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[bookmark: _Hlk119682689]Congratulations and Welcome to our Hotel Trinity Housekeeping team, The people who believe will make a difference we only hire here, and we’re delighted to add up you to that figure (Calendly, 2021).
Creating a housekeeping team that enhances client enjoyment results is a constant contest deal with the hotel industry. The housekeeping team requires a considerable volume of assistance and executive supervision (Rose, 2020). Efficient housekeeping can help manage or eradicate work dangers. Weak housekeeping systems often cause occurrences (CCOHS, 2022).
It is important to fill the team with the right personnel to manage an efficient team. Earlier experience in the business is a great sign when hiring new staff members for the housekeeping team. Though, fantastic housekeepers don’t certainly have to come up with this experience. Certain common attributes and abilities are important to have a housekeeping role (Extended Stay Jobs, 2021)
Thank you very much for joining us on board. We took you from including our candidates because we consider you’ll do wonderful events with us. We wish you’ll always not hesitate to transform, disclose your ideas and assist your colleagues to understand their concepts (Calendly, 2021).
8 Weeks Housekeeping Team Development Training Plan
	Week 1
	Training Topic
	Time
	Trainer

	
	Meeting and induction to hotel Trinity and housekeeping team.
	9-10
	Rhian (Manager)

	
	Uniform, Rules, and Regulations briefing
	10-11
	Rhian (Manager)

	
	Hotel Trinity Tour
	11-13
	Rhian (Manager)

	
	Meeting the other departmental manager
	13-14
	Rhian (Manager)

	Week 2
	Health and Safety Training
	9-11
	Sam (Supervisor)

	
	Fire Protocol Training
	11-13
	Rhian (Manager)

	
	Use of Equipment and Products Training
	13-14
	Emma (Supervisor)

	
	COSHH Training
	14-15
	Rhian (Manager)

	Week 3
	Overview of the cleaning services
	9-11
	Sam (Supervisor)

	
	Demonstration on room and bathroom maintenance
	11-13
	Emma (Supervisor)

	
	Introduction to service Fabric and their use
	13-14
	Emma (Supervisor)

	
	Restocking service rooms and preparing trollies 
	14-16
	Sam (Supervisor)

	Week 4
	Observing The Housekeeping Supervisor with room and Bathroom clean-ups, maintenance, and outlooks
	9-12
	Sam (Supervisor)

	
	[bookmark: _Hlk119673707]Client support and Understanding
	12-13
	Sam (Supervisor)

	
	Overview of Reception Cleaning and Maintenance
	13-15
	Sam (Supervisor)

	
	Introduction to general toilet Checking, Cleaning, And Preparing
	15-16
	Sam (Supervisor)

	Week 5
	Shadowing the Housekeeping Supervisor with Reception cleaning and expectations
	9-13
	Emma (Supervisor)

	
	Emergency Medical Care Training
	13-14
	Rhian (Manager)

	
	General Security Awareness Training
	14-15
	Rhian (Manager)

	
	Training on Effective Communication with team members
	15-16
	Emma (Supervisor)

	Week 6
	Recording, Documenting, and Reporting Errors and Damage
	9-12
	Emma (Supervisor)

	
	Basic IT Training (Opera Cloud, PMS, Writing emails, and answering) 
	12-14
	Rhian (Manager)

	
	Working Controlled by The Housekeeping Manager
	14-15
	Rhian (Manager)

	
	Electronic Device Training
	15-16
	Rhian (Manager)

	Week 7
	Summarizing The whole training with the housekeeping Supervisor
	9-12
	Sam (Supervisor)

	
	Evaluating The Training with the housekeeping Supervisor
	12-13
	Sam (Supervisor)

	
	Reassessing The Training With the housekeeping Supervisor
	13-14
	Sam (Supervisor)

	
	Feedbacking session With the Housekeeping Supervisor
	14-16
	Sam (Supervisor)

