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              Housekeeping associate Learning and Development plan
                              *8 week Training Schedule

Introduction 

My name is Adeshola Sallu, the housekeeping Manager here at Hotel Trinity. I’m particularly excited at meeting you all and glad you made the decision to join our Housekeeping department. On behalf of the team I’ld love to say a big welcome to you for taking that huge step. 
Ours is a company with great traditions and values built on trust, and integrity over the years. Our vision is to shine the light of hospitality through our staff, associates as well as partners. Our customers are at the very centre of our business and what we do, and so we put them first in all of our decision making. However, we believe that the only way to keep our customers happy is by taking care of our staff not only by being truly concerned about their welfare, but by providing adequate training necessary for their development and efficiency. In so doing we will provide as much support needed. We understand that some of you may not have enough experience and are maybe a bit apprehensive of what this might entail, but I can assure you that we have a very supportive team. As mentioned earlier training will be provided on every aspect to ensure that you have the necessary skills and confidence to perform well in your new role. We have therefore drawn up an an eight week intensive training programme to cover all aspects of housekeeping aimed at starting you on a positive note. Some  of these will be online and computer-based, while others will be done through an experienced associate. Each week will cover specific aspects such as Fire evacuation, room and key entering procedures. manual handling, key, Health and safety as well as the control of substances hazardous to health among others.

I look forward to an exciting and rewarding time together and would like to say Thank you! The Assistant Manager and Supervisors will be on hand if you have any questions and will show you the Staff Assembly point in case of any eventualities.

                                            Eight Week Training Schedule 
	                      Week 1

 
     Hotel familiarisation/Fire Evacuation
                    Procedure, 

This training will cover the following:-

· Hotel building walk
· Fire safety/ Triangle of Fire
· Fire evacuation procedure
· The location of call points
· Location of emergency exits
· Location of staff Assembly points
· Reporting a fire


New employees will be shown round the premises to familiarise themselves with the layout of the building, Trained on fire safety as well as prevention. They will know the location of all call points and emergency exits, as well as what do do upon discovery of a fire. This will run for a week.
	                           Week 2
               
                    Hazard Training



The following will be covered during this week:-

· Meaning of hazard?
· Types of Hazards
· How to spot and report hazards
· Tips on effective workplace housekeeping.
· Housekeeping hazard control measures
 

Hazard training will be given during this week. Associates will be trained on the meaning of hazards, how to spot them,  and the effective control measures to avoid workplace incidents.                 


	                         Week 3

       Key/room entering and lost property 
                             procedure  

· Key procedure
· How to enter guest room
· Door knocking techniques
· Dealing with lost property



 


Training will be provided on Hotel policy, and the procedure for handling Keys. Associates will be shown the technique for knocking on doors and how to enter guest rooms. They will also receive training on how to deal with lost property.
	                         Week 4

                Manual Handling

· Safe handling of Housekeeping equipment.
· Effective use of Housekeeping trolley
· Lifting and carrying techniques

                   



Manual handling training will be provided on how to handle housekeeping equipment effectively. Associates will be shown a video on manual handling techniques following which they will practicalise it to demonstrate their knowledge of same.            



	                               Week 5

       Room cleaning and Bed making

· Cleaning Tips in housekeeping
· Cleaning agents
· Different types of cleaning agents
· Effective use of cleaning agents
· Bed making techniques




Housekeeping cleaning tips will be given with staff trained on different cleaning agents and how to effectively use them. A demonstration of the techniques involved in bed making will be shown to them as a group by an experienced team member. 
	                         Week 6

                 COSHH training 

· What COSHH stands for.
· How to safely store chemicals
· Symbols and their meaning
· Cross Contamination





The meaning of the acronym COSHH will be explained to new team members following which they will watch a video of what might happen if chemicals are not stored safely.


	                            Week 7

                          Bed Bugs


   
· What are bed bugs?
· Different stages of their growth
· The damaging effect of their discovery on Hotel profits.



 
Staff will watch a video on bed bugs, how they evolve and environments that cause them to thrive. They will be made aware of the damaging effects this can have on Hotel profits, hence the need for effective housekeeping.
	                         Week 8

 Grooming standards/Use of personal  
                          mobile phone.


· Hotel grooming standards
· Wearing of name badges and the importance 
· Use of personal mobile phone




The Hotel grooming standards and appearance policy will be explained in detail. The importance of wearing name badges will be stressed. Also, the unprofessionalism associated with the use of a personal mobile phone at work especially in full view of guests.
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