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Welcome to the team
Today you have joined the leading hospitality specialist in the Uk. We operate from several various locations, but we are all one team. 
We believe that your induction is important to both you and the business, as they say “you never get a second chance to make a first impression “so we hope that your first few weeks meet your expectations of us and the first impression we give is a positive one. The housekeeping development plan has been designed to help you prepare for the journey ahead and hopefully will give you everything you need to settle into your role. If you require any support during this time, please contact your line manager. 
	WEEK ONE
	WEEK TWO
	WEEK THREE
	WEEK FOUR

	· Introduction to the company
· Overview of job description

	· Introduction to the Hotel
· Site walk around Induction 
· Introduction to the team

	· Clock in and out business rules
· Overview of emergency and safety procedures including fire alarms exits, fire process and first aid

	Health and safety 
responsibilities 
-Health and safety 
policies and
 procedures
-COSHH –Control of 
Substances 
Hazardous to Health




	WEEK FIVE 
	WEEK SIX
	WEEK SEVEN 
	WEEK EIGHT

	· Health and safety security 
· Health and safety accident, incidents and risk assessments

	· Daily procedures:   
 
    - working hours and timekeeping
    -payroll
    -sickness and absences
    -holidays
    -breaks
    -cash carrying and searches
   -mobile phones and headphones
    -social networking and confidentiality


	· Lost property
· Maintenance reporting 
· Our presentation standard

	· Guest service standards
· Reject linen
· Personal safety
· Door wedges



           

The main responsibilities for job title Room attendant are to collect work list, buckets and sign in for key; report for work in correct uniform, non-slippery shoes and ready to start work on time; report any maintenance defects to your Housekeeper; always keep the trolley clean and tidy, be aware of all persons within tour work area. Do not open the door to anybody. Keep the bedrooms doors always closed occupied rooms; vacuum guest corridors at the end of the day and ensure all corridors are clean of housekeeping items and Room Service trays; ensure the worklist is signed by the supervisor before finishing the shift.
[bookmark: _Int_92mhcykM]Duties and responsibilities: to attend any training sessions at the hotel; to be responsible for any new staff in department that are put to train with you and ensuring they are training in correct manner; ensure you are working to Hotel Trinity standards of cleanliness and guest care.
Legal responsibilities: to ensure hygiene, cleanliness and safety standards are implemented and adhered to; to ensure you are using the machinery correctly and inform the Head of Department of any problem with the machinery; to be fully aware of all Healt and Safety procedures within the Hotel; to ensure that all cleaning materials are being handled correctly and to be fully aware of COSHH regulation data; to be aware of the misuse of Linen and Correct reject procedures so as to prevent high laundry costs and poor quality.
Health and safety fire procedures: upon hearing the fire alarm place your trolleys either into a room or at the end of the corridor pass the last bedroom door and go to the meeting point. Any door that are open need to be close. Make your way to the side of the car park, do not stop to collect personal belongings. If you happen to discover a fire raise the alarm immediately by breaking one of the call points in the corridors. If you do not feel you can stop the fire yourself leave immediately closing any doors behind you.
Health and safety responsibilities – our responsibility is to provide adequate control of the health and safety risks arising from work activities; provide and maintain safe environment and equipment; provide information, instruction and supervision; maintain safe and healthy working conditions.
All employees have duties under the Healt & Safety at work Act 1974 both directly and indirectly in assisting and co-operating with the company in carrying out its duties. The employee's duty is to carry out his/her duties in a safe manner, in accordance with Company Policy, procedures and safe working practice; not to misuse or interfere with anything done or provided in interest of Health and Safety or Welfare; to be alert to hazards in the workplace and to report all defects to their Supervisor; to complete all checks and checklist as directed.


