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Housekeeping team member development plan 


The aim of this training plan is to help new housekeeping employees understand the rules and responsibilities of their job role as well as the procedures and policies of the hotel. This is so they are able to understand and get familiar with how the hotel works and within their job role field. So that they can build a good foundation within the hotel and get comfortable with the job, this will allow them to feel more confident and secure within the hotel thus allowing them to fulfil their job role and responsibilities to the best of their ability and provide the highest quality services to guests. 

	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8

	Uniform 
	Equipment 
	Products/cleaning chemicals 
	Maintenance 
	Laundry 
	Communication 
	Health and Safety 
	Fire Protocol 

	Housekeeping staff need to ensure that they are properly attired in appropriate uniform 
	Manual products:  
  
-  Abrasives 
-  Brushes  
- Housekeeping trolley 
- Dustbins 
- Dusting cloths 
- Dustpans 
- Janitors trolley
- Mops 
- Mop wringer trolley 
- Scarifying machine 
- Spray bottles 

	- Water 
- Vinegar 
- Bathroom cleaners 
- Clean air spray 
- Degreaser- Floor cleaners and sealers 
- Laundry cleaners 
- Surface sanitizers 
- Toilet blocks 
- Toilet cleaners 
- Carpet cleaning agents 
- Swimming pool cleaners 

	Weekly checklist: 
- Buff and polish all hard floor surfaces. 
- Clean outside glass surfaces. 
- Clean windows and entryways inside once a week. 

- Disinfect the fridge, microwave, and oven in the kitchen or lounges. 
- Purify consoles and phones. 

- Sanitize the inside of bins and lids. 

- Repair any slinters and chips at the entryways and on cupboards to ensure a safe, smooth surface. 
	Guest bedroom: 

- Fitted sheets 

- Top sheets 

- Pillow cases 

- Pillow covers 

- Duvets 
- Duvets covers 

- Mattress covers 
- Bed runners 
- Extra linens  



Guest bath: 

- Wash cloths 

- Hand towels 

- Bath towels 

- Bath mats 

- Robes 
	It is vital for the housekeeper to have efficient communication between other staff members as well as guests. 

This is because if the housekeeper is to notice a problem within one of the rooms or around the hotel, the housekeeper will need to follow through a protocol and contact the proper engineer to solve that specific problem.  
	- Prevent sips, trips and falls 
- Control dust 

- Avoid tracking materials 

- Prevent falling objects 

- Clean clutter 

- Store materials properly 
- Use and inspect personal protective equipment and tools 

- Determine frequency 

- Create written rules 

- Think long-term 
	Management action: 

- it is essential to have a protocol in place and this is what staff will follow, including housekeeping staff. 


Layout: 

- Housekeeping staff will be shown a layout of premises and will be instructed of a smooth and logical exit if there is ever to be a fire alarm. 

	Employees will be given an extra set of uniforms in case current ones are damaged, lost or in the laundry.
	Electric products: 

- Box sweeper 
- Vacuum cleaner 
- Polishing machine 
- Scrubber 
- Vapor cleaning machine 

	It is vital each employee has knowledge of the correct product application and awareness of health and safety for use of products for both staff and surrounding guests. 
	General housekeeping: 

- Discard recycling materials
- Vacuum carpeted areas

- Brush/ vacuum hard floor surfaces. 
- Tidy office furniture and hardware
- Sanitize flat surfaces 
- Mop hard floors 

- Polish furniture 

- Wipe mirrors and glass entrances

- Wipe down and clean cooking surface areas 

- Spray air freshener
	Food service: 
- Napkins 
- Table cloths 

- Place mats 

- Cooking cloths 

- Uniforms 

- Dish towels 

- Drying mats 



Other:

- Staff Uniforms 

- Gym towels 

- Pool towels 

- Banquet cloth 

- Maid cloth 
	[bookmark: _Int_dV7tXU8k]With guests, it is also important for the housekeeper to have efficient communication as is a guest has a problem and lets the housekeeper know, then it is the housekeeper's role to either advise them or help them out if they are able to. 
	- Suitable clothing 
- Heavy physical work 

- Children/Animals 

- Being aware of your environment 

-Working at height 

- Clear walkways 

- Watch your pace 

- Using sockets safely 

- Never mix water and electrics
- Mindful of damaged cables 
-Use gloves 

- Recycling scheme
	Housekeeping staff will be informed of evacuation plan put into place by hotel and will carry out a fire drill and implement this plan to ensure they are aware of what to do in the case of a real fire alarm. 

	
	Each item should be used with the correct care and attention to the manufacturer’s guidelines. 
	
	Bathroom maintenance: 

- refill soap dispensers 

- Clean toilets, sinks and mirrors 

- Change bins, remove waste and wipe down with disinfectant 

- Mop floors 

[bookmark: _Int_eXAwC3Rt]- Refill toilet roll dispensers and hand towels

- Sanitize bathroom surfaces
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