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Welcome Introduction
Hello and a warm welcome to Hotel Trinity, I am the team leader of the department and through the course of this development plan, I will be assisting the new staff, with the roles and responsibilities of the housekeeping department of hotel Trinity. In this development plan, we have covered all the necessary training and requirements for the new employees. You will be trained about the various sections and job roles of the department. In this plan, I have introduced a safety program that will provide training on fire safety, COSHH and health and safety. You will also be introduced to the branding and logos of Hotel Trinity.
[bookmark: _Toc119618307]Timetable for training activities (8 weeks)
Week 1- In this week we will introduce the new staff to the roles of the housekeeping department that includes the guestrooms, storage rooms, corridors, pools, laundry rooms and office.
Week 2- In this week, you will receive training on the daily cleaning and periodic cleaning responsibility of the department which will also include trash and garbage removal and disposal activities.
Week 3- In this week the maintenance issues such as the faults in television, air-conditioners, electrical appliances, plumbing, furniture and ventilation issues will be addressed.
Week 4 and 5- In this week the new members will be introduced to the methods of pest control and laundry services of the guests. Also, the job roles will be assigned to the employees, based on their performance in the training.
Week 6 and 7-In these weeks safety and security training will be provided.
Week -8 This week will be the last training week and various crisis management steps, grooming techniques and customer dealing will be taught. Also, practice sessions and practical application of the training will be conducted.
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In the training activities of the housekeeping department, you will be trained to create a comfortable, safe and aesthetic environment at hotel Trinity (Davras and Caber, 2019). Also, the managerial, supervisory and unskilled staff will be categorised. in the 8-week training, the daily duties and tasks of the housekeeping department such as cleaning and maintenance, and bill payments will be assigned to the new staff you will be introduced to the different departments and sections in the housekeeping that includes executive housekeeper office, desk control room, linen room, storage room Tailors room, uniform room, lost and found section and laundry. The department works for long hours hence a collaborative and hardworking team is required also excellent service in sanitation and safety protocols for the guests demanded the room status codes that are used, such as the DND, occupied, complimentary, Skipper, out of order, check out, early check-in, late check-out, due out must be known to the new staff member Singh, (Olimovich, Bakhtiyorovich and Salimovna, 2020). The staff will be trained to work under pressure and deal with situations of crisis or disasters. In the training weeks, the performance of every staff member will be analysed by the senior authorities of the department along with the task, The staff will be trained in various self-grooming skills and customer handling and dealing with hospitality (Ivanov and Webster, 2019). And courteousness the department serves as the backbone of the hotel Trinity, through this intensive training you will be able to develop new skills and techniques and various beneficial methods required in the industry.
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In this safety training, the suitable clothing for the housekeeping staff and safety measures during heavy physical work such as carrying things from the stairs and the precautions and measures will be taught training on fire and emergency situations and the location of the emergency exit, the fire evacuation plan, the fire extinguisher and the method of using them will be demonstrated, also the safety training of handling electrical and waste management will be provided (Davras and Caber, 2019). The COSHH basics ensure employee safety by keeping control measures, emergency planning for the health hazard and protecting the workers will be introduced in the safety program. Attractive branding attracts the guests and creates a strong customer base a strong branding reflects the idea of the hotel to the guests an attractive logo will have a strong impact on the hotel Trinity in the market the significance of the hotel branding and the logos will be introduced to the staff
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