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Welcome to Hotel Trinity, a reputed 4-star hotel. We're thrilled you decided to work with us! As the housekeeping manager, I am here to review our employee handbook and provide any necessary documentation. We'll meet later on in the day so I can go through your responsibilities and training plan. Then I'll go through the crucial details and allow you to ask any questions you might have. We are delighted to collaborate with you since we know you will be a fantastic addition to our team. A training development plan has been attached here for your understanding. Thank you. 
	Week 1: Introduction
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Session opening: Tutor introduction, introduction part for the trainee, training structure outline and introduction to housekeeping. 
	A brochure about the session and necessary information. 
	20 minutes 
	Introduction and confirming the understanding of trainee about housekeeping. 

	Housekeeping employees have to possess the skill to maintain the customers effectively. 
	Presentation of basic tasks for the housekeeping employee. 
	1 hour 
	

	If the customer service of the organisation isn’t good, customers can switch to competitors. 
	Collecting feedback: Demonstrating a situation via video and asking about the roles of the housekeeping employees in a specific situation.

Collecting feedback: Ask trainees about their experiences with the bad behaviours of housekeeping employees. 
	
	

	Main Session 

	Going through the basic processes of housekeeping activities of the employees:
· The behaviour of the employees with the customers. 
· Understanding the needs of the customers. 
· Analysis of emotions that the customers contain in a specific situation. 
· Demonstrating desired behaviours in terms of responses to the customer’s behaviour in some situations. 
	Activity: Discussion among the trainees about how to interpret different information during communication with the customers. 

Pair activity: Practicing client management using role play. 
	2 hours. 
	Collecting information from trainees about realistic responses to situations. 



Ensuring at least one successful activity from the trainee. 

	Conclusion

	Summary of different techniques to manage the tasks of housekeeping. 
	Summary activity: Trainees have to make a list of the most effective processes that they found to manage the activities and why. Writing them on notes. 
	1 hour
	Ensuring at least 4 responses from the trainees. 

	Questions and answer session for the trainees
	Open questions to answer the sessions
	20 minutes 
	Understanding the responses of the trainees 

	Evaluation 
	Providing a questionnaire to the trainee to assess the effectiveness of the session. 
	20 minutes 
	Collecting questionnaires from trainees. 




	Week 2: Cleanliness Training 
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Session starts: Introducing different tasks related to the cleanliness of the hotel, rooms and other facilities of the company.  
	Using video to present cleaning processes that the housekeeping section has to perform. 
	45 minutes
	Ensuring understanding of the trainee about the cleanliness of the hotel. 

	Employees need to maintain a clean environment in the organisation. 
	Using pictures to present clean and dirty rooms of the hotel. 
	25 minutes
	Collecting responses from the customers about experiences in a hotel. 
			

	If the first hotel environment isn’t clean, the customers will feel disappointed. 
	Activity: Asking trainees about the experience of a dirty room and how that feels. 
Activity: Understanding the feelings of customers about cleanliness using videos. 
	1 hour
	

	Main Session 

	Making the employees understand the processes related to the cleanliness of the organisation such as: 
· The sweeping and proper way to sweep the surroundings of the hotel.
· Processes related to mopping and best processes. 
· Dusting process understanding 
· Processes of polishing for the hospitality organisation. 
	Group Activity: Trainee response about the processes related to cleanliness. 




Activity: Using hands-on experience with the processes related to the tasks. 
	3 hours. 
	Ensuring the understanding of the employees about the processes that are related to the cleanliness of the organisation. 


Getting one successful demonstration of the trainee in these tasks to clean the environment. 

	Conclusion

	Closing with the demonstration summary of different activities related to the cleaning of the organisation. 
	Summary Activity: Make a list of activities that are related to the tasks with great detail. 
	1 hour
	Checking the responses from the trainees about the cleaning processes. 

	Question session to ensure understanding
	Open-ended questions from the trainees. 
	30 minutes 
	Understanding the questions and answering them. 

	Evaluation
	Providing a questionnaire to understand the effectiveness of the session 
	10 minutes 
	Collection of questionnaires from the trainees.  




	Week 3: Communication 
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Providing a good understanding to the trainees about the communication processes that are necessary to conduct activities related to housekeeping. 
	A good lecture can be provided to the trainees that can enable them to understand the communication processes and their importance.
	30 minutes
	Making sure that the trainees have understood the basic communication techniques to communicate with the customers. 

