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Operating Hotel Facilities

Housekeeping Team Member Development Plan
Student Number: 2121099
Student name:Hasna begum kolpona

We appreciate you joining us, and congrats! We hope you bring new insight and innovative ideas to our hotel.
You'll go through an 8-week training program after being selected to work with us, during which you'll learn the skills you'll need to learn in order to start working in the department that has been given to you.
All the areas and departments of the hotel will be presented to you during the tour. The managers of all the departments will be introduced to you and will participate in your training as well. You'll receive information about the policies, your schedule, and lunch breaks. We hope that you have a pleasant time while working here.



	
	Week 1
	Week 2
	Week 3

	Training Activities 
	English Speaking Skills 
	Guest interaction
	COSHH Training

	Description 
	The goal of this program is to increase the English language proficiency and communication skills of employees. 
	The goal of this program is to develop a connection with guests and improving interaction with them.
	The goal of this program is to offer, through instruction in conducting COSHH assessment and putting them into practice to manage compound that are dangerous to human health. 

	Who needs the training 
	Hotel receptionists, the front desk staff and the housekeeping staff
	All employees, from supervisors to housekeeping staff.
	Managers, supervisors, safety officers and the housekeeping staff. 

	What does the module include? 
	This training program will teach the employees crucial conversational skills including responding to hotel inquiries, fulfilling bookings, checking guests in and out and wishing them a nice farewell.
	Employees will learn about core mannerisms for communicating with visitors and figuring out their key requirements It also includes advice on what to avoid doing while conversing with the guests.
	It includes regulations for COSHH and what they actually mean in practice, adequacy of control understanding of the limits and the fundamentals of good control practices. 

	How frequent is the training required? 
	2-3 lessons 
	3-4 lessons 
	2 lessons 

	Internal Training 
	Hotel manager 
	HR Department 
	HR Department 

	Schedule 
	September 2 - September 5
	September 6 - September 9
	September 12- September 13

	External Training 
	Online training courses, reading blogs related to communication skills in hotel management. 
	Online sources. 
	Public training events, online training course 



	
	Week 4
	Week 5 
	Week 6 

	Training Activities 
	Covid-19 Safety program
	Fire Safety 
	Teamwork

	Description 
	It includes a greater knowledge of Covid 19, how it spreads and what steps to follow for its prevention. 
	This training teaches staff members how to put routine fire protection practices into practice as well as how to react to a fire in a swift and calm manner. 
	This course aims to motivate hotel employees, boost their productivity, and improve the working atmosphere and effective communication with the team members. 

	Who needs the training 
	 Front-desk staff, valet and housekeeping staff.
	All staff. 
	Housekeeping staff and new hires.

	What does the module include?
	It will walk them through the Covid 19- compliant cleaning and housekeeping best practices including how to serve guests food and beverage safely with no chance of contamination. 
	It discusses how to prevent fires as well as how to be ready for the worst.
1. Emphasize fire prevention by identifying potential threats, such as combustible materials.
2. Give employees fire response training.
3. Create thorough evacuation plans.
4- Conduct fire drills frequently.
5. Testing and maintaining fire safety gear. 
	It includes activities that encourage employees to interact with each other and work as a team, such as concurrent art projects, talks outside of work, and playing games like hotel scavenger hunt.

	How frequent is the training required? 
	3 lessons 
	5-6 lessons
	1-2 lessons

	Internal Training 
	HR department and housekeeping manager
	Front office manager, Director of Security and housekeeping manager.
	HR Department and housekeeping manager 

	Schedule 
	September 18 – September 20 
	September 19 – September 24 
	September 27 -September 28

	External Training 
	Webinars 
	NA 
	NA 



	
	Week 7
	Week 8 

	Training activities 
	Training on soft skills 
	Housekeeping staff’s personal hygiene program

	Description
	It will promote qualities in the staff like emotional intelligence and general ‘people skills’. For example, social awareness and personality traits. 
	Maintaining good standards of personal hygiene is crucial for hospitality workers, especially the housekeeping staff. This program teaches housekeeping staff the key elements and guidelines on personal hygiene. 

	Who needs this training 
	Housekeeping Staff 
	All staff. 

	What does the module include?
	The training program includes the following areas:
1. The ability to resolve conflicts.
2. Creative thinking
3.Time management 
4. Flexibility etc. 

	Take care of your personal hygiene by, for example: 
1. Showering every day.
2. Avoid touching hair while working.
3. Avoid wearing nail paint and keep your fingernails short and neat.
4. Cuts, abrasions, and exposed sores should be covered.
5. Shave if necessary.

	How frequent is the training required?
	4-5 lessons 
	1-2 lessons 

	Internal Training 
	Housekeeping manager. 
	Housekeeping manager. 

	Schedule 
	September 30 – October 4
	October 8 – October 10. 

	External Training 
	ELearning modules 
	Online videos and learning sites. 
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