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	Week
	Person responsible
	Training/Task Description

	1
	Manager attendant
	Introduction, standards of the team appearance and behaviour: 
· Uniform, 
· footwear, 
· badge, 
· scent, 
· jewellery, 
· fire training, 
· health and safety training)
Tools to do the job:
· trolley, 
· carry tray, 
· vacuum cleaner maintenance
Health and safety using cleaning chemicals, liquids


	2
	Room attendant
	Practice: 
Preparation before the start of cleaning: 
· trolley, 
· carry tray
· chemicals and liquids, cloths
Training and practice on cleaning routine, Shadowing room attendant

	3
	Room attendant
	Room setup:
· Bedroom standards,
· Bathroom standards
· Hot beverage, cattle, iron - equipment standards
Practise cleaning room and bathroom, shadowing room attendant


	4
	Supervisor
	Training:
· Stock and maintain any housekeeping supply rooms
· Check all guest rooms are ready for the arrival
· Check that all common areas are hazard free and ready for guests
· Duty allocating for staff


	5
	Public area attendant
	Training:
· Cleans and maintains all lobbies and public restrooms
· Empties ashtrays and rubbish bins
· Vacuums and polishes elevators
· Keeps the front of the hotel free from rubbish
Training and practice on cleaning routine, Shadowing public area attendant


	6
	Linen and uniform attendant
	Training:
· Sorts items and counts and record’s number of items soiled 
· Places linen and uniforms in containers for transport to the laundry 

· Examines laundered items to ensure cleanliness and serviceability 
· Sends torn articles to the seamstress for repair 
· Stores laundered linen and uniforms on shelves after verifying numbers and type of articles 
· Issues linen and uniforms, which are both to be exchanged on a clean-for-soiled basis only 
· Counts and records linen to fill requisitions

	7
	Manager Attendant
	Training:
· security and suspicious activity
· lost and found, 
· guest, employee theft, 


	8
	Housekeeping manager
	Summary of the training, discussion of positions, discussion of the career path. Where, what position do you see yourself in the future?
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