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It is important to organize a welcoming session for all the new employees in an organisation because it provides all the working staff and colleagues to introduce themselves formally and greet each other family which makes the employee feel appreciated and valued (shrm.org, 2022). As the employees which are new start to feel welcome in the working environment, they tend to feel a bit more comfortable developing different communication skills and making a connection with their co-workers. Hit develops a feeling of confidence and improves the willingness of the new employee to communicate with their colleagues and makes the process much easier for them to build healthy and meaningful relationships in the workplace with their team members.
[bookmark: _Toc118779612]Schedule for training activities (duration- 8 weeks): 
	Sr. no:
	No. of weeks
	Duties to be performed

	1.
	First week:
	Should acquire the knowledge of the orientation: (setupmyhotel.com, 2022)
· Guest service quality
· Blood borne pathogens
· Appearance on the personal level
· Situations of emergency
· Process of last and found
· Procedure for recycling
· Safety habits in the work environment
· Duties of the manager
· Repairing the fact sheet for the property
· Policies regarding the employment
· The act of disabilities in the specific country
· Preparing sheets for the room attendance 

	2.
	Second week:
	· Knowledge of working correspondingly with co-workers and with the departments
· Courtesies to be followed on telephone
· Policies regarding the security
· Room key distribution of the housekeeping department
· OSHA also known as the occupational health and safety administration
· Use an application of the cleaning utensils and supplies following safety regulations provided by the company and using them correctly
· Need of maintenance in the hotel
· Specialised cleaning requirement of the department in the hotel
· Inventories provided to the housekeeping department

	3.
	Third week:
	· Explaining the process of data tasks to new employees
· How to use the assessment sheet for the rooms
· Acquiring the guest amenities for rooms that are assigned
· Acquiring the supplies which are needed for learning in the assigned room
· Keeping the areas of work-oriented and maid carts trolley oriented
· The process of entering the guest room

	4.
	Fourth week:
	· What is meant by the room attendant
· The standard of superior performance
· The distribution of tips
· How to handle unusual activities in the guest room
· What are Deep cleaning assignments in the hotel
· Types of room status codes and what are room status codes


	5.
	Fifth week:
	· Preparing the room for cleaning
· How to begin with cleaning the bathroom such as the shower area and the tub.
· How to clean the unreal
· How to clean the skins and vanity with the cleaning of floors of the bathroom
· How to finish the cleaning process of a bathroom
· Cleaning of the guest room closets
· How to perform a turndown service and make up the bed
· Dusting off the guest room
· Replacement of amenities and supplies provided in a guest room
· Cleaning of the areas such as tracks, windows, and sills.

	6.
	Sixth week:
	· What finishing touches are needed in a guest room
· How to vacuum the guest room and update the room status.
· The process of exiting a guest room
· Correct the issues which have been found during the inspection of the room

	7.
	Seventh week:
	· Completing the duties which need to be completed before the end of the shift
· Rotating the mattress and clipping it in order to use it again
· Setting up or the removal of special types of equipment for the guest service
· Cleaning of multiple suits in the guest room
· Providing the turtle service in the evening

	8.
	Eight week:
	· Cleaning of the minimal number of rooms on their own
· Adding more rooms to the cleaning list for the employee to progress the performance


[bookmark: _Toc118779621]Specialized cleaning requirement of the department in the hotel:
There are various types of cleaning required by various departments in the hotel pest control is needed in the production department which is done by the housekeeping department, and room maintenance which includes electrical maintenance as well which is performed by the maintenance department of the hotel, and more (setupmyhotel.com, 2022).
[bookmark: _Toc118779622]Safety regulation training program: 
[bookmark: _Toc118779623]Fire safety:
The training regarding the fire safety drill is done in order to make the employees aware of all the emergency exist present in the hotel in the case of fire. As well as to make them away of all the appliances and types of equipment which are supplied for the extinguishing of the fire like fire extinguishers and in order to know the locations where you can find the fire extinguishers. It is also used in order to explain how one can use the fire extinguisher and set a security alarm in times of emergencies, and to know about the list of whom to call in times of fire-related emergencies provided by the hotel itself (safeopedia.com, 2022).
[bookmark: _Toc118779624]Health safety:
There are various steps provided in order to follow while handling any electronic device which may harm the health of the employee if not followed properly.
Use of power supply sockets
Unemployed should never keep the equipment that is used for cleaning plugged into the socket for a long time, they should always remove the plug after or once the cleaning process is finished, and if the socket has a turn on an off switch the employees should always turn off the switch before removing the plug from the socket (ccohs.ca, 2022). 
Never keep water and electrical appliances near each other
As we know water is a good conductor of electricity and if an electronic device is kept near the water it can conduct electricity through the water and electricity to the person using the electronic device. Any spells of water are to be found by the room attendant day should always cleared and cleaned before using a cleaning appliance near the water (ccohs.ca, 2022).
Damaged cable
Want should always replace the damaged cable if a cleaning appliances consist of one, exposed wire through which the electricity is flowing can recreate the person using the appliances such as night lamps cleaning appliances, and more (ccohs.ca, 2022).

[bookmark: _Toc118779625]Appropriate branding of the Hotel trinity:
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