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It is our immense pleasure to introduce our new team members; On behalf of housekeeping department of Hotel Trinity, we would like to welcome all of you to the fantastic family of Hotel Trinity. All of us in the family are enthusiastic to work jointly to make our guest to feel proud and valued.


 

	S. L
	Timeline
	Training Tasks
	Training activities

	1.
	




Week One

	Servicing the Guests
	The house keeping department comes forward to serve the most privacy-concern parts of the guest including hygiene, sleeping, and cooking. It is the duty of the housekeeping to make sure all the appliances are neat, clean, tied up, and all set for the guests. 

	2.
	
	Knowledge base training
	Employees’ understanding of the supplies, properties, and hotel public places must be enriched to work with safety and security. The new workers will be mixed with the experienced staffs so that they can get practical knowledge about the cleaning properties, supplies, and fire safety. Safety policies and regulations will also be presented understandably with on-the-job training. 

	3.
	



Week Two
	Uniform specification
	· The uniform and appearance reflecting optics are highly valued to serve superior service. 
· The staffs must wear company-provided t-shirts, clothes, closed and safe shoes.                                                                                                                                                                                                                                                          

	4.
	
	Personal attitude
	· Employees must be proactive problem solvers, punctual, flexible, collaborative to work in a team, helpful, emotionally intelligent to handle objections, and prepared to evoke excellent impression. 
· Appropriately recognize, meet, greet, and behave the guests and owners during interactions.

	5. 
	Week Three
	Working conditions
	· Carefully do the heavy lifting and stretching using legs not the backs
· Properly maintain the job schedule during the peak and valley of guest visits.  

	6. 
	




Week Four
	Health and safety
	· Safety means everyone in the surrounding must be safe in the actual working conditions
· Security calls for appropriate measures taken for preventing accidents, fire, thefts etc. 
· Cleaning chemicals- must ensure the right dilution and never mix the wrong agents
· Uniform condition- gloves and appropriate shoes 
· COSHH- Carry Out Control of Substances Hazardous to Health by avoiding slipping and falling, crouching but not bending, examining sharp objects and materials cautiously, and picking up rubbish bags at the top only.


	7. 
	












Week Five and Six
	Cleaning the Guest room
	Entry to the guest room
· Do not irritate or disturb the guests
· The door must be open by the stopper at the time of working
· Windows and curtains need to be opened smoothly for fresh air
· Collect all the residuals and oversee the lost property
Preparing the beds
· Get ready the beds by removing the soiled as well as bathroom linens, and collecting clean supplies of linen 
Bathroom cleaning
· Make sure toilet cleaner has been applied appropriately around the bowl and flushed it
· Update the toiletries, liens, and other materials with replacements
· Make the shower, bath tab, mirror, floor, and the whole surrounding neat and clean
Getting the finishing up
· Ensure the replacement of the utensils such as trash bags, spoon, glasses etc. 
· Supply the necessary items including coffee, tea, clean water, etc. 
Laundry
· All the laundry items such as dryer machine, iron stations, built-ins neat and clean 
· Ensure that the outdoor areas are vacuum clean and shiny. 
Final inspection and reporting
· Exactly inspect the whole ambiance against final standards
· Make sure the window is closed and report directly using the designed system to the supervisor 
· Also inform about any lost property or supplies 
· Remember to turn the light off and leave the room closing the door rightly

	8. 
	Week Seven
	Time management
	· Accomplish the time allocated to every room and meet the time provide by meeting standards and checklists. 

	9. 
	Week Eight
	Follow-up and evaluation
	The effectiveness of training must be evaluated using various methods which includes
· Guidance from the supervisor
· The evaluation of right attitude against the pre-determined set of standards
· Guest review and feedback on cleanliness and employee behaviour.
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