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On behalf of the management team, I’d like to welcome you to our Hotel Trinity. We will meet you this afternoon to discuss your training schedule. We are delighted you’re joining us, we believe in teamwork and shared successes here, and I’m exited to see your contributions!
Next, I will present the development plan for eight weeks.
	Week one
	Week two
	Week three
	Week four
	Week five
	Week six
	Week seven
	Week eight

	7 am-4pm
Monday
Tuesday


Induction checklist: 
· Cleaning Skills
· Use of Equipment and products
· Guest Etiquette and interaction
· Presentation
· Communication
· Health and Safety
· Fire Protocol

	7am-4pm
Monday
Wednesday
Friday

Employee manual
· Manually Cleaning the property’s floors
· Vertical Surfaces
· Furniture
· Fixtures
Training day 
	7am-4pm
Monday
Tuesday
Thursday

Uniform 
· Housekeeping tunics
· Smocks
· Pants
· Dresses
· Aprons with hotel logo embroidered
Equipment
· Housekeeping Trolleys
· Laundry and Storage bags
· Step Stools
· Indoor Airers
· Cleaning and Room Care
· Cleaning Wipes
· Just Sanitised Labels
	7am-4pm
Monday
Tuesday
Friday

Products/Cleaning Chemicals
· Water
· Vinegar
· Baking Soda
· Bathroom Cleaners clear descale and remove limescale
· Clean Air Sprays
· Degrease
· Floor cleaners
· Laundry Cleaners
· Toilet Cleaners
· Carpet Cleaners

	7am-4pm
Monday
Wednesday
Thursday

Maintenance
· Sweeping carpets
· Washing floors
· Cleaning readily accessible windows
· Cutting grass
· Cleaning Guest rooms replacing burned-out light bulbs
· 

	7am-4pm
Monday
Tuesday
Wednesday

Laundry
· Guest room liners
· Facility uniforms and towels
· Curtains and decorative textiles
· Fitted sheets
· Top sheets 
· Pillowcases
· Pillow covers
· Duvets
· Duvets covers
· Bath towels
· Bathmats
· Robes
· Napkins
· Tablecloths
· Place mats
· Drying mats

	7am-4pm
Monday
Wednesday
Friday

Communication
· Since the housekeeping must communicate with all differed levels of hospitality staff, she must follow au effective oral and written communication process and must have good skills in listening and observation.
	7am-4pm
Monday
Wednesday


Health and Safety 
· Prevent slips, trips, and falls
· Eliminate fire hazards
· Control dust
· Avoid tracking materials 
· Prevent falling objects
· Clear Cutter
· Store materials properly
· Use and inspect personal protective e
Equipment and tools
· Create written rules
· Think long-term
Fire Protocol
· Remove
· Alarm
· Confine and Extinguish
· Evacuate
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