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                                                    Welcome to Hotel Trinity
Congratulations, we are delighted to have you joining our company as a new team member part of our housekeeping department. On your initial day, you will meet with the head of the housekeeping department, the executive housekeeper, assistant housekeeper, duty manager, floor supervisor. Later that day, you will also meet with the rest of our staff to get to know them better, as well as be given a tour around the hotel to familiarise in areas where you will be working as a housekeeping team member and briefed on your daily work schedule. As a new team member, you will be representing Hotel Trinity to the guests, and working with other employees to operate and maintain the hotel’s brand standards, policies, and practises. You will be undertaking weekly tasks for eight weeks as part of your housekeeping development plan and training. The principal objective of the housekeeping department would be to provide and deliver high-level of cleaning and room-attendant services, setup for the guest rooms. Follow the hotel’s specifications of cleaning standards and practices in compliance with workplace health & safety and COSHH regulations. Being part of our team, you will contribute to an outstanding experience that demonstrates to our guests that we strongly care about them. This must be accomplished within the parameters agreed upon with the housekeeping manager. As a member of our housekeeping team, you are responsible of guest liaison as you will be frequently asked by guests about the hotel's accommodation or near the area leisure facilities. Other duties include cleaning passageways, restock housekeeping trolleys with cleaning equipments and products, hotel linens along with safely cleaning, disinfecting, and sanitising the guest rooms and other areas in the hotel. All of these objectives must be followed up in order to meet the hotel's agreement to reach target. These can be measured by how much time is taken or by the number of rooms completed during work period. Representing Hotel Trinity means you must look presentable, take care of your personal appearance such as uniforms, personal hygiene, responsible for own health and safety and security. As a 4-star hotel we take great pride of our employees who represent our Hotel Trinity and work hard to keep the hotel operations functioning smoothly. We are thrilled to have an enthusiastic professional with a creative mind being part our amazing team.  We are confident in your skills and experience which are a valuable asset to our team for this position and look forward to working with you to aspire and achieve the seemingly impossible.           
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	WEEK
	TASK
	SPECIFICATIONS
	ACTIONED 
	DATE
	SIGNED

	1
	Induction
	Meeting with the housekeeping department team members and familiarise different positions in housekeeping department, tour around the hotel of areas in housekeeping. 
	
	
	

	2
	Characteristics
	Housekeeping personnel traits: good communication skills, speaking, listening, attention to detail, pleasant personality, etiquette, integrity, organised, punctuality, working under pressure, cooperation, cleanliness, ability to learn and adapt.
	
	
	

	3
	Principles of housekeeping
	1) Cleaning operations – keep facilities and common areas guest rooms clean and maintained, organise work schedule, various cleaning activities, restock/replenish room amenities, inspect rooms and amenities to hotel’s operations policy. 
2) WH&S – safe use of cleaning agents, chemicals, equipment’s, and housekeeping cart/trolley, monitor safe work practices and equipment’s, follow all company safety and security procedures ensuring confidentiality of guest’s rooms, report any safety hazards or maintenance issues, observe and report damage of hotel property, follow personal hygiene standards. 
3) Competencies - Time management, customer service, consistency, teamwork, be attentive, ability to adapt, organisational skills, professionalism, and responsible and reliable, prioritising, interpersonal skills, problem solving abilities.
	
	
	

	4




	Housekeeping uniform/dress codes
	You must always wear your name badge and uniform, purpose of wearing uniform correctly makes it noticeable for guests, ensures you look presentable, wearing uniform protects from getting spoiled or damaging your own clothing by cleaning agents or chemicals substances.
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	WEEK
	TASK
	SPECIFICATIONS
	ACTIONED
	DATE
	SIGNED

	5
	Personal appearance
	Adhere to the following basic standards: Hair/nails/jewellery/cosmetics – have clean, well-kept hair tied neatly away from the parameters of the face which does not make it difficult for you to do your work effectively. Make sure nails are clean and kept short to avoid damaging hotel property and linens such as upholstery, pillows, mattresses, bedsheets, towels, bathrobes. No jewellery allowed except wedding band, watch possibly allowed to keep track of time. Chains, long earrings, bracelets not allowed as it may pose a safety risk. Bare minimum makeup for everyday to look presentable. Avoid use of strong perfume, guests may not like smell of strong perfume lingering after you leave their rooms, natural deodorant acceptable. Wearing appropriate suitable footwear.
	
	
	

	6
	Personal hygiene
	Practice personal hygiene everyday upon arrival to work, before, during and after your work shifts. Includes washing and sanitising your hands when cleaning the rooms, bathrooms, corridors, washing dirty laundry, when going to breaks or using the toilet, touching, and changing rubbish bins. Wear gloves provided. Maintain wearing clean and neat uniforms.
	
	
	

	7
	Security / WH&S / COSHH
	Security - report to your manager of main concerns of security such as suspicious activity, guest theft, employee theft, lost and found, hotel property damages, security breach. WH&S – Always take the necessary precautions to ensure compliance with the Health and Safety at Work Act, along with health, legislation and standards, safe work practices, emergency procedures at workplace. COSHH - Employers are required by the Control of Substances Hazardous to Health (COSHH) regulations, to evaluate the risks related with the handling of harmful substances, involves any plan to deal with injuries, issues, or emergency procedures. The assessment must consider the health and safety risks related to the storage, managing, or removal of either of the cleaning, chemical substances in order to avoid or control exposure to these kinds of substances when not implemented right. Offer employees with guidance, practical training, and mentoring programs on the health hazards, and precautionary measures taken by the company to monitor such types of risk.
	
	
	

	8
	Daily routine/ schedule list
	Arrival: uniform, name badge, clock in, morning brief, prioritise your schedule board for rooms need servicing, prepare housekeeping cart/trolley with cleaning products and equipment’s, collect keys, fobs, wear panic alarm. Cleaning during shift: prepare cleaning for a guest room, bathroom, replace amenities for room and bathroom, do final checks. End of shift: clean, return equipment, housekeeping cart/trolley, log and store any lost property, return and hand back your housekeeping keys, fobs, and clock out. 
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