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Housekeeping Team Member Development Plan:

Hotel business is one of the fast growing businesses in the hospitality sector. Numerous hotels are being run around the globe. The hotel business in particular is only concerned with guest accommodation and providing these guests other related services. In contrast, the hospitality sector is more concerned with leisure and provides such services to their customers. Hotel business includes restaurants, cafes, accommodation, and last but not the least tourism and travel services. 
There are many departments in any hotel, including the kitchen department, finance department, management department and the house keeping department. All of these department should work together in order to provide the guests the perfect service which they expects from the hotel management. All of these departments have their own roles. The housekeeping staffs in any hotel are responsible for ensuring the hotel area is clean and tidy. The housekeeping department in hotels is considered the backbone of the hotel as it plays a crucial role in guest satisfaction. 
Therefore it is really important for any hotel management to provide specific and well planned training to their housekeepers, so that they don’t make any mistake during their job. Providing training to these housekeepers will ensure that they are aware of how and when to use different methods of cleaning and other equipments in order to keep the whole hotel in tip top shape. Along with that, the training will make sure that the employees do not develop any bad habit and ultimately making worse problems for the hotel. Hotels receive different kinds of guest on a daily basis, and therefore it is really important to clean room and the whole area from time to time. Secondly, the housekeepers should have a proper knowledge about different techniques to clean the hotel building and also act effectively in case of any emergency. For instance, environment which contains flammable dust, the housekeeper who is not well trained might use compressed air to clean the surface by blowing off the dust, which can result in a fire or explosion. It is therefore really important to train new housekeepers about the different techniques and tools that can be used in different situations, the overall environment of the hotel, and the things where proper care should be taken. This will not only make the work load of the housekeeper easy but more importantly, it will result in customers’ satisfaction and better hotel management.
Training Plan:

I have developed a 8 week training development program, which will help the housekeepers to understand the hotel culture and how to do different tasks and act in different situations. It will make sure that the housekeepers being hired, should be well aware of why, who, where and how or what they should do in a particular situation. Following is the training plan for the new housekeepers:

	Training activities to be performed:

	Week 1
	Welcome Introduction
	Hotel tour 
	Importance of housekeeping
	Primary duties of housekeepers 
	How to greet clients
	The basics of cleaning
	Practical observation while doing the basic cleaning task  

	Week 2
	Duties of room attendant
	Duties of house person
	Duties of executive housekeeping
	Room cleaning practices and techniques
	Servicing guest rooms having do not disturb signs
	Cleaning in commonly neglected areas
	Corridor and exterior of the hotel cleaning

	Week 3
	Hygiene protocols
	Different cleaning equipments and when to use them
	Carpets and floor cleaning equipments
	Different types of brushes and mops
	Cleaning cloths and their use
	How to handle trolleys and containers
	How to use different vacuum cleaners

	Week 4
	Use of different chemicals in cleaning
	Guest room cleaning procedures
	How to prepare guest room for cleaning
	How to make beds in guest rooms
	How to clean and inspect VIP and VVIP guest rooms
	Procedures regarding lost and found in guest rooms
	How to dust and damp guest rooms



	Week 5
	How to do the vacuuming of fabrics and curtains 
	When and how to restock tissues, coffee, tea packs etc
	When and how to restock toiletries
	When and how to do the turndown service
	How to check whether the room is out of order 
	How to pack out of order rooms
	How to place guest amenities in the guest house or resort

	Week 6
	How to prepare bathroom for cleaning
	Basic bathroom cleaning procedures
	How to clean and organize washroom curtains
	How to clean the shower and bath tub
	How to clean the toilet
	When and how to remove towels
	How to clean sink and vanity area

	Week 7
	How to act in case when a fire broke out
	How to use the fire extinguishers and sand 
	How to handle hazardous items, like cleaning chemicals.  
	How to handle dangerous items inside the hotel
	How to act in case of earthquake
	How to take care of guests in any emergency situation
	Activities which could help housekeeper in any other emergency situation

	Week 8
	Health and hygiene related activities
	How to present yourself in front of guests
	How to act and react with guests
	How to communicate with other departments of the hotel
	Any questions or enquires regarding any activity related to the job by the housekeepers and answer those questions and perform practically for better understanding



Summary of the description of the activities in the training plan of the housekeepers:

The training will be started through a welcome introduction to the new housekeepers. The housekeepers will then be briefed about their roles and responsibilities and why their job is important. They will be trained about the guests greeting practices and how to deal with the guests. The first day of training will also include a basic overview of the cleaning procedures and the housekeepers will be given cleaning tasks in order to check how much training they be needing and whether they have any past experience or not. 
The housekeepers will be trained about cleaning equipments, and how to use different cleaning equipments and where to use those cleaning equipments. There are different equipments to be used for cleaning different areas and surfaces in the hotel. So, the housekeepers will be trained effectively, so that they could be aware of the use of cleaning equipments. They will then be trained about the products and the cleaning chemicals that they will be using during the cleaning processes. There are different chemicals to be used in different occasions and it is really important for the housekeepers to have a complete knowledge about the use of those chemicals. They will further be trained about handling of those chemicals and how to act if the chemical get in touch with skin. During the training process, the housekeepers will further be trained about the maintenance of the rooms and all the supplies in the guest room and toiletries and when to change or restock those supplies. Last but not the least; the housekeepers will be properly trained about the health and safety precautions to be followed inside the hotel, and how to act in case of emergency like fire, earthquake or any other such emergency. They will be trained to use the fire extinguishers and how not to panic and guide guests in case of any emergency situation, without putting their own life in danger.
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