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Your introduction
Welcome to the housekeeping department 




Our vision
The mission of the Hotel Trinity is to put hospitality services on the highest level in order to satisfy the demands and expectations of guests


The following plan will guide you through all aspects from the housekeeping department and it will encourage a better organization of your responsibilities




	Week
	Task
	Description

	1
	Introduction in our hotel-meet the Trinity team
	Hotel tour-introduction to the team

	2
	Health and safety responsibility-Your responsibility
	General health and safety procedures-specific responsibilities

	3
	Health and safety-COSHH
	COSHH training- substances and chemicals

	4
	Accidents, incidents and fire procedures 
	Accident procedures, risk assessments and fire procedures training

	5
	Housekeeping procedures in a hotel
	General rules and cleaning processes

	6
	Task of the week- making beds
	Hotel standards- beds and linen

	7
	Task of the week- Cleaning the bathroom
	Hotel standards- bathroom cleaning, disinfecting, replenishing toiletries

	8
	Engaging guests-special requests
	Dealing with special enquiries from guests




Week 1
· You will take part of a hotel tour where you will be shown the most important departments in our hotel and you will meet the Trinity team. It is a good opportunity to make friends and to make a good impression.

Week 2
Health & safety training- It's the responsibility of all of us
• It is our obligation to offer effective control of the health and safety hazards associated with our work activities, to discuss with you on topics affecting your health and safety, and to create and maintain a safe environment and equipment.
• It is your obligation to act responsibly and safely while on the job. It is forbidden to abuse or tamper with anything done or supplied in the name of health, safety, or welfare. To be aware of potential risks in the job and to report any flaws to their supervisor. To offer recommendations for safer work processes as needed and to conduct all required tests and checklists


Week 3

· COSHH training 

COSHH stands for 'Control of Substances Hazardous to Health'. COSHH is a set of regulations put in place to protect workers from ill health when working with specific substances and materials.

Employee responsibilities:
-Safety - creating a safe working environment, supporting colleagues to stand by the regulations of the company
-Procedures – follow the correct procedures
-PPE (personal protective equipment) - Wear the correct PPE at all times
-Reporting – register all accidents at work
-Check-ups – check your health regularly
-Cleaning – follow cleaning standards
-Training – be always updated and trained by your employer


Week 4

· Accidents, incidents and fire procedures training to be provided
· The fire alarm is tested on the first Monday of every month
· If the alarm sounds at any other time you should:
-Stop what you are doing
- Where possible and safe to do so, clear the hallways of all your equipment into a vacant room.
-Note the room number of where you have stored your equipment, for the fire brigade.
-Close all open doors
-Leave via the nearest fire exit and go to the meeting point

A full set of risk assessments have been carried out to reduce the likelihood of accidents happening on site. These are available to you and can be found in the onsite Health and Safety file on the Health and Safety notice board


Week 5

Housekeeping procedures in a hotel
· You will be taught how to protect and prevent possible situations. Handling the keys, opening and closing the doors, when is appropriate to clean the rooms and how to notice suspicious persons and objects
Week 6

· Task of the week
Along with each member of the team, you will learn the hotel standards for rooms and how to make beds. 

Week 7
· Task of the week
We will provide proper training for cleaning bathrooms, disinfecting objects and descaling.


Week 8

· Engaging with guests training
It is very important to have an adequate presentation and behavior when guests are approaching us. We must always be happy to help and respond in a responsible way to their queries. During this training you will a role play situation to learn how to properly engage in a conversation with the guest


At the end of the 8-week plan of training, you can start your new position in the department. 
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