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Introduction
The new staff members of the Trinity Hotel housekeeping department, I welcome you in the training development program. I am the house keeping manager of Trinity Hotel and I will be supervising the training program which is about to last 8 weeks. Our hospitality organization, Trinity Hotel is a four star hotel which has been able to gain customer satisfaction and customer loyalty through the excellent house keeping staff. The staff of the house keeping department are all very welcoming as well as skilled. The training program is provided to you with a view to making you more efficient and skilled in house keeping operations. Hopefully all of you will enjoy the training program and focus at learning important activities from the trainings. 

Timetable for 8 weeks
	Week 1

	Fire safety
	The fire safety training is one of the most important trainings as this training concerns the safety of all the people, both guests and hotel staff, employees present in the hotel during an occurrence of fire. The fire safety training has several aspects all of which must be followed in order. Identifying the hazard is the very first step in fire safety training. There are certain substances that can create a fire occurrence. Each one of them must learn about the substances and stay aware of the presence of such substances while on duty. The substances that can create fire are described in the fire safety manual of Trinity Hotel. The fire safety manual will be provided to each one of you and you will be allotted time to learn and memorize the substances (Casado, 2012). During a fire outbreak, first you must identify who is at risk. Often guests can be found sleeping who do not have idea of the fire breakout, in such cases, guests need to be informed about the occurrence and vulnerable people must be provided with support. In the first week of the training program, the fire safety training will be provided to the new staff member. 

	Week 2

	COSHH
	In the second week, training regarding Control of Substances Hazardous to Health (COSHH) will be provided to the new staff members. This training aims at protecting the health of workers who could be potentially harmed by coming in contact with harmful substances (Jones, 2010). The hotel authority ahs a range of measures that that can reduce the risks and the staff members must have knowledge and understanding of the measures in order to avoid disastrous situations. The COSHH training will teach the staff members how to eliminate the use of hazardous substances where possible. The staff members will also be taught about the substitute substances that can be used instead and that have less harmful attributes. Enclosing the work process when the situation becomes hazardous or potentially hazardous will be taught to the staff along with the training of identifying and using local exhaust ventilation. The training program will also include safe storage of substances, getting access and usage instruction of appropriate PPE and preparing for emergency arrangements. 

	Week 3

	Health and safety
	The health and safety training will be provided to the staff members in the third week. The health and safety training will inform the staff members how to work safely and without risks. The staff members will also be taught about developing a positive health and safety culture in order to maintain and retain the long established culture of Trinity Hotel (Quick, 2020). The health and safety program will make the staff members competent in health and safety measures. At the beginning of the training, the staff members will be informed about the hotel has been ensuring the health and safety of the staff and employees since the beginning of the hotel. The staff members then will be taught about the basic health and safety measures and at the advanced level, the staff members will be taught how to handle situation should any incident of health safety issue or risk arises. 

	Week 4

	Products/Cleaning chemicals
	During the fourth week, training regarding cleaning chemicals or products will be provided to the staff members. As the staff members are involved in house keeping activities, they will have to frequently use cleaning chemicals. Training regarding cleaning chemicals will be provided so that staff members ca be aware of the hazardous chemicals and can use them with caution (Raghubalan and Raghubalan, 2016). At first, the staff members will be informed about the physical hazards that the cleaning chemicals can cause to people. Then the staff members will be informed about the cleaning chemicals that they are about to be use during their work and the categories in which the chemicals are divided. The routes of health hazard exposure will be informed to the staff members and they will be explained how to detect hazard exposure and hazard symptoms. Finally, the staff members will be taught the proper ways in which the cleaning chemicals should be handled, stored and used so that potential hazards can be avoided. Additional instructions will begiven to the staff members regarding measures to take in case of accidents or emergencies. 

	Week 5

	Maintenance
	Maintenance training will be provided to the staff members during the fifth week. The maintenance training is extremely important as the maintenance skill of the staff members largely determine the reputation of hospitality organizations (Mullins and Dossor, 2013). The staff members will be trained about how to promptly respond to any guest request and take measures to fulfill guest demands. They will be trained on how to solve the issue of a TV not functioning in a guest’s room, how to solve plumbing inefficiencies, informing the right person when an A/C is not working, contacting electricians when electric faults are identified etc. Often guests have customized requirements that need to be provided instantly. The staff members will be trained to handle such situations with efficiency. 

	Week 6

	Laundry
	The laundry training will be provided to the staff members during the sixth week of the training program. At the very beginning of the training, the staff members will be informed about how a commercial laundry works (Sharma et al., 2019). The staff members will be trained regarding identifying and separating different types of clothing materials and items so that laundry mishaps do not occur. The staff members will be taught about the equipment available in the laundry and how to operate the equipment. They will be trained about which cleaning agent should be used for which clothing material as using the wrong cleaning product may damage the clothes. Lastly, they will be trained on how to prepare the washed clothes to leave the laundry and reach the guests.

	Week 7

	Communication 
	During the seventh week, training regarding communication will be provided to the staff members. The house keeping staff members must be apt at strong and effective communication as this factor determines the effective understanding of guest requirements (Bucata and Rizescu, 2017). The communication skill of the staff members also plays a vital role in consumer’s perception of hotel facilities. The staff members will be trained about developing effective communication skills, identifying barriers to effective communication and eliminating barriers of communication. 

	Week 8

	Use of equipment
	Training regarding proper use of equipment will be provided to the staff members during the eighth week. As a house keeping staff, a person needs to handle and use several different types of equipment on a daily basis (Vallen and Vallen, 2012). The staff members need to learn how to run the equipment properly so that potential hazards and mishaps can be avoided. The staff members will be made to identify each equipment and their operating processes. The training will be provided even if the staff members are familiar with the equipment or products. they will be taught to operate the equipment in the most improved ways so that maximum utilities can be gained.  
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