 100 bedrooms) are encouraged to contact the Small Hotels Unit, Ministry of Tourism (tel: 242-326-5179) to assist in setting up a Web site.  

Bahamas.com Accommodation Template Form -  Not a regulated form

All licensed hotels are automatically added to the “Where to Stay” section of the relevant island on the Ministry of Tourism’s Bahamas.com Web site.  Only licensed hotels are featured on bahamas.com.  An Accommodation Template Form is to be completed once a hotel qualifies for a licence. 

Bahamas Hotel Association (BHA) and Promotion Board Member

Hotel operators are encouraged to become a member of the Bahamas Hotel Association and respective Promotion Board (Nassau/Paradise Island Promotion Board (NPIPB), Grand Bahama Island Promotion Board (GBIPB), or Bahama Out Islands Promotion Board (BOIPB), a voluntary association of hoteliers.  Members are required to pay an annual Membership Fee.  Each Board operates with a budget derived from a room toll collected from guests residing at member hotels: 6% NPIPB and GBIPB; 4% BOIPB.  
Some of the many benefits offered to members include marketing and promotional opportunities, listing on BHA & the respective Board’s Web site, Board-sponsored seminars, training and workforce development support, sales blitzes and familiarization trips.
Please contact BHA for further details at telephone: (242) 322-8381.
Hotel Concessions
· Under the Hotels Encouragement Act, new hotels (in the Family Islands and outside the City of Freeport district with a minimum of four (4) bedrooms and those in Nassau/Paradise Island and the City of Freeport District with a minimum of ten (10) bedrooms) can apply for concessions, being exempt from payment of customs duties in respect of construction materials.  Existing hotels in the Family Islands and Nassau/Paradise Island with a minimum of ten (10) bedrooms can apply for concessions, being exempt from payment of customs duties in respect of re-furbishment materials. 
· i) New hotels granted concessions under the Hotels Encouragement Act are exempt from Real Property Tax for the first 10 years from the date the hotel opened ii) Hotels are exempt from Real Property Tax with a minimum taxation per bedroom of $20 beginning in the 11th year until a 20-year period from the date the hotel opened iii) Hotels are exempt from Real Property Tax for further periods up to 10 years with payment of $250 per bedroom per annum for NPI hotels and $100 per bedroom per annum for Family/Grand Bahama Islands (See Clause 4 of the Hotels Encouragement Act, Chapter 289).

Hotel operators are encouraged to refurbish their hotel every five (5) years, in particular, bedrooms.
For application and further information, contact: Mrs. Isla Deane, Hotels Encouragement Unit, Ministry of Finance, P O Box N-3017, Nassau, Bahamas Tel: 242-327-1530; Fax: 242-327-1620; E-mail:  isladeane@bahamas.gov. bs

This document was prepared by the Hotel Licensing Unit, Ministry of Tourism and updated August 2008 
CAUTION





A LIFEGUARD IS ON DUTY FROM (cite hours of operation).  


AT OTHER TIMES GOVERNMENT REGULATIONS PROHIBIT CHILDREN UNDER SIXTEEN (16) YEARS OF AGE FROM ENTERING THE POOL UNLESS ACCOMPANIED BY AN ADULT.





CAUTION





THIS POOL IS UNSUPERVISED BY A LIFEGUARD.


GOVERNMENT REGULATION PROHIBITS CHILDREN


UNDER SIXTEEN YEARS OF AGE FROM ENTERING THE POOL UNLESS ACCOMPANIED BY AN ADULT.





CAUTION





NO LIFEGUARD ON DUTY��SWIM AT YOUR OWN RISK
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