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Dear Trainee,
Hotel Trinity warmly welcomes you to our Housekeeping training course! We are an up-and-coming business that places an increased focus on its customers. Our aim is to cater to all clientele, and in order to do this our fundamental requirements are communication skills, respect and efficiency. Throughout the 8 week training program, you will be taught crucial health and safety practices (such as fire prevention and first aid), teamwork and communication skills, IT and technology centred skills, fundamental job skills for housekeeping (such as sanitation practices within the hotel, standard Hotel Trinity cleaning procedures and hygiene standards), as well as standard hotel/hospitality skills such as receiving and responding to compliments/complaints from customers, catering to special needs of customers, how to adequately report concerns within the workplace and the standard rules/requirements of the hotel. As a Housekeeping Trainee, you will be guided through your training here at Trinity, and you will learn the basics as well as the key aspects and attention to details of our housekeeping staff. We hope this program provides trainees with the appropriate tools to master their Hospitality career, as the combination of both fundamental and further training makes our employees the best they can be. We hope your training experience with Trinity is provides a smooth, easy transition into the Housekeeping position.

Kind Regards,
Simona Macaran (Trinity Hotel Manager).
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	Week 1- Tuesday and Thursday, 10am-4pm 
Introduction to the hotel: 

	Week 2- Monday, Wednesday, Friday: 10am-5pm
fundamental health and safety practices/ training: 

	Week 3- Monday, Tuesday and Thursday- 11am-4pm
Development of communication skills within the workplace: 

	Week 4- Monday, Tuesday, Wednesday, Thursday, 10am-5pm
Customer satisfaction and communication:

	Week 5- Monday, Wednesday, Friday 10am-3pm
IT and Tech skills:

	Week 6- Monday- Friday, 9am-5pm
Housekeeping Training:

	Week 7- Monday- Friday, 9am-5pm
Assistance:

	Week 8- Monday-Friday, 9am-5pm:
Supervised Practice:


	· Talk held on Tuesday by manager alongside introduction to Trinity team. 
· Thursday- tour of the hotel, showing trainees all staff rooms, fire exits, guest rooms, restaurants, departments, etc. Function for each department is to be outlined and  explained. 

	· First Aid, COSHH, fire safety, etc. 
· Trainees will be taught appropriate measures to approach a potential health and safety hazard, as well as how to report and prevent hazards form occurring within the workplace.

	
· Communication with/ teamwork and conduct within the hotel (e.g. how to report complaints), employee satisfaction policies and  how to report concerns and communicate with the higher ups will be the key focal points.
· Trainees will receive guideline of expectations for working within Hotels

	· Workshops and practice sessions (guided by experienced employees) conducted, working on ways to communicate with customers in cases such as special needs, complaints, compliments, requests, etc. whilst also making the customers feel satisfied and at ease. 
· Formality and politeness fundamental

	· Trainees taught how to log customer feedback, respond to comments if needed, manage and take phone calls from clients to housekeeping dept if needed, etc. 


	· Trainees educated on basic hygiene and sanitation policies, as well as how Hotel Trinity’s housekeeping standards. 
· Trainees further introduced to COSHH as cleaning products, chemicals and appropriate equipment is explained and outlined by Housekeeping Supervisor/Manager. 

	· Trainees to use pervious learning and knowledge and assist/ watch Housekeepers as they do their job to learn from their actions.

	· Trainees are to fulfil the tasks of the Housekeeping role whilst supervised by experienced housekeepers in order to solidify their learning and apply it in a supervised setting before being ready to take on Hotel work 









REFERENCES

https://open.lib.umn.edu/humanresourcemanagement/chapter/8-2-types-of-training-2/d - Last accessed 02/11/2022

https://www.flexkeeping.com/hotel-housekeeping-training-tips/ - Last accessed 02/11/2022

https://www.whitbread.co.uk – Last accessed 03/11/2022

https://www.onecaribbean.org/wp-content/uploads/Housekeeping-Competency-Manual.pdf - Last accessed 04/11/2022

   Jones, T. J. A. (2007). Professional Management of Housekeeping Operations. United Kingdom: Wiley. ch1, pp. 18-26



image1.jpeg
tﬁﬁﬁt
oo oo
oo|[[oo

HOTEL
TRINITY





image2.jpeg




