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Welcome!

You have been appointed to work in the maintenance department's Housekeeping Section. We are thrilled to have you as a member of our team, here at the trinity hotel. Our top priority is the safe and happy stay of our visitors.

You will complete an eight-week induction program before beginning work in the department that has been assigned to you.

You will be left in the hands of our Training Professional / Manager during this period, and you will be given information on what to expect.

On your tour of the hotel, you'll see the lobby, the leisure complex, the shopping complex, the staff cafe, and more. You will be informed of the rules and regulations of the hotel, as well as the days off, rest periods, and meal timings.

You will report to the House keeping Manager
This individual will be answerable to the general manager and will be in the leadership of the housekeeping and maintenance department overall at a medium-sized to a big hotel.

Role of the House Keeping Manager
Micromanages all maintenance staff, has hiring and management authority, prepares and distributes work tasks, advises new hires of rules, inspects work assignments for housekeeping staff, purchase of orders and supplies, and can find new vendors.
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8 - WEEK TRAINING PLAN.


	Sr. no.
	WEEK.
	ACTIVITY
	DESCRIPTION.

	1
	WEEK 1
	Uniform and Personal Grooming. 
	Uniforms serve the following objectives. 
1. They help shield your personnel from the toxins and stains that continuous use of cleaning chemical agents cause. 
2. Additionally, it helps your workforce look disciplined and uniform.
3. Propper, neat and clean uniform must be work by all employees and the housekeeping staff every day.
4. Everyone must wear their name badges and duty tag.
5. A clean apron should be worn every day at the start of the day and must be disposed of in the laundry room at the end of the shift.

Grooming of personal hygiene. Lesson on how to tie your hair in a proper way that won't get in the way of completing your work correctly, like hanging in your eyes and obstructing complete vision.
 
Lesson on wearing a bandanna, cap or head scarf along with the uniform to prevent hair falling on beds or in the room while cleaning.

Lesson on hand hygiene. Your fingernails must not be too long to cause harm to objects while working like linens or laundry etc. Importance of trimming and cleaning the nails of the housekeeping staff. Washing of hands after disposing off waste, handling laundry, cleaning, dusting, before handling food or providing bedding or sheets to the guests. 


	2
	WEEK 2
	Etiquette & Interaction with Guests
	Etiquette issues or poor interactions will significantly influence visitors' stay experience. Instruct your personnel on how to comprehend different cultures, to build a good first impression, learning about good body language and etiquette during training. 

Lesson on the importance of a good and cheerful attitude, and confidence of the housekeeping staff and how they handle and engage with the visitors.


	3
	WEEK 3
	Public area maintenance.
	The main duties are cleaning guestrooms and suites and hotel common spaces, maintaining the machinery, and ensuring visitor safety and security.
Housekeepers clean guest rooms in accordance with hotel policies and instructions.


	4
	WEEK 4
	Communication.
	Significance of clear communication between cleaning staff and the general manager. The team will become more cohesive via communication, which can range from straightforward requests to specific scheduling instructions and last-minute modifications. 


	5
	WEEK 5
	Cleaning. 
	The use of wet floor mops to quicken the routine floor cleaning by removing dust and grime after vacuuming.

Equipment like a dustpan, a bottle of cleaning solution, a stack of garbage bags, a tiny handheld brush, and cleaning cloths.

Cleaning Supplies
Mop, vacuum, brush, broom, and industrial cleaning supplies from the cart. All these things need to be utilized properly, paying close attention to the manufacturer's instructions. The job being done may suffer if this is not done, also your health and safety. Additionally, this shortens the product's lifespan and increases the hotel's replacement costs.

Products and cleaning agents
Correct product use and health and safety knowledge among yourself, staff members and nearby visitors. Product expertise, such as understanding the proper dosages to utilize, guarantees the items' efficacy. Additionally, the goods must not harm the surfaces they are utilized on.

	6
	WEEK 6
	Waste Disposal and Management 
	· Proper garbage dumping and waste disposal methodologies for trash from the kitchen, lobbies, bedroom’s, and washrooms.
· Recycling of valuable hotel resources like tissue papers, files, pens, water bottles, cutlery, clothing items etc. 
· Since hotel guidelines dictate that half-used toilet paper should be replaced, moving them to employee restrooms for full usage is convenient.
· In the office, reuse both sides of the paper when duplicating and recycle file folders.
· Make disposal of rotten furniture and soiled sheets or mattresses a priority right away to prevent bed bugs.
· Waste reduction goals should be established annually, and their progress should be tracked monthly.
· The hotel's EHS manager needs to conduct routine waste audits.


	7
	WEEK 7
	Security
	· Lost and Found   
· Guest Theft 
· Employee theft
· Suspicious activity
· Camera and CCTV surveillance
· Security checks at entry/ lobby/ check-ins
· Safety checks up of rooms after check out.

	8
	WEEK 8
	FIRE SAFETY
	· Each housekeeping staff member should be well-trained and aware of the proper procedures, SOPs and fire-drill since the visitors will all seek guidance from the housekeeping personnel in the event of a fire outbreak and follow their instructions. 
· Regular checking of working of fire extinguishers.
· Safety open/closing of emergency exits.




Branding.

· Make a compelling story about your hotel.

It is insufficient to concentrate only on the product, such as accommodation kinds and amenities.
Since selling a dream and leaving a lasting impression are the core of hospitality, widely successful hotel brands put great emphasis on their brand histories.

· Establish the foundation for a strong loyalty program.

Keep in mind that your visitors are your brand's spokespersons. A devoted client base that is attracted through creative incentive programs, offers and initiatives is crucial for the growth of a business. The sort of visitor you want to attract must immediately correspond to the kind of branding you want to be. Your whole brand strategy should be real, consistent, and based on the wants and demands of your target audience.
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