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[bookmark: _Toc119408466]A welcome introduction for the new team member.
Welcome guys, Hotel Trinity is proud to have you people in the team. We are extremely excited and thrilled to work with people like you who have achieved excellence in their respective ideas, attitudes and skills. We are happy to announce you guys as the new members of the housekeeping team of the organisation. I am your manager whom you can always approach for any kind of difficulties you face here. Before getting habituated to the daily hustle, for the first two months you will be given a training session on skills that you will be needing to accomplish your tasks effectively.
[bookmark: _Toc119408467]Timetable and training plan
	Week
	Specific tasks for training
	Scheduling
	Measurable
	Importance and process
	Time-bound

	Week 1
	The staff needs to be trained in effective time management Skills
	Day 1: A process of detailed planning will be taught
Day 2: the importance of quick decision-making will be conveyed
Day 3: they have to set some boundaries and routines for their daily tasks.
Day 4: they have to say no to distractions which can kill time.
Day 5: they will be trained to delegate duties.
Day 6: they will be doing a practice session
Day 7: Day for evaluation and let them know their performance status.

	 This can be measured by observing their login and log-out time and also measuring the number of tasks accomplished by them every day within the week.
	The housekeepers have to accomplish a specified number of tasks every day and thus they need to complete every task on time. This can be attained by telling them to arrive on time and also follow a particular timetable
	1 week

	Week 2
	They Have to be provided with Fire safety standards  
	Day 1: they will be taught about the emergency routes and exists of the organisation
Day 2: information will be confronted them regarding the fire detection in the warning system, installed in the hotel.
Day 3: they have to set some boundaries and routines for their daily tasks.
Day 4: the new joiners will be provided information about safe storage for flammable resources during emergency
Day 5: An emergency fire evacuation plan will be taught to them
Day 6: the process of fast communication will also be trained so that they can communicate with the employees and the guests effectively in a short period.
Day 7: they will be evaluated on the final day of the week on their quick communication effectiveness and their evacuation plan during an emergency
	This can be measured by creating an emergency in which they have to portray their skill
	It is a key skill since during an emergency the guests will ask for advice and will also follow the housekeeping staff. They will be trained on the RACE protocol, which stands for remove, Alarm, Confine, extinguish or evacuate.
	1 week

	Week 3
	In the second week, the new joiners will be trained on COSHH
	Day 1: Training on risk assessment and how to minimise the chance of risk impact are provided
Day2: they will be asked to consider all the routes of exposure to harmful chemicals.
Day 3: they will be provided with information on control measures
Day 4: use of appropriate PPE will also be taught
Day 5: the process to evaluate the effectiveness of the planned control process will be taught
Day 6: they will be asked to encounter risk before it occurs.
Day 7: the day of the test in which their learning capability will be evaluated.

	This can be measured by conducting a test at the end of the training program which will exhibit the level of knowledge they inherited during the training
	The housekeepers should be able to control the substances that are hazardous to health. The training program on COSHH will contain risk Assessment, knowing the precautionary steps, control the exposure of the employees.
	1 week

	Week 4
	In the fourth week, they will be trained on health and safety standards
	Day 1: they will be taught the different processes for achieving health and well-being, that is the breakout room exercise, health by designing, and other general practices.
Day2: they will be provided training on the communal spaces.
Day 3: they will be asked to enhance their connectivity with other people.
Day 4: they will be trained on some physical exercises that they can perform daily to maintain their health
Day 5: A mindfulness session will be prepared.
Day 6: A rest day for the trainees.
Day 7: the day of the test where their practical and theoretical knowledge will be assessed.

	This can also be assessed by a test being conducted at the last along with a viva practical session to test their reaction time.
	It is a key aspect since it will ensure a safe and healthy work environment in the organisation. The training will include learning procedures, regarding safety standards and correction practices.
	1 week

	Week 5
	They have to develop their communication skill
	Day 1: improvement of their listening skills
Day2: a session on 3-part assertive messages will be provided for effective expression of ideas
Day 3: they will be taught to manage different relationships
Day 4: Training on how to manage emotional intelligence will be provided to the employees
Day 5: a session will be provided about the importance of clarified communication
Day 6: they will be taught to consider the insights that other people might have while communicating
Day 7: the day for evaluation by taking feedback from the guests.

	It is easy creating a situation in which they are asked to communicate with the guests. Moreover, taking feedback from the guest is also a viable option for assessing the performance of the hose keepers.
	The housekeepers have to serve the guests and also attend to their queries. Hence, the development of good communication skills is important for them and the overall hotel image. This can be achieved by conducting discussions in group sessions. Moreover, they will also be trained in appropriate body language and posture. 
	1 week

	Week 6
	They will be trained on the needs of customer service
	Day 1: they will be asked to communicate with and deal with lesser complex guests
Day2: information on the support channels will be provided
Day 3: team will be divided into 3 groups and mentors will be hired for each group.
Day 4: training will be given to the people regarding handing over the technology used for communicating with guests.
Day 5: they will be taught about the duties they have to perform for customer service
Day 6: A day for practical operations
Day 7: their performance will be evaluated based on the collected feedback from the guests

	 This can be measured by taking feedback from the guests on whether the housekeepers were able to solve their problems or not.
	The satisfaction of the customers is the primary need of the hotel. The housekeeper should be capable enough for supporting the guest and meeting their needs. They will be taught about specific ideas which have to be told to the customers for handling the queries. Moreover, they will also be informed about the small technologies and their utilities to assist the guests
	1 week

	Week 7
	The new employees have to learn the correct laundry process
	Day 1: techniques for washing will be provided. A detailed process that includes agitation, rinsing, drying, pressing and folding will be trained to them.
Day2: day for practical operation
Day 3:  Day for practical operation
Day 4: Day for the mentoring purpose
Day 5: day for practical operation
Day 6: A rest day
Day 7: their performances will be evaluated based on their practice done on the practical operational days.

	It can be measured by evaluating and observing their practices being done daily.
	In some cases, the housekeepers have to directly get involved with the laundry process. therefore, they need to learn the correct laundry process. They will be trained on protocols that outline how to properly fold the clothes in the room. They will also be trained regarding the presentation of the goods in the rooms.
	1 week

	Week 8
	They will be trained in enhanced cleaning skills
	Day 1: training on proper etiquette to be followed for training such as knocking on the door before entering the room and emptying the trash cans from time to time.
Day2: they will be trained to keep a record of the stock supplies
Day 3: different techniques of cleaning will be taught to them for increasing effectiveness.
Day 4: day for practical operation
Day 5: day for the real-life operation
Day 6: practical operation
Day 7: 
The work done by them in the last three days will be assessed and based on it feedback will be provided to each employee.
	The training skill can be measured by measuring the cleanliness of the rooms and also observing whether any complaint came or not regarding cleaning issues.
	This is important, especially in the COVID-19 period where there were people who demanded additional cleaning before check-ins. They will be trained to handle the advanced machines for cleaning. Moreover, for also a sustainable use of the resource they have to develop their numeracy skill which will help them to measure the cleaning fluids before using
	1 week


Table 1: timetable for trainees.
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Figure 1: Logo of Trinity Hotels
(Source: TRINITY HOTEL GROUPS, 2022)
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