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Introduction
In the hotel industry it is not easy to form a perfect team in housekeeping. However, when you, as a manager, have clearly defined and refined the process of professional training, it is without a doubt the recipe for success. 
With that being said, we welcome everyone aboard the housekeeping team of the Trinity Hotel. Given our excellent organisation and professionalism, we will make our hotel stand out and put it at the top of the hierarchy in this field.



	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Week 1 
	01 Sep
	02 Sep
	03 Sep
	04 Sep
	05 Sep
	06 Sep
	07 Sep

	Rules and duties of Trinity Hotel
	Standard operating procedures
	The learning and development approach
	Environment steering group
	Objectives of the B.C.P.
	B.C.P. contents – Emergency equipment & location
	B.C.P. contents – Front office
	Staff Activity

	Week 2 
	08 Sep
	09 Sep
	10 Sep
	11 Sep
	12 Sep
	13 Sep
	14 Sep

	COOSH risk assessment 
	Hazard content 
	Hazard types
	Hazard symbols & exposure
	First aid measures
	Exposure control
	Assessor and date
	Staff Activity

	Week 3
	15 Sep
	16 Sep
	17 Sep
	18 Sep
	19 Sep
	20 Sep
	21 Sep

	Health and safety PPE
	Safety equipment – Goggles 
	Safety equipment – Face masks
	Safety equipment – Rubber apron
	Safety equipment – Gloves & gauntlets 
	Safety equipment – Safety shoes
	First aid procedures
	Staff Activity

	Week 4
	22 Sep
	23 Sep
	24 Sep
	25 Sep
	26 Sep
	27 Sep
	28 Sep

	Chemical handling procedures 
	How to use chemicals safely 
	Correct labelling of products
	Chemical hazard classification
	Surface cleaning and disinfection
	Safe dosing
	Proper storage for cleaning chemicals
	Staff Activity

	Week 5
	29 Sep
	30 Sep
	01 Oct
	02 Oct
	03 Oct
	04 Oct
	05 Oct

	Employee responsibilities
	How to set the maid cart  
	Bed making 
	Room cleaning 
	Hoovering and dusting
	Notify supervisors regarding any damage
	Fill out the cleaning checklist and send it to the supervisor 
	Staff Activity

	Week 6
	06 Oct
	07 Oct
	08 Oct
	09 Oct
	10 Oct
	11 Oct
	12 Oct

	Data protection
	What is data protection
	What is GDPR
	Legal basis for processing personal data
	Data subject rights
	Personal data breach
	Importance of data protection  
	Staff Activity

	Week 7
	13 Oct
	14 Oct
	15 Oct
	16 Oct
	17 Oct
	18 Oct
	19 Oct

	Housekeeping skills and knowledge 
	Attention to detail
	Fabric and surface knowledge
	Planning and organisation
	Adaptability
	Communications and relations
	Policies and procedures knowledge
	Staff Activity

	Week 8
	20 Oct
	21 Oct
	22 Oct
	23 Oct
	24 Oct
	25 Oct
	26 Oct

	Fire safety 
	Regulatory Reform Fire Safety Order 
	Appropriate tool and materials storing
	Daily safety inspections
	Safe evacuation procedures
	Electrical hazards
	Update risk assessment regularly
	Staff Activity



Week by week – Detailed explanation
1) Rules and duties of Trinity Hotel
Each hotel has its own rules and duties, including Trinity Hotel. In order to provide a safe and appropriate working environment, each employee must follow the guidelines provided. 
2) COOSH risk assessment
An explanation about why and how the COOSH law is extremely important. More particularly, a highlight will be put on discussing how to notice and handle hazards within the working environment.  
3) Health and safety PPE
Here, we will put a focus on understanding how to properly use any kind of safety equipment in order to not put ourselves or anyone else in danger.
4) Chemical handling procedures
Proper handling and storage of chemical products is essential to any safe workplace. By simply following certain procedures, we can ensure both cleaning and safety. 
5) Employee responsibilities
A week dedicated to introducing the key responsibilities of any housekeeping employee, ranging from bed making procedures to relations with supervisors.  
6) Data protection
Data protection is among the most important aspects within any business context, including here at Trinity Hotel, especially within the housekeeping team. This is exactly the reason why proper training will be provided with particular regards to the GDPR laws to all employees. 
7) Housekeeping skills and knowledge
During this week, we will concentrate on the main skills and knowledge which any employee must possess to successfully carry out their assigned tasks, turning into a critical factor in maintaining and strengthening the reputation of Trinity Hotel. 
8) Fire safety
Most fires can be easily prevented. More particularly, they can be avoided by following certain guidelines and endorse the right behaviours. This week’s content provides direct advice on fire safety within a housekeeping environment.
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