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This training plan will act as guidance for your induction weeks. The plan should help you be aware of what you are required to do during your shifts during these 8 weeks. It will also help you keep track of your progress and what you are expected to be able to do at the end of this induction period. The tasks during this period will include: being observed whilst carrying out your tasks and observing others doing their tasks. 
	Week 1
	Meeting with the management 

Get to know members of the team 

Be aware of the facilities available

Become comfortable with surroundings 
	Uniform collection

Receive uniform understand the importance of uniform 

Be aware of standards that need to be met   
	Routine explanation 

Receive a an explanation of usual daily cleaning tasks 
	Fire safety 


Go through protocol for an event of a fire 

	Week 2 
	House keeping trolley preparation 

Have all necessary equipment ready for the day
	Room preparation

Setting the rooms correctly for guests 
	Waste and recycling 

Know how to dispose of rubbish 
	Room hygiene 

Know what to look for : bed bugs, blood smears, feacal marks 

	Week 3 


	Communication with co workers and guests

Have great communication skills 

Provide a good customer service 

Help other members of the team
	Timings of task


Try keep track on time while completing each room
	Sofa bed 
Cot bed 

Set up correctly 
	Trolley preparation 

Be comfortable with all the different tools needed for the job 

	Week 4 
	Coming to terms with the hotel ethics 
	Meeting with management 

Reflect on the induction period so far 

Raise awareness of any issue 
	Health and safety

Revisit health and safety rules and fire protocol


	Guest interaction 

Interaction skills with guets 



	Week 5
	Exterior and corridor cleaning 
	lobby and public area
	Different methods needed for each floor 

Be aware of which products should be used for which job

	Covid-19 protocols

How to keep yourself and those around you safe

	Week 6

	Bathroom cleaning procedure 


	Removing used towels 
	Shower cleaning 
	Restocking bathroom supplies 

	Week 7 


	Be able to explain the cleaning process 
	Clean a bathroom and bedroom within 40 minutes 
	Be able to explain safety procedures 
	

	Week 8 
	Be able to all processes.
· Cleaning 
· Greeting 
· Health and safety 
	Be able to perform the processed 
	Be able to clean a bedroom and bathroom within 30 minutes 
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