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Hotel trinity

Hi I am Ruksana Begum, The housekeeping Manager at Hotel Trinity. I would like to welcome you to the amazing housekeeping department of Hotel Trinity. We are the brand known for excellence and quality assurance.
I have been working as a housekeeping manager for about two years now and I have excellent team with me which includes, two coordinators, 3 floor managers and 4 floor assistants and 2 laundry managers. Our housekeeping cleaner team consist of 45 personnel which includes 4 mechanics and 5 public space cleaners.
Even though it is considered an additional function, the cleaning division of any hotel business, such as Hotel Trinity, generates a significant amount of earnings. The basic explanation is that a consumer expects a spotless, neat, and pleasant environment. 
Housekeeping creates the initial impression in the mind of a guest. The housekeeping activities amply prove how the hotel will care for its visitors. 
Housekeeping entails all aspects of cleaning, ensuring continuous order, and administering a home or commercial facility. In the context of hotels, housekeeping chores include continuing to keep the hotel tidy and preserving a highly attractive atmosphere.
The main objectives of Trinity hotel housekeeping are −
• Maintaining the general cleanliness of the hotel at all times. 
• To carry out cleaning chores as smoothly and accurately as possible. 
• Using high-quality, safe cleaning supplies and agents. 
• Managing linen and furnishings 
• For insect control. 
• Maintaining the hotel's exquisite décor. 
• To look after the hotel's furnishings, decor, and accessories. 

Our primary responsibilities as a group are: 
• sustaining customer care and customer experience 
• the methods for preparing a guest room for people arriving 
• the processes for tidying public spaces 
• the methods for dealing with special demands or objections



Welcome to our training program, let me introduce you to the training programs. We have several types of training which will take place within 8 weeks program. 

TRAINING TYPES INCLUDE: 
• orientation/induction training 
• first training 
• remedial coaching 

NEEDS FOR TRAINING WHICH MAY INCLUDE: 
• learning current or new work processes and abilities 
• recognizing the relevance of visitors to the hotel's business 
• training to be attentive to customers' demands enhanced social and communication skills usage of latest technology 

TRAINING METHODS THAT MAY BE USED INCLUDE: 

• structured in-house, off-the-job training classes 
• on-the-job coaching 
• tasks or projects, such as fixing a current issue with senior leadership supervision 

ASSESSMENTS OF TRAINING WHICH MAY ENCOMPASS: 
• post-training inspection 
• trainee analysis 
• supervisory inspection












LET’S START WITH UNDERSTANDING THE TRINITY HOTEL:
A HOTEL'S SUBDIVISIONS:  A hotel has numerous sections (or departments). They're listed below. 
• Front Desk 
• Food and Drink 
• Division of Uniformed Services 
• Housekeeping 
• Marketing and advertising 
• Surveillance 
• Accounting 
• Repairs management 
• Tech and construction 
• Human Resources Division 

LAYOUT OF THE HOTEL'S HOUSEKEEPING DEPARTMENT 
The housekeeping department's structure is determined by the total quantity of rooms, connections, and necessary personnel. The below are the dept's most visible areas: 
· Offices of the Executive Housekeeper- This is where the department's administrative work is done. 
· The Housekeeping Control Desk- is open and operable 24 hours a day. The housekeeping team reports here at the beginning and conclusion of each shift. Bulletin boards, file cabinets, registers, a lost and found cabinet, and a crucial grid are all available.
· Laundry Section This is where linen and personnel uniforms are washed, ironed, dry cleaned, and folded. 
· Textile Closet The linen of the hotel, such as sheets and blankets, bathrobes, towels and pillow cases, is stored, gathered, and brought to the appropriate locations across the hotel in this room. 
· Dress Room This is where the employee outfits are received, kept, and issued. 
· Alteration Studio This is where linens and garments are stitched and repaired. 
· Maintenance Store It is a safe storage room for housekeeping tools and materials, as well as guest goods. 
· Flower Room It is an air-conditioned room with worktables, a sink with running water, cabinets for pots and gemstones, and a countertop.



