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                        Housekeeping Team Member Development Plan


A very warm welcome to Trinity Hotel, this marks the beginning of an exciting journey where we will give you opportunities to grow and succeed.
Trinity Hotel welcomes guests from every part of the world and guest satisfaction is for us the number one priority. We take care of our associates and let them take care of the customers. Our brand takes pride in details to create the best and memorable guest experience.

Please find enclosed the structured training plan which have been developed to enhance your knowledge and skills and to prepare you for future challenges.

Facilities and services of Trinity Hotel:

· 260 Bedrooms
· 6 Meeting Rooms
· Fitness Centre
· Car Parking
· Cast Iron Bar and Grill
· The Lobby Bar

Timetable:

1st week – Fire Training
2nd week – introduction to Health and Safety Training 
3rd week – essential food hygiene
4th week – COSHH Control of substances Hazardous to health 
5th week – accident reporting 
6th week – electrical safety/ dangerous machinery
7th week – bed making procedures/ how to fold towels
8th week – bathroom cleaning procedure

This training will also assist you to provide the guest with an outstanding experience.
You will help to make a guest’s stay exceptional by providing a tidy and clean property.
Always clean the property in the same order!

            
                                       Our Guests expect EXCELLENCE!
                                             How we deliver excellent service?


· Personal presentation – be always professional, you are representing our brand, our reputation, and the owner of the property.

· Perfect cleaning - everything speaks!

· Outstanding property presentation – it will make a difference towards the reputation of the hotel

· Paperwork and administration must be done properly and responsibly!



                                          Uniform Requirements:

· Clean and tidy t-shirt 
· Clean and tidy pants
· Close and safe shoes
· Hair – ponytail / clean shave



                                      Fire Training


Hotel Trinity’s number one priority in the event of a fire is PRESERVATION OF LIFE.
During your training you will learn how:

· to raise the alarm
· to take use of the hotel emergency number 
· to evacuate the building 

· Walk quickly but calmly 
· Do not panic
· Do not stop to collect personal belongings
· Close windows and doors behind
· DO NOT USE LIFTS


                         DO NOT PUT YOURSELF IN DANGER!

                      Fire Alarm test are carried out weekly often at 18:30 on Fridays


                                    Health & Safety Training


Manual Handling Training: the aim of this session is to protect our workers from the risk of injury and from hazardous manual handling in the workplace.


You will learn how to lift, transport, carry and pull loads without putting your body at risk.


                                    COSHH:
 
           Control of substances Hazardous to health

During this session you will learn how to handle cleaning products and chemicals.


· NEVER MIX CHEMICALS

· ALWAYS WEAR GLOVES

· USE PROPER SAFETY SHOES


You will also learn that it is your responsibility to report any kind of hazard and to make sure that it has been resolved before an accident occurs.


If you have an accident whether it is a minor accident, or a serious injury always report it to your Manager immediately.


You will also learn how to fill the Accident Report which is located in the Front Office.



During your 6th week training you will be trained on how to use electrical equipment and dangerous machinery.
 


NEVER USE DANGEROUS MACHINES UNLESS AND UNTIL YOU KNOW HOW.





                  Our BRAND and our VALUES

                              
                                We WELCOME 

                                and SERVE PEOPLE 

                                and with our ATTIDUDE 

                                we create a UNIQUE EXPERIENCE


BE…..


· PROACTIVE AND A PROBLEM – SOLVER

· BE PUNCTUAL AND PREPARED

· BE FLEXIBLE





                       BE A TEAM PLAYER….

                     Try to Understand GUESTS needs!


                   BE ALWAYS POLITE AND HELPFUL


The 3 essential VALUES that the hotel is known for are:

  

1. GREETING THE GUEST

2. RECOGNIZING THE GUEST

3. RESPECTING THE GUEST
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