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I would like to congratulate you on joining the Housekeeping team at Hotel Trinity! Together, we will work well in the weeks and months to come, and we hope you'll always feel comfortable reaching out to us for help - just as you'll support those you work with in turn.
An Orientation Program of 8 weeks will precede your work in your assigned area. A Training Specialist / Supervisor will take care of you during this time and explain what we expect of you.
Our open-door policy means I'm available to assist you in any way possible. We want you to feel comfortable working with us, and our guests should see in you a person of character, competence, and care. It is our goal to please them with good work and a positive attitude.




8 Week Training Plan for Housekeeping Team Member
	Week 1 
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8

	



Hotel Trinity and the Team - Welcome and Introduction

Hotel Tour

The expectations and standards of the company
	



Fire Safety Training

Health and Safety Training

COSHH Training

Infection Control Training
	






Introduction to cleaning facilities, replenishing amenities, and preparing rooms and bathrooms
	



Learn about expectations for room and bathroom cleaning by shadowing the housekeeping supervisor

Learning about consideration and care for the customer
	



Introduction to Reception

Learn about expectations for reception cleaning by shadowing the housekeeping supervisor
	



First Aid Training 


Security Training


Digital Training

Fault or damage reporting procedure
	



Evaluation of training with housekeeping supervisor

Performing inspections by the supervisor

Individual feedback from the supervisor regarding training and result of inspections 
	





Evaluation of training with the housekeeping manager












Description of activities in the development plan
Week 1 - In the first week of the training period you will be introduced to the housekeeping team such as housekeeping supervisors and housekeeping manager also, you will receive a tour of the hotel as this will enable you to feel oriented and gain more confidence in work environment. In this week we will discuss the policies and procedures of the company including the standards and expectations.
Week 2 - In the second week you will be expected to attend all mandatory training that has been organised which is very important within your role. This will provide all the knowledge that you require to be able to exercise within your role.
Week 3 - In this week you will be presented basic duties within your role such as cleaning surfaces, hoovering all types of floors, cleaning rooms and bathrooms, replenishing rooms and bathrooms.
Week 4 - In this week you will be shadowing the housekeeping supervisor and will learn about the cleaning expectations that we have for room and bathrooms. In same week you will commence an overview of customer care and consideration.
Week 5 - In the fifth week you will have an introduction to Reception area and department also, you will learn about the expectations for reception cleaning by shadowing one of the supervisors/trainers. 
Week 6 - In this week you will have to attend more training such as First Aid, Digital and Security. All trainings are provided to ensure that you will be able to perform in any situation. 
Week 7 - In week 7 you will undertake an evaluation of training with the housekeeping supervisor/trainer and discuss whether improvement is needed in any of the areas of training or any new training needs arise.
Week 8 - In this week you will meet with the housekeeping manager to evaluate and discuss the training that has been provided and if any improvements are still to be done within your training.
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