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Introduction
A training program is needed for housekeeping team members of any hotel. Being a 4-star hotel, Trinity requires a robust training program for the employees.
[bookmark: _Toc117795345]
Week 1 – Orientation & Safety Training including Ignition Sources
	Title
	Day
	Description
	Learning in brief

	[bookmark: _Hlk117681239]Orientation
	Day 1
	Welcoming the team members 
	The mission and vision of the company, getting introduced to everyone, and learning the hotel’s policies.

	Hazard Assessment
	Day 2
	Hazard assessment
	Hazard and exposure control measures will be developed. 

	Safety Training 

	Day 3
	
 Ignition sources
	Stuff that is dry and can be ignited easily should not be kept near ignition sources.

	
	Day 4
	
	Reactive materials should not be stored with one another.

	
	Day 5
	
	Fire Exits must be kept clear. Fire Extinguisher usage should be learned. Combustibles should be kept away from electrical equipment.


[bookmark: _Toc117795346]Week 2 – Cleanliness of rooms and toilet area.
	Title
	Day
	Description
	Learning in brief

	Room Prepare
	Day 1
	


 Clean of rooms, toilet area.
	 All work surfaces must be kept dry, and walking places should be clean.

	
	Day 2
	
	Hazardous materials on the floor should have immediate cleanup.

	
	Day 3
	
	Guestroom, Bathroom and corridor cleaning

	
	Day 4
	
	Proper standard sanitation for good impression of guest.

	
	Day 5
	
	restroom sanitation, ways to perform stain removal and spot disinfection on high-touch areas




Week 3 – Maintenance, Aesthetic upkeep of rooms and toilet area
	Title
	Day
	Description
	Learning in brief

	Commercial Procedure
	Day 1
	Clean and tidy up Rooms
	The modern style of room design.

	
	Day 2
	
	Commercial cleaning procedures and maintenance.

	Hazardous product
	Day 3
	Handle hazardous product
	The potential health risks from hazardous cleaning chemicals and ways to prevent.

	
	Day 4
	
	Handle sanitation in a contaminated work environment and equipment, and provide an in-depth guide to prevent injuries.

	Revision
	Day 5
	COVID 19
	Reduce COVID-19 transmission in hotels.
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Week 4 – Waste Management
	Title
	Day
	Description
	Learning in brief

	Waste Recycling 

	Day 1
	Recycle wastes
	Stuff that can be recycled should be collected and stored in a separate bin. 

	
	Day 2
	
	Containers should be emptied after every seven days. 

	Waste Disposal 

	Day 3
	Dispose of waste properly
	The bins should have clear labels on them.

	
	Day 4
	
	A proper waste bin will be provided, and the usage will be taught.

	Revision
	Day 5
	Revise and test everything learned in the week.
	The supervisor will test whether team members have adequately learned or not.
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Week 5 – Spill Control
	Title
	Day
	Description
	Learning in brief

	Spill Prevention
	Day 1
	Prevent the spill of stuff
	Members should be extra cautious to prevent accidental spills.

	Small Spills
	Day 2
	Manage spills
	Small spills in those areas should be cleaned immediately.

	Large Spills
	Day 3
	
	Large spills might be reported to the supervisor for proper management.

	Exceptions
	Day 4
	Manage exceptional spills
	Warning signs should be put in dangerous area.

	Revision
	Day 5
	Revise and test everything learned in the week.
	The supervisor will test whether team members have learned properly or not.
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	Title
	Day
	Description
	Learning in brief

	Storage Management 
	Day 1
	Manage the storage of different stuff
	Mark all the areas, do not allow things to block anything.

	
	Day 2
	
	properly stock and store materials

	
	Day 3
	
	Keep enough area for movement, and tie the cartons and drums

	
	Day 4
	
	Use the stored stuff efficiently

	Revision
	Day 5
	Revise and test everything learned in the week.
	The supervisor will test whether team members have appropriately learned or not.
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	Title
	Day
	Description
	Learning in brief

	Cleaning Equipment and tools handling.
	Day 1
	Uses of tools 
	Organized Cleaning trolley and uses of cleaning products.

	
	Day 2
	
	Use of Scrubbing machine and Caution of this machine.

	
	Day 3
	
	Use of Box sweeper and polishing machine. Caution of this machines.

	
	Day 4
	
	Use of Vapor cleaning, Vacuumed cleaner. Caution of this machines

	Revision
	Day 5
	Revise and test everything learned in the week.
	The supervisor will test whether team members have appropriately learned or not.
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	Title
	Day
	Description
	Learning in brief

	Overview
	Day 1
	
	Check staffs are fully prepare for fire and other safety. 

	
	Day 2
	
	Check staff can clean and maintain room, toilet and corridor.

	
	Day 3
	
	Check staff gained knowledge about west management and spill control.

	Revision & Finalization
	Day 4
	
	Check staff knows storage, equipment and tools properly.
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[bookmark: _Toc117795354]In this report, a housekeeping team member development plan was produced. The program includes the purpose of each day and a description of what will be taught on a particular day. 
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