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[bookmark: _Toc116549382]INTRODUCTION FOR THE NEW TEAM MEMBER
Hotel Trinity as you all know is among the most prestigious 4-star hotel in the United Kingdom. Working here is considered a great opportunity for professionals in the hospitality industry. However, we prefer to be very respectful of our employees and feel honour in having hardworking professionals like you working for us. We expect your best performance as the most prestigious thing for is the satisfaction of the customers. You all will be the face of the company in front of customers and will interact with them on the behalf of the company. Your actions will determine the reputation of the company for the customers and others beyond. as such we welcome you to provide your contribution to making this hotel the best in the country with whom the customers can feel at home. 
You all will be working in our housekeeping department which will consist of various tasks like Cleaning the rooms along with Maintenance, Laundry, Interconnectivity of the room and various Amenities of the hotel, laundry and most importantly, the safety of our customers. 



(Bhatnagar and Nim, 2019).
	[bookmark: _Toc116549383]TIMETABLE FOR THE TRAINING

	Training Activity
	Week

	Uniform
	Week 1

	Equipment
	Week 2

	Products/Cleaning Chemicals
	Week 3

	Maintenance
	Week 4

	Laundry
	Week 5

	Communication
	Week 6

	Health and Safety
	Week 7

	Fire Protocol
	Week 8


(Polo and Tweeds, 2022).
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	Training Activity
	Description of the Training

	Uniform Training
	This will include training regarding the different uniforms which are to be used in different circumstances by you. This will also include etiquette training which will enhance your senses regarding the correct way of wearing the uniform and utilising the various aspect of uniforms for your work.

	Equipment Training
	This will include training regarding the correct use of various equipment that you will be using on the job. This will include Trolley and Mop along with a vacuum, brooms and brushers, commercial cleaning equipment, etc. 

	Products and Cleaning Chemical Training
	This training will include instructing regarding the use of all the chemicals including R1 to R9. This will enhance your ability to deal with the hygiene situations and issues occurring in the hotel rooms along with other places in the hotel. 

	Maintenance Training 
	This is the training program which will include a detailed lesson and instruction for situations where there are issues with the various elements of the room and the hotels. The exercise will include monitoring training for Tv, bed, lights and other elements in the hotel rooms which can be reported and repaired or replaced. 

	Laundry
	This is an important training section as this will includes lessons on various methods to be used or laundry of different kinds of fabrics. This will also include laundry instructions for the room accessories like bedsheets, table clothes, curtains, etc. 

	Communication and Presentation
	This is the most important part of the training program as this will includes lessons regarding the different aspects of interacting with the customers at the hotel. This will include the language which is to be used along with manners which are to be displayed in front of customers. Behavioural training will also be included. 

	Health and Safety
	This will include training regarding handling waste generated in the hotel along with other health-related issues like medical emergencies with the customers or any other person working at the hotel. This will include Control of Substances Hazardous to Health (COSHH). This first aid training will also be provided.

	Fire Protocols
	This as the name suggests will include training for handling the situations like fire or other natural calamities occurring in and around the hotel premises. The use of a fire extinguisher along with a follow-up of all the protocols will be included in the training. 


(Tra, 2020).
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