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Housekeeping Team Member Development Plan for Trinity Hotel
Welcome introduction
Welcome to the Trinity Hotel. We are delighted to have you as part of our housekeeping team. As part of your induction process, you will undergo an 8-week training program to ensure that you are fully equipped to provide our guests with the highest standard of service. This training program has been designed to give you a comprehensive understanding of all aspects of housekeeping, from cleaning and laundry to guest relations and health and safety. You will also have the opportunity to shadow experienced members of our team and put your new skills into practice. We are confident that at the end of this program, you will have the knowledge and confidence to provide an outstanding level of service that will contribute to the success of the Trinity Hotel. I appreciate your commitment to becoming part of our team, and we look forward to working with you.








	WEEK
	TRAINING ACTIVITIES
	DISCUSSION OF THE TRAINING ACTIVITIES


	Week 1
	Welcoming the team to the department



Introduction to the hotel
	· Welcome the team to the housekeeping team
· Detail the team on what will be touched on during the 8-week training program 
· Give the intended goal of the program.
· The team will be given an overview of the hotel, including its history, mission, and values. 
· Given a tour of the premises and introduced to the other departments within the hotel. 

	Week 2
	Introduction to the housekeeping department
	· New team members will be introduced to the housekeeping department and its roles and responsibilities. 
· The roles and responsibilities include cleaning guest rooms and public areas.
· They should also restock supplies in guest rooms and public areas. 
· They are also expected to provide laundry service for guests.
· They will also be shown how to use all of the equipment and products used in the department. 


	Week 3
	Health and safety in the workplace
	· New team members will learn about health and safety in the workplace. 
· This will include a focus on fire safety training to teach employees how to evacuate a building in the event of a fire properly and how to use fire extinguishers. 
· COSHH training covers the Control of Substances Hazardous to Health Regulations and can teach employees how to handle and store hazardous materials safely. 
· Health and safety training can cover various topics, including slips, trips and falls, manual handling, ergonomics, and workstation design.

	Week 4
	First aid training
	· New team members will be given first-aid training 
· This will cover various topics, such as how to deal with bleeds, burns, and breaks. 
· They will also be introduced to how they can offer clients first aid services when needed.
· They are also supposed to be able to keep the guests and visitors calm in case of any chaos. 

	Week 5
	Food hygiene and safety
	· New team members will learn about food hygiene and safety. 
· This will focus on food storage, preparation, and cooking.
· There will be a practical on how to serve food in different areas of the hotel.

	Week 6
	Cleaning techniques of different places in the hotel
Trained on how to clean and when
	· New team members will be trained in different cleaning techniques. 
· This will focus on how to use cleaning products and equipment safely and effectively. 
· They are trained to ensure the guest is clean and comfortable during their stay.
· They will also be taught how different areas of the hotel are cleaned and at what time.

	Week 7
	Linen laundry cleaning

Introduction to different laundry machines
	· New team members will learn about linen and laundry.
· This will focus on how to care for different fabric types and how to use the laundry machines. 
· The team will be informed of the time to perform the laundry tasks

	Week 8
	Guest Service

How to deal with different guests

Challenges to expect in housekeeping at Trinity Hotel
	· New team members will learn about guest services.
· This will include a focus on how to deal with guests’ requests and complaints in a professional manner.
· They will be introduced to how to deal with VIP guests at the hotel
· They will be informed of the different challenges when dealing with clients.




Trinity hotel can be branded using the following logo:
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