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Congratulations on your new role! I’d like to welcome you on behalf of our team hotel. During the interview process, I was so impressed by your housekeeping experience, and I can’t wait to see what you bring to our team from this hotel. Looking forward to working with you!
Next, I will present a development plan for eight weeks.
	Week one 
	Week two
	Week three
	Week four
	Week five
	Week six
	Week seven
	Week eight

	Tuesday
Wednesday

Induction
· Uniform
· Equipment
· Products/Chemicals
· Maintenance
· Laundry
· Health and Safety
· Fire Protocol

8am-5pm
	Monday
Tuesday
Friday
Training on
· Cleaning Skills
· Use of Equipment and Products
· Guest Etiquette and Interaction
8am-5pm
	Wednesday
Thursday
Friday
Cleaning Process
· Ventilate the room
· Change and restock bed linen and towels
· Remove rubbish
· Dusting
· Wipe and disinfect high touch surface
· Clean the Bathroom
· Clean Mirrors and windows
· Vacuuming floors and furniture
8am-5pm
	Monday
Tuesday

Bed Making Steps
· Make sure you have all your clean pillowcase, sheets, covers
· Make sure there is no dirt or dust on the mattress
· Place your mattress pad on top of your mattress
· Put on the fitted bottom sheet
· Place the cover on the bed
· Fold in all the corners
8am-5pm
	Tuesday
Wednesday

Chemicals/Products used in housekeeping
· Detergents
· Degreasers
· Abrasives
· Acids
· Safety aspects of handling cleaning agents
· Labelling of chemical cleaning agents
· Tips for using chemical cleaning agents
8am-5pm

	Monday
Tuesday
Friday
Maintenance
· Keeping buildings
· Equipment and machinery in a safe 
· Efficient working order and in good repair
8am-5pm
	Monday


Health and Safety
· Keep Fire Doors Shut
· Clear the Hallways
· Pick up Heavy items the Right Way
Fire Protocol
· Leave your room and close the door
· Leave the building by the nearest exit
· DO NOT USE ELEVATORS
8AM-5PM
	Monday
Tuesday

Laundry
· Washing (usually with water containing detergents or other chemicals)
· Agitation
· Rinsing
· Drying
· Pressing(ironing)
· Folding
8am-5pm
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