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Housekeeping Development Plan

Welcome to the Hotel Trinity Housekeeping Team! We are overjoyed to have you on board and very excited for your development within the team. 
Housekeeping is an essential part of our business, as we must ensure that every guest has the best possible experience while staying at our hotel and that our reputation is immaculate, exactly like the accommodations that we provide. We appreciate a job well done in a timely manner, so that our guests can check-in as smoothly as possible. 
To ensure that all our staff is trained at the highest level, we have put together an 8-weeks development plan which is meant to provide you with all the knowledge and skills necessary to provide an outstanding service to our guests. Furthermore, we provide all the learning resources and the support you might need to feel confident in your new role. 
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	WEEK 1
	WEEK 2
	WEEK 3
	WEEK 4
	WEEK 5
	WEEK 6
	WEEK 7
	WEEK 8

	MONDAY
	Hotel Trinity Induction
	Introduction to Health & Safety at Hotel Trinity
	Importance of housekeeping in Hotel Trinity
	Demonstration of housekeeping activities in different areas of the Hotel
	Reception cleaning standard and practices
	Hotel rooms cleaning standard and practices
	Faults reporting training
	First shift of housekeeping

	TUESDAY
	Mandatory GDPR training
	Infection Control & Prevention Training
	Presentation of basic housekeeping activities
	Customer Experience Training
	Practice reception cleaning 
	Practice Hotel rooms cleaning
	Supervised housekeeping practice 
	Second shift of housekeeping

	WEDNESDAY
	Tour of the hotel 
	Fire security Training
	Presentation of cleaning spaces 
	Complaints handling
	Evaluation of the practice in the reception area and Feedback 
	Evaluation of the practice in the hotel rooms and Feedback
	Supervised housekeeping practice
	Third shift of housekeeping

	THURSDAY
	Presentation Importance of Reputation at Hotel Trinity
	COSHH Training
	Presentation of cleaning tools
	Time-Management Training
	First aid training
	Security training
	One-to-one sessions to check progress and employee impressions
	Preparation for final assessment and Q&A

	FRIDAY
	Uniform allocation and staff meeting
	Assignment of Health & Safety and other procedures at Hotel Trinity
	Presentation of cleaning substances
	Demonstration of housekeeping activities in different areas of the Hotel
	Assessment of week 5 learning
	Assessment of week 6 learning
	Shift scheduling digital platform training
	Final assessment 




















Week 1: The first week at Hotel Trinity will be focused on getting to know the hotel and its purpose, as well as the staff. At the end of the week, you will have your own uniform and you will be able to identify yourself with the Hotel’s principles, and you will also be mindful of GDPR regulations.
Week 2: The second week of training is dedicated to Health and Safety standards and procedures. Basic Health and Safety training will include hazard training and posture training. More explicit training will be given in relation to fire security, which will include the use of fire extinguishers. Another intensive training will be given on the topic of infection and prevention which will be focused on identifying an infection within the hotel and follow dedicated procedure in order to prevent it to spread further. Furthermore, an important training is the Control of Substance Hazardous to Health training which will give you valuable knowledge about the substances approved by the hotel to be used in housekeeping.
Week 3: The third week will focus on the importance of housekeeping at Hotel Trinity. Furthermore, each day of the week will provide a new presentation over the equipment used in housekeeping, substances and the spaces that must be cleaned. 
Week 4: This marks the half of the development plan and it will start with demonstrations of housekeeping in different hotel area by the most experienced members of staff. In addition to this, you will have the opportunity to learn about Customer Experience and how to handle complaints, as well as how to ensure that you have time management skills in order to avoid complaints regarding time. 
Week 5: The fifth week of training is focused on the reception area. You will be introduced to the housekeeping practices in the reception area, then you will conduct the housekeeping in this area. The middle of the week is dedicated to evaluation and feedback in order to improve the housekeeping service, while the final two days of the week will be focused on first-aid training and an assessment over week 5’s learnings. 
Week 6: The sixth week of training is focused on the hotel rooms. You will be introduced to the housekeeping standards in the rooms, then you will be able to practice what you have learned. You will receive constructive feedback and you will be able to share your experience as well. Lastly, you will be required to conduct the security training and Friday you will have the opportunity to assess what you have learned during the week.
Week 7: This week is where you will have enough time to practice the housekeeping in the hotel. At the same time, you will have a faults training to offer you all the information needed in case any equipment is faulty, as well as shift scheduling digital platform training to show you where to book your shifts, book annual leave or see your payslips. You will also have the opportunity to ask questions or to share what you have learned in the one-to-one session.
Week 8: In the final week you will be working full time the first three days of the week to accommodate yourself with the working environment. Thursday will be a day allocated to go again throughout the learning and check for any unclear information, as Friday will be the final assessment before graduating the 8-week training. 
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