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Housekeeper Training Schedule

Dear employee, the housekeeping team welcomes you to Hotel Trinity and is pleased by your addition. The team is glad to have one more person share in our vision of providing the best customer services to our clients in the best way possible. We hope your partnership with us, in the form of an employment contract, will be lengthy and fulfilling and will propel you to be a better housekeeper. Part of our enrolment procedure into the housekeeping service industry at Hotel Trinity involves an eight-week long training schedule. The training program aims to improve all housekeepers' skills and capacity to serve the set standard of our brand. It also ensures the Safety of the housekeeper in our hotel by informing them of the safety procedures, so they are in their best health while serving with us and, therefore, more likely to be fulfilled.
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Training Activities Timetable 
	Time
	Activity
	Activity Descriptions

	Week 1
	Presentation - Refers to how the guests perceive the housekeeper. Housekeepers interact with guests in many areas, so it is important to understand how to interact with them to maintain the quality of services offered at Hotel Trinity.

	Training involves learning the best way to be dressed in terms of staff uniform and why uniformity is good for professionalism.
It also involves teaching proper etiquette to housekeepers, such as respectful conversations with guests at all times, how to address guests when in their rooms, and how to be approachable to guests who may need their assistance. 
Training also involves learning and understanding a guest’s body language to communicate to them where needed. 
It also involves understanding the importance of differences in cultures and backgrounds and how to approach different people in a way they feel respected. 

	Week 2
	Cleaning Equipment uses – a wide range of cleaning equipment needs to be handled in a particular way to be most effective. Training revolves around equipment such as trolleys, vacuums, mops, brushes, and commercial cleaning equipment. 
	Training involves understanding the correct way to use some items according to manufacturers’ instructions.
Understanding areas that are normally neglected.
Maximization of the best way to use the equipment to clean easily neglected areas. 
Understanding the safety measures of use of the equipment 
Understanding proper after-use care of the equipment 

	Week 3
	Products and cleaning chemicals - different products are used for varying purposes. They are also used in varying amounts based on their effectiveness
	Training involves understanding the different product types available in the hotel and their varying purposes in depth.
It also involves understanding the correct way to use the products in terms of equipment being cleaned against the amount used. It also involves understanding different garments and surfaces and what laundry or cleaning precautions to take to ensure thorough cleaning while still maintaining the quality of the surface or garment.

	Week 4
	Maintenance – the overall quality of maintenance determines the service quality.
Items to be maintained include TV Remotes, Screens, Sockets, Light Fixtures, Showerheads, etc. 
	Training involves understanding the correct functioning of equipment present in each room through routine checks.
It also involves understanding the right reporting procedures when a repair is due. 
It also involves teaching the right way to clean and deal with fragile equipment such as TV screens to ensure that there is as little damage as possible and, therefore, minimal maintenance costs.
Training also involves providing stand-by assistance for equipment that needs to be maintained. 

	Week 5 
	Laundry – this involves the right laundry procedures that:
Maintain the highest levels of hygiene, are mindful of the Safety of the housekeepers in terms of hazards awareness, and maintain the quality of materials used to clean
	Training involves understanding how different materials are to be cleaned in terms of laundry procedures, disinfection, drying, and storage. 
It also involves teaching how often to clean and change items in each area and the right time to do so.

	Week 6
	Communication – it involves creating an efficient communication model within the hotel, so all departments and roles are in sync. 
	Training to be done on the correct communication channels for requests about fixtures, complaints from one department to the other, and schedules.
Training also involves understanding the correct way to communicate last-minute changes to ensure that there is no space for uncommunicated details that would hinder the ability of any department to perform to its full potential. 

	Week 7
	Health and Safety – involves making all individuals understand the safety protocols to protect them. These have to do with issues such as avoiding falls, handling electronics, and handling different chemicals or biohazards. 
	Training involves understanding the suitable clothes to be always worn and why it is important for all individuals to follow these procedures. For instance, wearing fitting clothes with minimal accessories makes it easy to do one’s work.
Training also involves explaining how to handle heavy equipment to avoid strains and damaging the equipment or the floor/surface during the use of movement.
It also involves proofing a given area in the event of a child or animal. It involves understanding ways of making the room suitable by removing equipment or chemicals that would either harm a child or an animal.
It also involves training on ways to avoid falls, such as being aware of one’s environment by understanding one’s environment, for example, sharp objects and corners. It also involves understanding different work surfaces seeing as some may be more slippery than others. This may need one to look out for warning signs such as those indicating extra slippery surfaces, especially during cleaning, buffing, and scrubbing or mopping. 
Training on safety procedures, such as working at height by making sure one is using a ladder that is stable and at the right height to ensure effective cleaning. 
There is also training on avoiding accidents, such as clearing walkways. Communal passing areas need to be cleared to avoid clutter that may contribute to accidents. 
Training on safety tips for handling electronics by understanding the right way to use a socket, for example, not leaving cleaning equipment plugged in when it is not being used, noting, and changing damaged cables to avoid electric shocks. Other training tips on electronics include keeping them away from water. 
There is also training on waste and litter management, such as:
Follow the property’s recycling scheme, using gloves, and not carelessly disposing of chemicals such as pouring them into the drain or toilet. There is also training on handling biohazard materials and disposing of them correctly. 

	Week 8
	Fire Protocols – involves understanding what to do in case of a fire and what role the housekeeper plays in keeping guests safe in case of a fire. 
	Training involves educating housekeepers on the right procedures to follow in a fire emergency. These include well-conducted drills that allow them to prepare on what to do in case of a fire. 
It also involves understanding what firefighting tools and equipment are present at Hotel Trinity and how to use them or when it is best to use a given piece of equipment over the other. 
It also involves letting the employees understand their role when and responsibility to the guests in case of emergencies, how to reach them, and how to get them out, such as through emergency exits. 
Training also involves storing combustible materials as required and checking to see that all other equipment, more so electronics are in perfect condition to avoid issues such as shocks and explosions. 

	
	
	




After each training exercise, the housekeeper will be expected to show an understanding of the detail covered so far before proceeding to the next activity. One may be gauged on their understanding by being individually questioned on details covered thus far. Such an exercise aims to ensure a complete understanding of one’s role in Hotel Trinity as a housekeeper and to build confidence in their ability to provide the best possible services for our guests. Upon training in cleaning equipment, detergents, and procedures, one will be expected to demonstrate their understanding by cleaning as trained. This also helps individuals better understand what is being taught and therefore be more prepared to handle specific issues when necessary. The housekeeper trainee will also be expected to participate in a fire safety drill that further trains them on the priorities during a possible fire and the best way to take care of an individual and guests. After demonstrating understanding post the last activity, the housekeeper is ready to be a competent member of the Hotel Trinity housekeeping crew. 
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