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                                                                  Hotel Trinity

Welcome to hotel Trinity. The aim of this manual is to go over the first eight weeks in detail and further explain what is expected of new members of staff. This booklet will feature the skill checkpoints for the key elements for your role. 
This induction will take an approach to give you the best opportunity to learn everything you need for your role.
This will include taking a tour of the building in order to get a better idea of your surroundings working with other housekeeping team members to see how they should do the tasks asked of them. Tasks include making beds, changing mattresses, sorting linen, setting up a housekeeping trolley and familiarising yourself with the tools needed for cleaning all rooms. Each task will be shown by a work colleague in the beginning and then opportunities will be given for the workers to try activities on their own which will then be reviewed by a supervisor. 
Your induction will be a mixture of
· Observing team members during tasks.
· Yourself being observed whilst doing a task














Week One
Induction task                                   Been shown                                       Been observed
	Tour of the building
	
	

	Uniform master key
	
	

	Role immersion with line manager
	
	

	Introduction to other team
	
	

	Important documents
	
	




Week Two
Induction task            Been shown              Been observed
	Micro key issued
	
	

	Clocking in machine
	
	

	Introduction to online portal
	
	



Week Three (Introduction to role)
Induction task                                    Been shown                                     Been observed
	Introduction to rooms
	
	

	Uniform standards
	
	

	Fire evacuation procedures
	
	

	Room route demonstration
	
	



Week Four (Housekeeping essentials)
Induction task                                   Been shown                                       Been observed
	Setting up trolley
	
	

	Setting up caddy
	
	

	Setting up linen rooms
	
	

	Making beds
	
	

	Security
	
	



Week Five
Induction Task                                      Been shown                                      Been observed       
	Room set-up
	
	

	Merchandising
	
	

	Room Allocation Sheet
	
	

	Rubbish Disposal
	
	

	Disabled alarms
	
	




Week Six (Maintenance)
Induction Task                                      Been shown                                      Been observed       
	Making sofa beds
	
	

	Making cots
	
	

	Hover maintenance
	
	

	Mop and cleaning
	
	

	
	
	



Week Seven (Housekeeping Essentials continued)
Induction Task                                      Been shown                                      Been observed       
	Room changing
	
	

	Gas and Water
	
	

	Washing machine and dryer use
	
	

	Turning a mattress 
	
	

	
	
	



Week Eight 
Induction Task                                      Been shown                                      Been observed       
	Bathroom
	
	

	Window
	
	

	Allergy awareness
	
	

	Work a shift
	
	




To make sure from the outset our staff are protected, this guide contains relevant signoffs that can be marked from day one of their activities. 








Fire safety
Most fires in any premises can be a terrifying ordeal, but with hotels it can be more substantial, considering the amount of people who are involved and staying over in a guest capacity. Hotel fires usually happen overnight making the safe evacuation of guests that extra bit challenging.
The following are the basics hotels must be aware of regarding fire and safety:
· Installation of fire doors in the pertinent places
· The fire doors are always closed
· Damaged items must be replaced immediately 
· Hazards that have been found are rectified appropriately 
· Risk assessments should be conducted daily for the safety of everyone around you.

Training activities involving fire safety must be rehearsed accordingly to prevent incidents happening. It is mandatory according to law and is a good idea to avoid unwanted happenings

COSHH (Control of substances hazardous to health)
We come into contact with hazardous chemicals and substances on a day to day basis, sometimes if it is not dealt accordingly beforehand, then the consequences can be dire. There are certain workplaces which carry significant risks more than others, and the prevention of these from spiralling out of control may in turn, save lives.
COHSS is a legal requirement which means employers have a understanding of knowing what substances are hazardous to the health and wellbeing of staff and guests. A organisation can reduce their workers exposure to their workers by implying the following:
· Identifying where the hazards lie
· Choosing on how to avoid injury
· Forecasting for emergencies
· offering measures to reduce harm to health
· Ensuring they are being used.

 




Health and Safety
The following are the basics health and safety requirements for any organisation.
· A sound health and safety policy (which helps manages to keep your business secure).
· Risk assessment (this supports assess hazards and potential risks)
· First Aid (introducing first aid procedures in the workplace with first aid specialist informing your staff members what the role s and responsibilities are)
· Notifying your health status to your workplace
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