Hotel Trinity Housekeeping plan 
Our housekeeping team here in Trinity Hotel play a critical role in making sure our guests are wowed when they walk in to one of our rooms and see how clean and organised the room is. For us, here at Trinity Hotel cleanliness is key hence why we look for employees that don’t leave any pillows unturned, no bedding creased or draw unopened. Our hotel housekeeping team is full of fun and energetic people who always look to go one step further as they would say the extra mile for our guests as they are the heart of our hotel. 
Reasons why we created this development plan is, so employees are more productive, engaged, and peak performance (Matt Ackerson, 2022).
Few things we expect from you to make you thrive in your role and be successful with our hotel and to be efficient are:
· Always look to go above and beyond your role to exceed expectations 
· Enjoy your time with us and enjoy learning about our guests to make their experience personal 
· Work fast and efficiently so you don’t compromise on standards 
· Have a keen eye for detail 
· Happily, work as part of a team as we are all equal and here to learn 
· Create good working relationships with other departments 
· Relish your performance and get a real buzz from customer satisfaction 
· Always smile, show your personality 
· You will make mistakes but learn from them
· Anything you struggle with we are all approachable, please approach us and we can deal with things together as a team.
Following is an 8-week plan which will include all the tasks you will need to be doing to become a housekeeper with us here at hotel trinity. It includes details off all necessary trainings such as cleaning rooms, stocking rooms, time frames, targets to reach, health and safety training, fire safety and coshh (control of substances hazardous to health) training so your able to use the right cleaners and detergents. 
Following plan will detail all tasks in which you will be trained to do with a team member and within 8 weeks you will be fully trained to do your job by yourself, during this period if you have any questions or queries just ask any team member or just ask me. 
Key focus for our company is growth of employees and for them to be fully trained so if anything you find difficult or any duty your unable to carry out do forward some feedback (Matt Ackerson , 2022).

	WEEK 1 
	WEEK 2 
	WEEK 3 
	WEEK 4 
	WEEK 5
	WEEK 6
	WEEK 7
	WEEK 8 

	Buddy up with a team member 
· Shadow team member 

· Learn and memorise the procedures of room cleaning 

· Replace trolley back to maintenance storage room

· Get rid of waste such as recycling 

· Report to supervisor for health and safety training (1.5hours)
	With buddy Focus on loading up housekeeping trolley and items and taking all dirty items to kitchen or washers
 
· Fresh linen 
· Towels 
· Coffee 
·  Tea 
· Sugar
· Bin bags
· Glasses 
· Teacups 
· Bin bags 
· Recycling bags
· Mops 
· Hoovers
· Correct sprays and detergents 
· Correct cleaning wipes 
· Toilet tissues 

	With buddy Focus on cleaning regime 

· Replace all bedding 
· Hoover floors
· Wipe down all surfaces including mirrors and windows
· tv and remote control clean
· replace all towels 
· mop bathroom 
· replace toilet tissue 
· wipe down all shower surfaces 
	With buddy focus on all tasks but include hoovering all hallways including stairs, wiping down lift doors, buttons, staircase rails, door handles of doors and clean all windows. 

Hoover the hotel lobby 

Reports to supervisor for fire safety training (1.5 hours)
	On your own load up housekeeping trolley and replace all items in room whilst other team members are cleaning.


Hoover all reception area including lobbies and wipe down tables and surfaces in lobby 
	On your own focus on loading up trolley and focus on cleaning regime whilst team members replace items in rooms 
	On your own load up trolley and assist a team member clean all rooms 

Replace all items including toiletries, towels, rubbish bags 

Empty trash and do all laundry 

Report to supervisor for coshh traing (2 hours)
	On your own focus on all tasks set within a set time frame which is 10 mins per room and get a team member to check your work, take notes whilst doing so and report to supervisor 



The Health and Safety at Work etc Act 1974 requires us to provide you with instruction, training, and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work. So, we have put together some modules of learning we will give you access to once you’re in your first week just to complete and self-certify yourself. This training is necessary under the health and safety act 1974 so will appreciate your patience and willingness to complete and pass the training provided. Training will include.
· workplace orientation
· first aid
· health and safety (such as risk assessments or accident reporting procedure)
· safe use of workplace tools, equipment
· risk assessments 
(Healthy working lives (03/20).
This training to complete will take around 1.5hours which includes 5 modules in which you will have to score a minimum score of 80% to pass but don’t worry you can retry few times if unsuccessful.
Once completed print and save certificate.
Week 4 you will complete your fire safety training, which is very similar to health and safety, but we will show you where all fire exits, and fire assembly points are which you would’ve already been show in induction. It will be basic learning on how to control a fire, the causes of a fire and how to prevent a fire from happening. This training will also include a few different modules to complete which should take you no more than 1.5 hours. Following will be the topics taught.
· Assessing risks
· Controlling risks
· Understanding your responsibilities
· Identifying hazards
· Investigating accidents and incidents

Again, the pass rate will be set at 80% but you will have a try to complete. Print certificate once complete which we will put in your employee file to prove you have successfully completed training.
(Jarrold training,2022)

Week 7 Coshh training. Control of substances hazardous to health  

This will be a 2-hour course covering the basics of identifying and controlling the exposure to harmful substances. It will teach you what products to use safely and what surfaces requires which product. The training will cover.

· What is a hazardous substance 
· Understanding warning symbols 
· Health conditions resulting from hazardous substance 

Once completed print certificate. Whenever we have any new products, we will teach you the safe use and touch back on this topic so you are aware of risks. 

(Phoenix health and safety, 2022)

All these trainings are legal requirements which are compulsory in any workplace and without these you will find it difficult to perform any jobs correctly.
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