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[bookmark: _Toc119104618]A welcome introduction for the new team member 
Hi, all members, welcome to Hotel Trinity. You all are welcome to the Housekeeping department of Hotel Trinity. Good work along with a positive attitude in the department will give you guys an extreme amount of benefits. Since it's a customer service industry all the employees designated India housekeeping department are requested to have charming energy. Customer service standards are one of the major aspects in the business. This is the reason why making the customers satisfied has been a significant goal of the company for a really long time. Hence it is expected from you all that you raise the standards of this business on a daily basis by increasing productivity of your work.
[bookmark: _Toc119104619]Timetable for training program
	Week
	Training Activities
	Evaluation Method

	1
	 In person training 
	Reinforcing their level of understanding through practice and significant tests. 

	2
	 Technology and its use 
	To train the housekeeping staff clearly video tutorials and other forms of digital materials are necessary for the evaluation process. 

	3
	 Photo Tutorials 
	 By showing photo tutorials, the staff will be able to know how a dining and hotel bed room looks like. 

	4
	Enhancing problem solving capacity 
	By seeing them in handling difficult situations in the hotel. Ongoing training facilities will measure the process of development for the housekeeping staff. 

	5
	 Collaborative work process 
	By giving them team projects it will be assured whether they are using collaborative work or not. 

	6
	Letting them understand the health and safety compliances.   
	The maintenance of employee health will be evaluated on the basis of the amount of sick leave they take.  

	7
	Proper customer services management 
	 Customer satisfaction index and feedback system in hotels will be able to convey whether the customers are satisfied with the hotel service or not. 

	8
	Creating a strict working schedule 
	The HR management can measure the time at which the housekeeping staff enter the office. Their behaviour to obey time will show their level of sincerity for the job. 
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The training activities that will be undertaken for the housekeeping staff are related to maintenance. The maintenance of laundry service as well as safety precaution measures will be taught in such a manner that enables the staff to learn more about the industry. At the same time the fundamentals of the housekeeping services which involve cleaning in most parts will be taught. On the other hand the safety training for the trainers as well as for the health and safety for the hotel visitors will be understood in the following sections as well. Moreover, how the hotel housekeeping inspections are done in a proper manner will be segmented. The necessary requirements for the housekeeping staff are something related to the physical capacity to do hard labour. Furthermore, they will be taught to use uniform protocols along with the safety precautions. By these incorporations the staff will be able to generate utmost customer satisfaction levels. 
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	Training Activities
	Duration
	Evaluation Method

	Safety Training
	 1 week 
	Hospitality safety training has the ability to evaluate the process of growth. 

	Fire Safety
	 2 week 
	The detection and alarm systems that are integrated in the hotel will denote the fire safety requirements and necessities. 

	COSHH
	 2 to 3 week 
	The hazards to health that are generally present inside the hotel rooms will be analysed by the safety teams in a considerable manner. Reducing workers' exposures to risk averse areas will be a great way to secure safety of the staff. 

	Health and Safety
	 3 week 
	Rebuts security measures with the help of ID checking protocols, CCTV cameras, 24-hour security presence and burglar alarms will be a great benefit to the team. 
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	Training Activities
	Duration
	Achievable
	Measuring the Success
	Further Recommendations

	Hotel housekeeping inspection. 
	 1 to 2 week 
	The staff accountability will be measured with the process of hotel housekeeping inspection. 
	To measure the housekeeping inspection in a proper manner lock operation, entry light switch and whether rooms are polished or not will be checked.  
	The cleanliness consistency to all the departments of the hotels can be implemented to a great extent. 

	 Housekeeping safety
	 2 to 3 weeks 
	To achieve cleanliness to its higher degree, the implementation of this activities has been decided. 
	To measure this activity, the housekeeping safety training facilities will be provided. They will be measured on the basis of their physical strength, Fire/Emergency Safety measurement capacity and so on. At the same time, multiple-choice safety quiz programmes can be initiated to check the ability of the housekeeping staff. 
	The safety training discussion can be undertaken at the online platforms as well. The safety assessment, safety training videos can be showcased to facilitate the programmes. 

	Cleaning and Sanitizing 

	 3 weeks
	To achieve excellent customer satisfaction measures this plan is undertaken. 
	How the hospitality staff doing room sanitization will be measured. At the same time whether the housekeeping staff are properly cleaning the dining space and public areas in an accurate manner or not will be checked. The public areas including walkways, corridors, waiting rooms and lobbies will be cleaned by the housekeeping staff. 
	To create the prospect of housekeeping staff improvement and training in a better way, a housekeeper training course can be inculcated. Testing the ability of the participants by the end of the course will give the housekeeping staff an extra amount of advantage. 

	 Communication 
	 1 week 
	To achieve it, the staff must know how to engage with the department members. Moreover, they should also know the methods of requesting in a convincing manner.  
	The detailed schedules instruction will measure their level of communication with their peers. The customer and the staff relation will also flourish better insights about their development. 
	To develop the aspect of communication, constant team building efforts and team meetings can be a great help. 

	 Maintenance 
	 
	To achieve great status in the industry as a reputed hotels service company, this plan or activity will be organised. 
	Whether the staff are using the uniform protocols to keep them safe from stains and toxins or not will be checked. The dirty stuff is to check the  faulty light fixture and broken TV remote. These segments of duty will also denote that they are doing their job in the right manner. 
	 The housekeeping staff maintains their own health and the job's health to a great extent.. Hence, all the factors of maintenance including fire safety protocols, laundry service maintenance and the health and safety of the staffs will be analysed. 


 
[bookmark: _Toc119104623]Recommendations on the training programme
In most of the cases housekeeping staff develop a sense of disrespect and disgust for the job due to extreme amounts of pressure. Most cases employees are never treated well by the employer in the hotel services. That is why bringing in the entrepreneurial mindset to the housekeeping staff can leverage respectful collaboration to a great extent. The housekeeping staff are also required to report to the head of the department. This aspect will bring opportunities for them to a considerable basis. 
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From the above discussion it can be stated that the training and development courses that have been recommended in most of the sections will create a guideline for the staff. The small courses can benefit the housekeeping staff in the department as well as outside the department. Hence, it can be stated that there is a considerable amount of value that courses possess for the betterment of hotel service and also for individual skill enhancement.
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