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                                                             Welcome to the TEAM !

Trinity Hotels Corporation

Our Mission
Our definition of hospitality is offering genuine hospitality while making a difference in the lives of those we "touch" every day. We do this in an environment that respects all people and all opinions and in a manner that is effective and produces superior outcomes.
Our Goals 
We strive to be the most popular brand among our employees, guests, and owners in every market we serve.
Our Values
Mutual respect ,Intellectual Integrity and Honesty ,Humility, Fun ,Creativity & Innovation 
Trinity Culture
We are creative, collaborative, compassionate, growth-oriented, and multiracial.
IT & Data Protection Policy
Personal Data
Any information about our visitors or staff that connects to them personally, such as their address, email, bank information, or references about them,
Using Personal Data
The Hotel may hold and process your personal data for the following primary purposes during the course of your employment with the Hotel: recruitment, promotion, training, redeployment, and career development; paying and reviewing your salary, remuneration, and benefits; adhering to legal requirements; determining your fitness to work; maintaining sickness and absence records, including maternity leave and holiday records; and getting in touch with your next of kin in an emergency.
Alcohol and Drugs Policy
The hotel will not accept any misuse of alcohol, illegal drugs, or illegal drugs at work or if it has any impact on your work. All contractual employees are subject to this policy.
Health and Safety Policy  
STATEMENT OF INTENT
The Hotel's policy is to run its operations in a way that complies as closely as is practically possible with the Health and Safety at Work Act of 1974 (referred to as "the Act" and all relevant regulations established under it).
 Complaints Procedure 
  Please write to the immediate Department Head and Human Resources with any complaints pertaining to anything having to do with work within the Hotel.
The Hotel will make every effort to resolve the issue as speedily and sympathetically as possible.
Reporting Absence
 It is crucial to adhere to the ‘’ ROTA ‘’since the hotel demands that all of its staff members "Turn Up On Time" for their shifts.
You must call the department head or manager at least two hours before your start time, or as soon as you are able if this is not practicable, in the event of being absent from work on a day when you are scheduled to report for duty or being late for work, and state the reasons for your lateness/absence and the expected return date.                       
Casual Workers Benefits and Pay 
Medical Services in case of illness or injury, changing room and toilet facilities, free meals within the Hotel Canteen during shifts.
Pay rate and Holiday – according to the ‘’Contract of services’’

Who’ s who at Trinity Hotel - Housekeeping Department
Executive Housekeeper – Morris Campbell                    Assistant Housekeeper – Lisa Morgan
Housekeeping Supervisor – Mohammad Mahbub        Floor Supervisor – Emma Rossi 
Room attendant – Clara Russo, Greta Fold, James W.   Public area attendant – Mario Mazzini 
                                        Linen and uniform attendant – Michal Jakub
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On the 1st of every month Housekeeping Team leader will conduct a ‘’Employees Feedback Survey’’ in order to acknowledge the team’s needs, how do the new employees feel about their new role within the Hotel, challenges they face, team work, what improvements can be made , this is an anonymous form type. This forms can be collected from HP. offices.
At the end of the ‘’12 weeks probation period’’ for the new employees, HP. Supervisor will create a  individually personalised  ‘’Performance Chart’’ and will discuss with the new employee about his strengths , weaknesses, positive and negative (if there are  ) comments regarding the performance and quality of services that the housekeeper is providing . 
















Chapter 2 
Development Timeline Plan



	Week
One
	Week
Two
	Week
Three
	Week
Four
	Week
Five
	Week
Six
	Week
Seven
	Week
Eight

	Welcome
to the HP.
Department
Team Personnel & Property
Introduction
	Job Description
And Tasks
Personal Attitude and
Grooming
Standards
	Cleaning 
Process
&
Techniques
Bedrooms
Kitchen
Bathroom
Lounge &
Outdoor Area
	Chemical
Handling
Cleaning
Equipment
Guest supplies
	Health &Safety
Cleaning Chemicals 
Uniform Requirements
Avoid slipping
And falling tips & Lifting
	Handling sharp objects
Or lost property
Mopping and 
Vacuuming
Garbage
	Cleaning
Schedule
Preparation
Presentation
Final Check
	Report
Damage&
Maintenance 
Issues Security 
Check
Fire safety
COSHH
Health&
Safety


