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[bookmark: _Toc119492407]1. A Welcome Introduction for the New Team Member
Welcome to the team! We are excited to have you on board as our newest housekeeping staff member. This introduction will provide you with an overview of what to expect as part of our team.
First and foremost, we pride ourselves on providing superior customer service. Whether it is making sure that all of our guests’ needs are met or going the extra mile to ensure their comfort, our goal is to always exceed their expectations (Morozov and Morozova, 2020). In order to do this, we rely on the hard work and dedication of our team members.
As part of the housekeeping team, you will be responsible for keeping our guest rooms clean and comfortable. This includes making beds, vacuuming, dusting, and cleaning bathrooms (Liet al., 2020). In addition, you may also be asked to assist with laundry, setting up meeting rooms, or other tasks as needed.
We know that starting a new job can be daunting, but we are here to support you every step of the way. We will provide you with all the training and resources you need to succeed in your role. In addition, we encourage you to ask questions and to let us know if there is anything we can do to help you adjust to your new position.
We are excited to have you on board, and we are confident that you will be a valuable asset to our team. Welcome!
[bookmark: _Toc119492408]2. A Timetable of Training Activities For the 8 Weeks
The following 8-week training plan has been designed to help new housekeeping staff members become familiar with their roles and responsibilities and to provide them with the skills and knowledge necessary to perform their duties to the best of their abilities. The plan includes a mix of theoretical and practical elements and will cover topics such as health and safety, cleaning techniques, and guest service.
	Week
	Training Activities

	Week 1
	· The first week of the training program will be focused on health and safety. New staff members will be given an overview of the hotel’s health and safety policies and procedures and will be taught how to identify and deal with potential hazards in the workplace. 
· They will also be shown how to use the various pieces of equipment and products safely.

	Week 2
	· In the second week of the program, new staff members will learn about the different types of cleaning techniques and how to select the most appropriate one for each task. 
· They will be given practical demonstrations of how to carry out common cleaning tasks, such as making a bed, dusting, and vacuuming.

	Week 3
	· The third week of the program will focus on guest service. 
· New staff members will be taught the importance of providing a high level of service to guests and will be given practical tips on how to deal with common guest requests and complaints. 
· They will also be shown how to use the hotel’s reservation system.

	Week 4
	· In the fourth week of the program, new staff members will learn about the different types of linens and how to care for them. 
· They will be shown how to identify and deal with common stains and will be given practical demonstrations of how to change sheets and make beds.

	Week 5
	· The fifth week of the program will be focused on room inspection and turnover. 
· New staff members will learn how to carry out a room inspection and will be shown how to identify and deal with common problems. 
· They will also be taught how to prepare rooms for new guests and will be given practical demonstrations of how to clean and restock a room.

	Week 6
	· In the sixth week of the program, new staff members will learn about the hotel’s laundry and linen services. 
· They will be shown how to properly sort and handle dirty linen and will be given practical demonstrations of how to use the hotel’s laundry equipment.

	Week 7
	· The seventh week of the program will be focused on waste management. 
· New staff members will learn about the hotel’s waste management policies and procedures and will be shown how to properly sort and dispose of waste. 
· They will also be taught how to recycle materials where possible.

	Week 8
	· In the eighth and final week of the program, new staff members will be given a final assessment. 
· This will take the form of a written test and a practical examination and will assess their knowledge and skills in all of the areas covered during the training program. 
· Those who successfully pass the assessment will be issued a certificate of completion.
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The training development program for new housekeeping staff should include the following activities:
· An overview of the duties and responsibilities of the housekeeping staff.
· A demonstration of how to clean a guest room, including making the bed, dusting, and vacuuming.
· A demonstration of how to properly clean and maintain all public areas of the hotel, such as the lobby, restaurant, and fitness centre.
· A review of the hotel’s safety and security procedures.
· A discussion of the importance of providing excellent customer service.
· A review of the hotel’s policies and procedures regarding lost and found items, linen changes, and room turnovers.
· A hands-on training session in which the new staff members practice cleaning guest rooms and public areas.
· An evaluation of the new staff members’ performance during the training program.
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When it comes to safety in the workplace, there are a few key things that every new employee needs to know. Fire safety, COSHH and health and safety are all important topics that need to be covered in any safety training program.
Fire safety is always a top priority in any workplace. Employees need to know how to evacuate the building safely in the event of a fire, and they also need to be aware of the fire hazards in their work area (Hu et al., 2021). COSHH training is also important, as this covers the control of substances that can be harmful to health (Gaynor, 2019). Employees need to know how to safely use and store any hazardous materials they may come into contact with.
Finally, health and safety training is essential to ensure that employees are aware of the risks associated with their job and how to avoid any accidents or injuries (Edmondson, 2018). This training should cover topics such as manual handling, slips, trips and falls. By covering all of these topics in your safety training program, you can be sure that your new employees will be well-equipped to work safely in your hotel.
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Fig: Logo for Hotel Trinity
The figure presented above will serve as the official logo for Hotel Trinity, and the tagline would be “A Heavenly Place to Stay”.There are many reasons why the tagline “a heavenly place to stay” is appropriate for branding Hotel Trinity. First and foremost, the hotel is situated in one of the most beautiful locations on earth – the French Alps. The views from the hotel are simply stunning, and guests can enjoy the fresh mountain air and stunning scenery while staying here. Secondly, the hotel itself is extremely luxurious, with top-notch facilities and services. From the moment guests step into the lobby, they will be impressed by the elegant décor and attentive staff. Thirdly, the hotel offers a wide range of activities and amenities, so guests will never get bored during their stay. Thus, the hotel’s taglineis very accurate – it truly is a paradise on earth.
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