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Welcome



Welcome to 4* Hotel Trinity. You have joined a successful hospitality business; we are proud of putting our guests and staff wellbeing at the heart of our hotel.
This training plan is for you to follow as part of the induction process for new members of the housekeeping team, it will last for 8 weeks. This plan will include everything in Housekeeping, Fire and safety and evacuation procedures to follow if needed.
In the training plan we will cover best housekeeping rules, “Force for good, enabling people to live and work well” (2022). We value our staff and support our staff thriving with hotel trinity. 
Our Hotel Trinity values, “helping our guests feel brilliant through a great night’s sleep” Serving up great memories (Academy online 2022). 
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8 Week training plan housekeeping roles
	Week
	
	
	
	

	 Week 1
	Introduction to staff members and their roles.
Fire procedures
	Housekeeping, 
Assign a buddy to shadow. 
	Tools to do the job
	Bed bugs

	Week 2
	Covid19-control
	Reporting and logging room issues
	Room set up
Trolley setup
	Pest control

	Week 3
	Introduction to role.
Sustainability
	Hotel Trinity room policy clean room.
	Cleaning routines
	Housekeeping
Show  

	Week 4

	Emergency procedure, Accident Incident reporting, (UWTSD,2021)
	Introduction to first aid
	linen
	Sign off paperwork

	Week 5
	Legislation (premier 2022)
· COSHH
· PPE
· Body fluid disposal kit
· Cleaners’ cupboard
	Carry tray set up.
Buddy to set up a room to standards, you can then set up your room, buddy to mark on completion
	Chemicals for use in housekeeping
	Super mop, Hoover, how to change bags in vacuum cleaner.

	Week 6
	Time management
	Linen room
	Trolley set up checklist
	Correct carry tray set up

	Week 7
	Use of washing machine
Use of dryer
	Different types of dusters, understanding use.
	Knowledge check
	

	Week 8
	Time and efficiency in completing you’re hotel rooms and reporting any issues on system.
	Housekeeping tips
	Assessment
	Questions and feedback


Page3

The key to a great shift on housekeeping is making sure you have everything you'll need for your shift before you leave the linen room, this is the key to a successful housekeeping shift and will save time. Your buddy assigned to you will be helpful in any questions you may have in training or shadowing your buddy in housekeeping, and we are all here to help if needed at hotel trinity to make working in our hotel a beautiful and calm environment. Please do reach out if you are needing help or support.
Your first week you will cover and sign off any paperwork needed in health and safety training, you will cover the hotels fire and safety procedures, how the self-alarms work, you must wear one at al times whilst on shift, these are found in the office and your manager will explain how to use these and then sign off.
Hotel trinity use the “Hotelier” system a cloud-based technology for training and room database features and booking systems for the smooth running of hotel trinity “Allows you the choice of running your system on a dedicated off-site secure server with remote access from all terminals” (2017)

Skills Matrix, (Premier 2022) social media is transforming in the way we communicate, understanding confidentiality when using guest or staff details is key so you are not breaking any laws, please sign and read the handbook,” COSHH is legislation that requires employers to control substances that are hazardous to health”.
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Reference
· Academy online Skills Matrix (Accessed November 2022)
· Bell James Manager Premier hotel Darlington
· https://www.hotelier.co.za/products/hotelier (Accessed November 2022)
· https://www.premierinn.com/gb/en/why/force-for-good.html (Accessed November 2022)
· UWTSD, Appendix PL11 Student placement induction checklist (September 2021)
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