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A Warm Welcome!

Welcome to Hotel Trinity, we are an international 4 star hotel that has spread throughout many locations worldwide, such as London, Tokyo and Paris. With this development our aim is to explain clearly your timetable and your training activities you will part take in within these next 8 weeks. Within the timetable you will find your working hours and your training will be included within them. On Fridays you will only have training and you get to finish early! Your training will also include safety training such as fire safety, COSHH and health and safety. If you have any questions or have any inconveniences please speak to your line manager. 
Training overview 
Training such as activities within the workplace will get bigger overtime, for example in the first few days you will be shadowing and helping other staff members with things such as cleaning the rooms, learning how to use safety and health equipment such as gloves, mops etc… followed by your half day shifts is actual face to face training on legal trainings such as the fire safety, COSHH and health and safety training. 

Fire safety overview 
Knowledge of the Fire Triangle
Detecting a fire (alarm and assembly points)
Types of fires
Types of extinguishers 
Identifying the appropriate fire extinguisher to use for each type of fire
How to use a fire extinguisher
People with disabilities




COSHH overview
Using risk assessment, exposure control, health surveillance, and incident preparedness, businesses are required under the Control of Compounds Hazardous to Health Regulations 2002 to safeguard workers and other people from the risks of substances used at work.
Health and safety overview 
The Health and Safety at Work etc. Act 1974 is an Act of the British Parliament that, as of 2011, establishes the essential framework and legal authority for promoting, regulating, and upholding workplace health, safety, and welfare in the UK.


Week 1-3 (9am start- 5pm finish) 
	
	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 

	Week 1
	· Weekly meeting to attend.
· Read through objective and aims for week.
· Shadow a team member on tasks.

	· Read through timetable for the day.
· Shadow team member on tasks and equipment.
· Attend fire safety training. 
	· Read through timetable for the day.
· Introduction to our technology system. 
· Attend COSHH training. 
	· Read through timetable for the day.
· Shadow team members on tasks as well as on computers.
· Attend health and safety training. 
	· Attend health and safety training. 
· Enjoy weekend!

	Week 2
	· Weekly meeting to attend. 
· Shadow team member with occasional help on tasks. 
· Log tasks into system with help of team member. 
	· Read through timetable for the day. 
· Shadow team member and help with occasional COSHH tasks such as using different cleaning materials.
· Log your tasks with supervision from team member. 
	· Read through timetable for the day.
· Shadow team member and be supervised on knowledge of fire safety.
· Attend recap on fire safety. 
	· Read through timetable for the day. 
· Be supervised on cleaning a room with the help of a team member. 
· Attend health and safety training. 
	· Attend COSHH training recap.
· Enjoy weekend!

	Week 3 
	· Attend weekly meeting. 
· Supervision on cleaning a room by yourself.
· Health and safety training. 
	· Read timetable for the day.
· Supervision on using the system on your own. 
· Cleaning rooms. 
	· Read timetable for the day. 
· Supervision on understanding COSHH when housekeeping. 
· Implementing health and safety when housekeeping. 
	· Read through timetable for the day.
· Supervision to check how you are settling in and any concerns. 
	· Enjoy weekend!


Week 4-8 (start 9am- finish 5pm)
	
	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 

	Week 4
	· Attend weekly meeting. 
· Help team members with cleaning rooms.
· Fire and safety training. 
	· Read timetable for the day.
· Ensure you have at least 3 rooms cleaned and inspected by manager.
· Questionnaire on fire and safety training. 
	· Read time table for the day.
· Reach goal of 4 rooms cleaned by end of day.
· Report tasks over radio to manager.
	· Read timetable for the day.
· Shadow communication with housekeeping staff and customer.
· Attend COSHH training. 
	· Recap on COSHH training.
· Enjoy weekend!

	Week 5
	· Attend weekly meeting.
· Set appropriate goals for the day ahead. 
· Report to your manager. 
	· Read timetable for the day.
· Attend monthly staff meeting.
· Supervision with manager. 
	· Read timetable for the day.
· Be at front desk using the system and bettering communication skills. 
· Attend fire safety training. 
	· Read timetable for the day. 
· Communicate with customers.
· Questionnaire on fire safety training. 
	· Recap on fire safety training. 
· Enjoy weekend!

	Week 6
	· Attend weekly meeting.
· Supervised by manager on using system.
· Feedback with manager 
	· Read timetable for the day.
· Offer additional help to other housekeeping staff. 
· Health and safety training questionnaire. 
	· Read timetable for the day. 
· Supervision with manager to see progress and concerns. 
· Health and safety training. 
	· Read timetable for the day. 
· Set realistic goals and targets for the day.
· Practice COSHH when housekeeping. 
	· Recap health and safety training.
· Enjoy weekend!

	Week 7
	· Attend weekly meeting.
· Deal with complaints from customers whilst supervised.
· Report complaints to manager and how you’ve handled them. 
	· Read timetable for the day.
· Supervision with manager on how you’ve dealt with complaints and person issues. 
· COSHH training.
	· Read timetable for the day. 
· Ensure a whole floor of rooms is cleaned and ready for use.
· Use radio communication with staff. 
	· Read time table for the day.
· COSHH questionnaire. 
· Assigning own account into system. 
	· Recap on COSHH training.
· Enjoy weekend!

	Week 8
	· Attend weekly meeting.
· Ensure a pair of floors is ready for use with another staff member. 
· Attend housekeeping staff meeting. 
	· Read timetable for the day.
· Be at front desk for whole shift dealing with customers bookings. 
	· Read timetable for the day.
· Ensure customers are satisfied and provide housekeeping where needed.
· Health and safety training. 
	· Read timetable for the day.
· Clean 2 rooms as well as spend time at front desk helping out customers.
· Fire safety training. 
	· Recap on Health and safety training and fire safety training.
· Final supervision with manager.
· Accept qualifications.
· Enjoy weekend!
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https://simply-docs.co.uk/Hazardous-Substances-Information-Instruction-and-Training/Information-Instruction-Training-for-Employees
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