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Welcome to Hotel Trinity
Welcome to our team


Our vision
Providing the best cleaning services a hotel guest could wish for


Our Values
Care
Equality
Innovation




Over the next 8 weeks you will be following a special designed training program in order to achieve the best performance and understanding of our value




	Week
	Task
	Description

	1
	Introduction-Welcome to the team
	General information about the position, meeting the team and getting familiar with the hotel staff

	2
	Daily procedures training
	Introduction to the Trinity Monitoring devices for clock-ins and clock-outs; getting familiar with the Rota

	3
	Health and safety introduction
	General responsibilities, working conditions and procedures

	4
	COSHH training
	Control of substances that are hazardous to health

	5
	Health and safety- accidents & risk assessments; fire procedures
	Accidents and fire procedures

	6
	Hotel and guest service standards
	Learning the company’s standards and engaging with guests’ enquiries 

	7
	Rooms checking with supervisors
	Checking the focus points that need to be followed 

	8
	Cleaning training with staff
	Assigned to one member of the team to shadow and help with chores



Week 1
· Introduction-Welcome to the team
· A general presentation of the hotel- reception, back-office desks, restaurant and bar areas
· Getting to know the housekeeping team
Week 2 
· You will receive the most important information about Daily procedures:
· Working hours and timekeeping- shifts are 5 days over a 7-day period time, including weekends and bank holidays
· Rotas are completed on Tuesday by 12 o’clock and available on the notice bord prior to the following week’s shifts
· Pay- pay day is the last day of the month. When this day falls on a weekend you will be paid on the Friday before the weekend.
· Sickness and absence- It is your responsibility to inform your housekeeper supervisor or manager about your absence
· Trinity Monitoring system- finger recognition devices and the general business agreement regarding break times 
Week 3
· Health and safety introduction will be provided
· Company policy about working practices 
· Healthy working condition
· Training about safe environment and equipment
Week 4

COSHH training
· COSHH stands for Control of Substances Hazardous to Health. COSHH is the law that requires employers to control substances that are dangerous and could cause health problems- all the chemicals you use on site have been assessed to ensure that they are safe for you to use
Rules: 
-You should never bring in chemicals from home to use.
﻿﻿-Chemicals should only be used in the correct bottles, with the correct spray or flip top.
﻿﻿-Never mix chemicals
﻿﻿-Never decant chemicals (tip from one to another)
﻿﻿-Never store chemicals near food or drink
﻿﻿-Never use chemicals unless you have been trained
-Always wash your hands prior to eating or drinking
-Always wear gloves

Week 5
Health and safety- accidents & risk assessments; fire procedures
· What is an Accident?
An unfortunate incident that happens unexpectedly and unintentionally, typically resulting in damage or injury.
· What is a Near Miss?
 A near miss is an unplanned event that did not result in injury, illness, or damage - but had the potential to do so.
Both accidents and near misses should be reported, without exception.
· Accident procedure - if an accident occurs on site please follow these simple steps
﻿﻿Treatment - ensure the injured person is taken care of.
﻿﻿Report the accident
Hotelcare Form - Send to H&S Manager
﻿﻿On Site procedure - Speak to the GM
﻿﻿Investigate the accident - Send findings to H&S Manager


Week 6
Hotel and guest service standards
· At all times, hotel guests and visitors to the hotel should be treated with respect and courtesy, always acknowledge guests/visitors with eye contact, a warm smile, a friendly word and thank you.
· You will be trained accordingly about the room standards in our hotel by the housekeeping manager.


Week 7
Room checking with supervisors

· You will be allocated to each supervisor on shift to learn about the main focus points in cleaning the rooms and how to provide the best quality service. 

Week 8

· You will be allocated to each floor with a member of the team and you will cover the below areas:
-cleaning a bathroom
-window and glass cleaning
-Making the bed
-Transport of linen
-Setting up linen room
-Making sofa beds







All employees have duties under the Health&Safety at work Act 1974 both directly and indirectly in assisting and co-operating with the Company in carrying out its duties
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