Chapter 3
Detailed training programme for housekeepers


	
WEEK
One
	In the first week ,the new team member will be introduced to the HP. personnel. 
	HP. Supervisor will present the property such as :changing room, toilets, canteen, HP. offices, fire exits  and Hotel main and secondary entrances, lifts, security office, 
	Housekeepers supply
Rooms, guests rooms,  restaurant , kitchen ,bar, gym , reception 

	WEEK
Two

	During this week the new trainee will acknowledge 
His job duties & responsibilities
	A full description of his job role will be provided, as well as personal attitude
And behavioural comportments rules
And tips will be discussed 
	General Grooming
Standards rules: uniform ,hair ,shoes, make up , nails ,jewellery…

	WEEK
Three
	HP. Supervisor will arrange for the trainee a training session 1/1

	The trainee will assist one of the current housekeepers while cleaning the Hotel’s
Rooms,  bathrooms, corridors ,lounge area, kitchen, public area, offices , reception etc
	In order to understand
The cleaning process, 
Techniques and rules , 

	WEEK
Four
	Important information regarding chemical handling and cleaning equipment will be offered
	Health ,Safety and Hygiene Legislation being presented to trainee, machinery & cleaning equipment manual handled

	Guest supplies for all rooms, such as shampoo, soap, toothpaste will be shown 

	WEEK
Five
	Health & Safety  rules explained according to the Law, manual handled
	Uniform provided, short video presenting tips on how to avoid falling/slipping , and heavy lifting tech. 
	Responsibilities,
System and Procedures presented

	WEEK
Six
	Handling sharp objects such as knives, forks etc
Code of conduct while
handling
	Lost property rules, how and who to report any goods or strange items found in the Hotel
	Mopping and Vacuuming timesheet 
Garbage correctly disposed in provided bins

	WEEK
Seven
	Trainee will be provided
With a printed cleaning
Schedule for all areas
Of the Hotel 
	Shift preparation of trolley, linen, toiletries , chemicals and equipment
Will be shown by HP. team leader or floor supervisor
	Final check.
Everything needs to pe perfectly clean, double check following Hotel’s cleaning standards

	WEEK
Eight
	Any maintenance issue or damage will be reported firstly to HP team leader
	Security officer will provide general and essential
Information about the Hotel’s safety and security rules, security systems , risk assessments
	Essential fire safety manual and training /COSHH given
And signed for



Chapter 4Housekeeping Training Plan Breakdown Week by Week


	Week 
One
	Week
Two
	Week
Three
	Week
Four
	Week
Five
	Week
Six
	Week
Seven
	Week
Eight

	Starting in
the morning ,09:00 am by meeting Mr. Mahbub at HP .Dep.
office for Induction Day , who will present the team and Hotel
facilities
	Beginning this week
the trainee
will meet Mr.
M. to discuss
the role’s duties and 
responsibilities.
Followed up
by Miss. R  who will offer info
about general
grooming standards

	 A room attendant will be assign 
to provide a 1/1 training
regarding the cleaning process, standards and techniques , for a 4* Hotel, covering
all hp. areas
 
	The new trainee will
follow all the 
indications
regarding 
chemicals
handling , cleaning equipment’s
that Mr.
Mahbub will
Present during training sessions
	HP. team leader will
Present a video explaining
Health &
Safety rules, laws.
The team leader will go through the manual with the trainee and explain it 
	Starting
this week 
a short training
supported
by a video
and manual will be offered by M. Mazzini,
regarding
handling sharp obj.
lifting weights etc

	Miss. Rossi
will show
this week
to the
 trainee
how to prepare for the shift, following
the printed
Cleaning schedule

	3 days of this week of training will be about Fire safety and COSHH training by our Fire Marshal Mr.
Corbitt .
Mr. P will train for safety and security for
2 days.
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