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The housekeeping department plays a vital role in the overall success of a hotel. The cleanliness and upkeep of guest rooms and public areas directly impact the satisfaction and experience of hotel guests. Therefore, it is essential to provide new housekeeping team members with comprehensive training to ensure they are equipped with the necessary skills and knowledge to perform their job roles effectively. This 8-week training plan for new housekeeping team members at Hotel Trinity has been designed to provide a welcoming and engaging introduction, a detailed timetable of activities, and clear descriptions of the training activities necessary for success in their job role.
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	Week
	Training Activities
	Description

	1
	Welcome and Introduction
	During the first week, new housekeeping team members will be introduced to the hotel and its brand. The welcome and introduction will include an overview of the hotel’s mission and values, the history of the hotel, and an introduction to the housekeeping department.

	
	Job Role and Responsibilities
	In addition to the introduction to the hotel, new team members will receive a detailed overview of their job roles and responsibilities. This will include a review of the housekeeping procedures and expectations, and an explanation of how their job contributes to the overall guest experience.

	
	Guest Service Training
	The first week will also include training on guest service, with an emphasis on communication skills and ways to anticipate and exceed guest expectations.

	2
	Safety Training: Fire Safety
	During week two, new team members will receive safety training, starting with fire safety. The training will include an overview of the hotel’s fire safety procedures, how to use fire extinguishers, and evacuation procedures.

	
	Safety Training: COSHH
	New team members will also receive training on COSHH (Control of Substances Hazardous to Health), with a focus on the safe handling and use of cleaning chemicals.

	3
	Housekeeping Procedures: Guest Room Cleaning
	In week three, new team members will receive in-depth training on guest room cleaning procedures. This will include a review of the housekeeping cleaning checklist and how to properly clean and maintain guest rooms.

	
	Housekeeping Procedures: Public Area Cleaning
	In addition to guest room cleaning, new team members will also receive training on how to properly clean and maintain public areas such as the lobby, hallways, and restrooms.

	4
	Laundry Operations
	During week four, new team members will receive training on laundry operations, including how to properly sort and process laundry, operate laundry equipment, and handle guest laundry requests.

	5
	Safety Training: Health and Safety
	Week five will focus on health and safety training, including an overview of the hotel’s health and safety procedures and how to maintain a safe and healthy work environment.

	
	Sustainability Training
	In addition to health and safety, new team members will receive training on sustainability practices within the housekeeping department, such as energy and water conservation, waste reduction, and responsible sourcing.

	6
	Housekeeping Management Systems
	During week six, new team members will receive training on the hotel’s housekeeping management systems, including how to use the hotel’s property management system and other software tools for tracking guest requests and inventory.

	7
	Quality Control
	In week seven, new team members will receive training on quality control, including how to identify and resolve guest complaints and how to maintain consistent cleaning standards throughout the hotel.

	
	Customer Service Refresher
	Week seven will also include a refresher on customer service, with a focus on maintaining a positive attitude and responding to guest needs.

	8
	Final Review and Exam
	During the final week, new team members will undergo a final review of their training and complete an exam to assess their knowledge and understanding of housekeeping procedures, safety training, and customer service training.

	
	Branding Training
	The final week will also include training on the hotel’s branding, with an emphasis on maintaining a consistent brand image throughout the housekeeping department.
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Developing a comprehensive training program for new housekeeping team members is essential for ensuring that they are equipped with the skills and knowledge necessary to perform their job role effectively and efficiently. Through this 8-week training plan, the new team members will have the opportunity to learn about the hotel's policies, procedures, and standards, as well as important safety measures such as fire safety, COSHH, and health and safety. By providing a welcoming and engaging introduction, along with a detailed timetable of activities, the new team members will feel supported and empowered to succeed in their new role. 
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