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Housekeeping training planning
	The Trainee's required training
	Training activities
	Mode of Training
	Instructor
	Required equipment and tools
	Place
	Assessment method

	Introductory session










First week
	· Exposing staff to the brand and its heritage and express properly what the brand demand from the employees and they supposed to serve the customers, which helps the employees to satisfy the customers and show better performance to the top management. 
· Informing them of Hotel Trinity's events detail so that they can be informed every single detail regarding hotel’s events: 
Informing them of all Hotel Trinity policies that helps to follow rules and regulation and be careful while serving in the hotel.
· Encourage to take note on special regulations that helps to remember key issues and follow accordingly. 
· Introducing detail and inherent meaning of the logo of Hotel Trinity that creates a special feeling and love for the company.
	· Plan a focus group discussion.
· The teacher gives a presentation.
	· Executive Director of the Hotel
· Divisional supervisors.
	· Portfolio test
· Question
· Writing materials

	Hall room
	Written exam 
Interview taking


	Providing the arriving visitors with cleaning services


Second week
	· How to respond to a housekeeping request and what the attire the staff should be, which the guests like most. 
· Methods of providing the services so that they employees can present their task to the guests most precisely.
· Giving the visitors guidance, which helps the employees to learn how to handle the guests and provide them proper guidance regarding they living period in the property.
	· Real-world illustration
· giving a lecture
· presentation of video
· Simulating situations at work
· Role-play

	John Buttler
M Reyhan

	Equipment for setting up a room for lodging that includes a potential fix for the visitor's issues
	Hotel’s laboratory
Hall room

	· A written exam
· Evidence from a Portfolio Observation
· Checklist
· Oral interviews

	Teaching cleaning knowledge





Third week

	· Utilizing cleaning supplies that helps the employees to work fast and utilize every single item or tools of cleaning supplies.
· Advising guests to be cautious with their materials where the appropriate approach of the employees will be taught so that the guests do not feel unsecured during their living period. 
· Entering a floor and a room process that helps to avoid all sorts of inconsistencies and maintain security issues in the property. 
	Interacting with newcomers with knowledgeable personnel.
presenting various cleaning techniques
	cleaning personnel
	Uniforms, cleaning supplies, products and chemicals for cleaning, and safety gear.
	Different rooms of the hotel
	· Assessing the quality of the students' work.
· Test in practice after the session.

	Usage of equipment and product 









Fourth week


	· Introducing all cleaning-related equipment that allows the employees to learn detail about the equipment.
· Describe how the equipment is to be used that prevent misuse and wastage of the equipment, besides this helps the employees to work timely within very short period. 
· Describe the procedures for doing safe equipment maintenance.
· By demonstrating how to maintain the equipment, it will last longer as well as it helps to work safely that provides safety to both employees and the property. This will also save the equipment of the hotel to work its expected period without any inconsistencies.
	· Transmitting a video presentation
· Simulated workplace
· Group learning with a specific instructor


	John Buttler
M Reyhan
	Equipment used for cleaning, such as a vacuum cleaner, rubber gloves, an ironing board, a bucket, a dustpan, a duster, and a brush, etc.
	Hall room
Hotel’s laboratory

	· Written exam
· Work performance.
· Oral interview


	Greeting and etiquette with visitors







Fifth week
	· Teaching visitors how to behave and attend to their requirements.
· Teaching about the value of cultural diversity and the different types of guests needs to attend as some of guests are very aggressive and prone complain easily whereas some do not like to complain, however, unwilling to purchase service next time.
· Educating learning on how to recognize cultural differences so that the employees can identify the employees’ nature.
· A technique for making a good first impression on visitors.
· Educating the cleaning crew on appropriate body language.
· building up confidence when dealing with exceptional visitors
· Treating many visitors well. 
· Behave differently to the physically challenged guests is very crucial and need to provide them feeling that they are not burden rather they are very crucial asset to the property. Therefore, employees, will be trained to behave positively and politely with the physically challenged guests. 
	· Setting up a talk
· Having experience hosting visitors and communicating with various branches to understand cultural differences.
· Presentation of video

	· John Abraham
· The head of the housekeeping division
· An outside instructor
	· Provision of a written addendum
· Potential visitor behaviour
· A number of case studies involving dealing with various consumers.  

	· Laboratory in the hotel's hall
· Several branches in various locations
	· Performance in dealing with visitors.
· The hotel's methods for communicating with various parties.
· Testing for cultural variations.

	Presentation









Sixth week
	· Highlighting the value of appearance for the brand and a favourable perception of the hotel
· Describe the significance of practicing good hygiene.
· How to respond to visitors' actions.
· How to convey the assignment professionally.
· Teaching students to behave politely and confidently when serving visitors
	· Presentation of video
· An explanation of the proper attire for each occasion.
· Simulated work environments.
· Individual role-play
	skilled housekeeping personnel
	· Staff members' uniforms
· Providing a lecture video
· Hygiene supplies such as gloves, a brush, and PPE

	Hotel’s laboratory.
Guests rooms.
	· The response of the new employees will be examined in order to gauge how well the staff performed this week by setting up a scenario. Their psychological evaluation will still be conducted when they are under pressure.

	Communicating effectively










Fifth, sixth and seventh week
	· The new employees will learn the value of communication and how it relates to cultural differences through improving it.
· They will get instruction in various English dialects so they can recognize and meet the needs of the visitors.
· In addition, another one or two languages will be taught.
· They will learn how to communicate with the organization's other employees.
· Sigh language will be taught so that they can handle the guests like the normal people who cannot speak. 


	· A seasoned speaker scheduling seminars for them.
· A successful communication video presentation.
· The appointment of a teacher to teach English accents.
· Hiring a teacher to teach several languages.
· Forming groups and promoting intergroup communication.
· Dividing the team according to interests in several languages.  
	· executive director of the cleaning division
· English teacher who is familiar with many accents.
· Spanish, German, French, Chinese, Arabic, and possibly other languages teacher.
	· Books on grammar and vocabulary for several languages.
· Several case studies of communication that works.
	Hall room.
Local institutions
	· Evaluating how well they manage the visitors.
· How they interact with the current employees.
· How well-rounded they are at work.
· Determining the extent to which visitors are satisfied.

	Managing fire, health, and safety protocol









Eighth week






	· Introducing laws and regulations for safety and security.
· Introducing fundamental safety concepts such occupant protection, containment and extinguishment, communication and detention, and prevention.
· Describing how to operate with electric items and any possible risks from the machinery.
· Presenting the course of action to be taken in the wake of any incident.
· Introduce the operation and purpose of fire alarms.
· Describe how to use fire extinguishers and the many types available.
· Describe which color represents the component of the fire extinguisher, such as red for water, yellow for foam, blue for power, black for CO2, and deep yellow for wet chemicals.
· Identifying when to utilize each item is important since using water to put out electric or combustible flames increases risk.
· Teaching emergency first aid techniques in case visitors or co-workers have conditions like heart attack, choking, broken hand or limb, food poisoning, etc.    

	· Staff will instruct on how to provide quick assistance therapy for ailments like heart failure, choking, and other conditions in this respect by utilizing a model.
· A demonstration of fire extinguisher use via actual use.
· Teaching the local firemen the ways to communicate quickly.   

	· A local hospital's physician or nurse.
· A senior official in the local fireman office. 
	· A model must be used for hands-on instruction.
· Additionally, a chart outlining safety and security laws and regulations, a guide for using fire extinguishers, a first aid kit, and other items are needed. 
	· Hotel premises
· Hall rooms
	Practical test.
Written test
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