	Week 8
	A disciplinary session with the Housekeeping Manager
	9-10
	Rhian (Manager)

	
	Reviewing the whole Training Session with the Housekeeping Manager
	10-13
	Rhian (Manager)

	
	Shadowing the housekeeping Manager for Room Inspection and Overview
	13-15
	Rhian (Manager)

	
	Training Advice meeting with the Housekeeping team manager
	15-16
	Rhian (Manager)



Training Development Plan Description
First Week
As this is the very first week and our new employee will meet our Trinity Housekeeping team and will have a brief introduction about the hotel, in-house rules, and regulations, and the importance of wearing a uniform, as we know Uniforms objective is to keep the staff safe from dyes and poisons that derives from regular cleaning activities and they provide staff a proficient outlook (Challenger, 2018). Then Housekeeping Manager will conduct a little Trinity Hotel Tour while the new employee will able to meet and greet other departmental managers.
Second Week
This week we are going to cover basic Health and Safety Training. Housekeeping Safety is planned for housekeepers and other cleaning workers. This week’s training aims to encourage a safe and sound office for the team member (EdApp Microlearning Programs, 2021). Comparable to health and safety, Fire Protocol is a crucial standpoint the housekeeping squad must go along.  If a fire does happen, the clients will seek to ask for guidance so they must all be sure of the proper practices. Then to ensure the proper use of equipment and products and maintain the products and equipment correctly with their longest life possible Equipment and Products Training will be provided (Challenger, 2018).
The Control of Substances Hazardous to Health (COSHH) training will be provided to save the team member from toxic and health-threatening chemicals if moved, ingested, or gasped, producing flames, contaminating, or dermatitis (Lee, 2022).
Third Week 
This week we will provide a brief overview of how to conduct cleaning services. Then training will be provided on how to maintain a clean room and bathroom, how to change different types of service fabrics like bed sheets, pillow covers, towels, and duvet covers, how to hoover the floors, how to do the bins, how to clear the dirty dishes etc. After that, how to restock the fabrics from the laundry room and how to prepare the trollies will be shown.
[bookmark: _Hlk119673899]Fourth Week 
This week the new team member will be observing one of the Housekeeping supervisors on the shift and will virtually and practically understand how hotel Trinity conducts and maintain its housekeeping standards. During this week new employee will also get to know why Client support and Understanding is important and how we conduct them. How to Maintain a clean and clear reception area and general toilet checking and Clean toilet area maintenance training will also be provided.
Fifth Week
During this week new team members will follow the Housekeeping team supervisor to clean the general reception area which includes general dusting on the reception desks, hovering the floor, and couch, fluffing cushions, sweeping and mopping the tiles and entrance area, etc. Emergency medical training and General security training will also be provided to maintain the safe and high standards of Hotel trinity. The necessity of effective communication between the team member will also be explained.
Sixth Week
This week the new employee will also get to know how to identify any faults, errors, and damages and how to report and document any issues associated with hazards. Basic IT training like how to use Property Management Software, Opera Cloud, Emailing, etc will be provided to run a smooth Housekeeping. Then Housekeeping manager will supervise new team members’ shifts and general fixing training for faulty electronic devices will be provided.
Seventh Week
As this is before the final week the new employee needs to focus on them to be prepared to conduct their actual job by themselves. During this week the housekeeping Supervisor will provide a summary, feedback, and reassessment on the basis of the shift they compete with the Supervisor.
Eighth week
The final week is a training completion week Housekeeping manager will discuss all the disciplines that need to follow strictly while working. The housekeeping manager will provide effective feedback to ensure that all the tasks, cleanliness, and procedures protocols are going to be followed correctly by the new team member. After the feedback, the new member will be allowed to ask any further questions to the Housekeeping manager and the manager will also provide constructive advice on the basis of the shift the new employee completed. After the completion of everything this week, the new team member will be considered ready to work on live as a housekeeping team member.
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