Health and safety – COSHH – Control of Substances Hazardous to Health. COSHH is the law that requires employers to control substances that are hazardous to health. Trinity Hotel has a chemical register that states which chemicals can be used on site. This is located on the Health and Safety notice board. Chemicals should only be used in the correct bottles, with the correct spray or flip top. There are six types of chemicals used every day, they are as follows: R1 this is a dark blue colour and used for cleaning toilets, it should be squirted around the toilet rim and allowed to run down into the bowl and left for ten minutes and then. Scrub around the top of the toilet working your way down remembering to go into the water a right back, then flush the toilet double checking it is clean. R2 is green in colour, and it is a multipurpose cleaner. R3 is a pale blue and is used for mirrors and cleaning of telephones. R5 is pink in colour and is an air freshener. R6 is also dark blue and again used for toilets but is a heavy-duty cleaner. SANI SET is pink in colour and used for descaling of kettles.
Health and safety – accidents, incidents and risk assessments. Accident is an unfortunate incident that happens unexpectedly and unintentionally, typically resulting in damage or injury. A near miss is an unplanned event that did not result in injury, illness or damage but had the potential to do so. Both accidents and near misses should be reported, without exceptions. If an accident occurs on site, please follow these simple steps: treatment – ensure the injured person is taken care of, report the accident and investigate the accident. A full set of risk assessments have been carried out to reduce the likelihood of accidents happening on site. 
[bookmark: _Int_FhRg00vb][bookmark: _Int_6P7oFkq3]Health and safety – security. As you are working in the hotel, which is a public place exposed for any kind of threats, therefore you should always remain vigilant and alert for any suspicious persons and objects. Guest belongings must be treated with care. Being aware in terms of security of the hotel means for you always abide strictly to the following procedures: always sign in for your key, remember to sign it out and back in; never leave your key unattended; don’t give your key to anyone; report to Housekeeper on duty, General Manager or Duty Manager if you lost your key or misplace it; do not open the door for anyone.
[bookmark: _Int_mLf2LQPg][bookmark: _Int_VEg0lM0L]Lost property – all items left behind in a guest room are to be handed in as a lost property, never assume that an item is no longer behind by a guest, always declare the item found.
Maintenance reporting – Always observe the area you are working in, any items that are defective required reporting to the maintenance team on site. Faults that are reported early prevent the problem from spreading or getting worse.
[bookmark: _Int_3uAC4rmM][bookmark: _Int_4Po4jlmO][bookmark: _Int_pr0VmC5r][bookmark: _Int_Lzx8ov9n][bookmark: _Int_79Piz3Vo]Our presentation standard – Hair is to be clean, neat and tidy; nails to be a reasonable length, clean; name badges are to be worn on the left side and in good repair; earrings must be small; trousers wearers should be black wear plain black socks whilst on duty; wedding/ engagement rings plus one other may be worn. Ankle bracelets are not permitted; a high standard of personal hygiene should be always maintained.

[bookmark: _Int_XjruleHH]Guest service standards – At all times, hotel guest and visitor should be treated with respect and courtesy, always acknowledge guests/visitors with eye contact, a warm smile, a friendly word and thank- you.
[bookmark: _Int_H5cPT8tf][bookmark: _Int_kr8imwfq]Reject linen – You should be ever watchful for reject linen. Clean linen will be rejected if it is deemed unsuitable to use in making a bed or when replacing towels. Reject linen bags are available, reject linen needs to be placed in these bags and handed to either the housekeep or linen porter.
Personal safety – verbal abuse and threats are the most common types of incidents. 







Reference

The National Archives (2022) Health and Safety at Work Act 1974 [online]. Available at https://www.legislation.gov.uk/ukpga/1974/37/contents (Accessed: 11.11.2022)
The National Archives (2022) The Control of Substances Hazardous of Health Regulations 2002 [online] Available at https://www.legislation.gov.uk/uksi/2002/2677/regulation/7/made       (Accessed: 11.11.2022
Quore (2022) Cleanings Plus for Hotels [online] Available at https://www.quore.com/products/cleanings-plus/ (Accessed: 12.11.2022)
Mews System (2022) The future of hotel housekeeping technology| Mews Blog [Blog] Available at https://www.mews.com/en/blog/future-hotel-housekeeping (Accessed: 10.11.2022)
Unifocus (2022) Knowcross Housekeeping [online] Available at https://www.unifocus.com/knowcross/housekeeping ( Accessed: 12.11.2022)



image.png
Trifiity

H