	Main Session 

	Different techniques can be introduced to the trainees about the communication that is necessary such as:
· Building rapport with the customers
· Resolving conflicts 
· Creating a positive customer experience. 
	Activity: Different situations can be used to demonstrate communication strategies for the trainees to effectively communicate with the customers of the organisation. 

Activity: Role-playing can be used by the instructor to make the trainees understand the communication process. 
	2 hours 
	Simple employee quizzes can be introduced to evaluate the effectiveness of the communication technique. 

	Conclusion

	A summary will be provided to the trainees about this training session. 
	Activity: Some leaflets can be delivered to the trainees about the communication process. 
	45 minutes 
	Collecting responses from the trainees about the effectiveness. 

	An employee survey can be used for data collection 
	Trainees will provide their necessary information.  
	20 minute 
	SPSS or other tools will be used to understand the effectiveness 

	Questions from the trainees 
	Activity: Different questions will be collected from the participants orally
	20 minutes
	Questions will enable the trainer to understand the outcome.




	Week 4: Time Management
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Time management and essential habits can be introduced to the trainees. 
	Guidebooks and lectures can be delivered to the trainees. 
	30 minutes 
	Responses in a practical manner can provide different information. 

	If the customers of the organisation can’t get the service in time, they will be dissatisfied
	Activity: Experience from the trainees about the latency and their emotions can be collected
	1 hour
	Information about the latency and its problem can be outlined by trainees using notes

	Trainees need to provide services to the customers on time. 
	Activity: The experience of the people due to efficient service from the housekeeping can be presented using video. 
	1 hour
	Understanding from the trainees can be found using the responses

	Main Session 

	Different techniques related to effective time management can be used to make the trainees understand the processes such as:
· Making a list of the tasks 
· Prioritising the important task first.
· Distraction blocking 
· Call to action should be kept in mind. 
	Activity: Role-playing can be used by the trainees to make them understand proper time management. 
	2 hour 
	Different techniques can be outlined by the trainees using notes 

	Conclusion

	Concluding the process by providing a summary
	Using presentation to present outlines. 
	30 minutes 
	Collecting responses from the trainee




	Week 5: Teamwork Training 
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Teamwork and its benefits can be explained along with potential problems related to ineffective teamwork. 
	A video will be used to make the trainees understand the teamwork process and its benefits. 
	30 minutes 
	Collecting responses from the trainees about teamwork

	Main Session 

	Team formation and the effectiveness of the teams will be understood using different techniques. 
	Activity: A team can be formed and all the progression period of team development will be explained 
	2 hours 
	Team building and performance-related tasks will be outlined by the trainees. 

	Conclusion

	A summary will be provided with summed-up information. 
	A leaflet will be provided
	1 hour
	Collection of hands-on experiences from the trainees. 




	Week 6: Interpersonal skills
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Interpersonal skills and their importance in the hospitality industry will be demonstrated 
	A video will be used to understand the importance
	1 hour 
	Responses can be collected from the participants

	Main Session 

	Techniques for getting improved interpersonal skills can be developed. 
	Different games can be played 
	3 hour
	Role-playing can be used to understand the learnings of the trainees. 

	Conclusion

	A questionnaire can be used to collect information from trainees
	Survey questionnaire 
	30 minutes 
	Collection and assessment of the information. 




	Week 7: Fire Safety Training 
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Introducing employees to fire precautions and safety measures  
	A guidebook 
	1 hour
	A list from the trainees about different precautions can be collected. 

	Main Session 

	Demonstration of fire dehydration with safety measures can be used to make the trainee understand the processes. 
	Necessary safety equipment and precautions can be taken
	2 hours 
	Roleplaying by individuals to make practical knowledge

	Conclusion

	Summary of the training
	A guidebook 
	1 hour
	Collecting responses from the trainees. 




	Week 8: COSHH, Health and safety 
	Key Element
	Tools of Training
	Time
	Learning Check

	Introduction

	Introducing COSHH, Health and safety-related processes to the trainees
	Video presentation 
	2 hours
	Collection of responses from the trainees. 

	Main Session 

	Making employees understand the COSHH, Health and safety processes using different techniques
	The lecture can be provided to the trainees
	2 hours 
	Role-playing of trainees in different sections. 

	Conclusion

	Summary of the training week
	Guidebook 
	1 hour
	Collecting the responses of the trainees. 

	Responses from the trainees about the process 
	Survey questionnaire
	20 minutes 
	Evaluation of collected data. 
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