8 WEEK TRAINING PROGRAM PLAN

	Week One
	Week
Two
	Week Three 
	Week Four

	ORIENTATION WEEK INCLUDE: 

· the objectives and facilities of the Hotel 
· the layout of the premises 
· the types of guests 
· an introduction to management, instructors and colleagues/fellow-students 
· staff/student regulations 
· salary procedures, holiday entitlement, accommodation and food provision 
· grievance and disciplinary procedures 
· health and safety 
· working circumstances 
·  an introduction to the workplace 
·  an engagement to a supervisor 
· the creation of an individualized training schedule
	INDUCTION and INCULCULATING STANDARDS:

· Surpassing principals’ and guests’ expectation. 
· The professional housekeeper including personal presentation. 
· SOP (Standard Operating Procedure) for housekeeping excellence. 
· The language of a professional housekeeper. 

	SKILL TRAINING: 



Skills in which a basic housekeeping employee must be trained are: 
· Bed making 
·  Vacuuming 
· Dusting 
· Window and mirror cleaning 
· Setup awareness 
· Bathroom cleaning 
· Daily routine 
· Caring for and using equipment 
· Industrial safety 

	ATTITUDE CORRECTIONS: 



Employees need guidance in their attitudes about the work that must be done. Areas in which attitude guidance is important: 
· The guest relation 
· Department manager and immediate supervisor 
· Guestroom that is in a state of great disarray 
· The hotel and company 
· The uniform 
· Appearance 
· Personal hygiene 

















	Week five
	Week
Six
	Week Seven
	Week Eight

	SAFETY TRAINING LIKE FIRE SAFTEY, COSHH
• Recognizing and avoiding minor fire threats of Class A, B, C, and K. 
• Avoid slips, trips, and falls. 
• Remove any fire dangers. 
• Maintain dust control. 
• Avoid using tracking devices. 
• Avoid falling items. 
• Remove any clutter. 
• Properly store items. 
• Inspect and use personal protective equipment and tools. 
• Wear thick gloves to protect their hands from dangerous substances. 
• If necessary, they should wear masks or glasses to safeguard their eyes. 
• Wet flooring must be marked with a danger sign. 
• Clean up spilt liquids right away to avoid the possibility of sliding. 
• Use caution while moving, discarding of, or replenishing cleaning chemicals. 
• Prepare any chemicals needed in the absence of adequate ventilation. 

 
	CONTROL HOUSEKEEPING SUPPLIES AND EQUIPMENT 

resources, such as: 
• janitorial tools 
• bedding (bed, bathroom, etc.) 
• visitor equipment (soaps, shampoos, stationery, etc.) 
• set aside furniture • comforters, cushions, and duvet cover 
• attire for employees 


Equipment which may include:
• hoovers 
• cleansers 
• washing gear 
• other housekeeping tools 
• linen repairing gear • tea/coffee making devices 
• culinary equipment for the flat 
	DEVELOP LIAISON WITH OTHER DEPARTMENT:
· From the front desk, information on customers' arrivals and departures,
·  special requests,
·  arrival times, and late check-outs, 
· as well as a prediction of how many rooms will be sold and 
· how many people will be staying there. From maintenance, information on the condition of any repairs. 
· Front office: room status; 
· inconsistencies between the arrivals and departures list 
· the real room status; 
· guest requests;
·  rooms out of order; 
· difficulties in any rooms; 
· which rooms to assign first. 
· Food and beverage: 
· requests for extra linen; 
· cleaning service requests;
·  info on events.


	LEARNING TO MAINITAIN REGISTERS, CHCEKLISTS AND LEARN TO USE TECHNOLOGY 

Registers
· Registers include the following:
·  the Expected Arrival Register,
· the Departure Register, 
· the Room Status Register,
·  the Guest Call Register, 
· the Key Register,
·  the Guest Loan Register, 
· the Damage Break Register, and
·  the Lost and Found Register. 

Checklists

 include those for guest supplies, cleaning of guest rooms, and cleaning of guest bathrooms. 
• Checklist for Cleaning the Beach 
• Checklist for Cleaning Swimming Pools 
• Standard Checklist for SPA Housekeeping and Garden Keeping 
• Fitness Center Housekeeping Standard Checklist 

Modern technology Among other housekeeping software, Mews, Hkeeper, Flexkeeping, Hoxell, and Alice are well-known technologies.
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