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Introduction
The professional development of employees is a key element that supports the profitability of the company. An organization develops processes of integration, performance evaluation, career management and development  for the new employees in order to provide them with a favorable context for the manifestation and improvement of their abilities. 
A well thought out training program in a company brings benefits both for the organization and for the employees. For the employee, the benefits are: improved quality of work, fewer errors and accidents, high performance, better communication with colleagues and managers, and understanding work tasks. On the other side, for the company, the benefits include: improvement of services offered to customers, reduction of errors, high productivity, and, ultimately, high profit.
In the following, I will be taking the role of the Housekeeping Department Manager of the 4* Hotel Trinity and I will create a training development program for the new employees in this department. The training program will extend over a period of 8 weeks. 







	1.1.Staff introduction to Housekeeping Development Plan
	

		
Open in 2002, the 4* Trinity Hotel is located in the center of London in a historical building that was inaugurated in the year 1932. The hotel can accomodate 260 customers. Due to the fact that the location's services must rise to a certain level of professionalism, the employees of this company must be well trained in order to fulfill their duties in an exceptional manner. 
	[image: ]

	· Employees should learn know how to perform tasks that are specific to the housekeeping department
· Employee should learn how to utilize and mantain the equipment used in housekeeping
· Employees should improve their skills 
· Employees should do less errors
· Employees should learn how to communicate better
· Employees should feel capable to carry out the tasks well and see their utility
· Employees should learn what to do in case of fire or hazardous situo
	Objectives


	Within the Housekeeping Department activities such as maintenance, arrangement and daily cleaning of the spaces for individual use (rooms) and common (common rooms, hallways, etc.) are carried out by the department staff. 
	Housekeeping Department functions

	
Elena Marilena Ciocoi – Housekeeping Manager
	Department manager

	
X Y- Housekeeper
	Employee and job title

	
8 weeks
	Duration of training





	1.2. Training activities 

	Week
	Activities
	Description
	Skills

	Week 1
	· Safety training in case of fire (day 1)
· Health and safety (day 2-3)
· COSHH training (day 4-5)
	The employee will be introduced:
· the hygienic-sanitary norms;
· labor protection norms; fire prevention and extinguishing;
· proper reaction of the employee in case of fire;
· building evacuation training;
· health and safety protocols adopted by the hotel;
· prevention of workplace hazards injuries;
· control of the substances that are hazardous to health
· handling of harsh chemicals


	· Attention
· Assimilation of the information
· Communication
· organizational skills
· Responsability


	Week 2
	· Introduction to the cleaning supplies

	The new member will be introduced to:
· the cleaning solutions;
· measure the products
· the purpose of each product;
· the cleaning equipment;
· the correct use of equipment and cleaning solutions to achieve cleanliness in rooms and common areas;

	· Responsability
· Attention
· Mathematics


	Week 3
	· Effective communication with customers
	The team member will be taught how to effectively and clearly interact with customers in order to: 
· find out their needs;
· properly take care of their needs;
· identify additional customer service requirements and providing these services;
· and in certain situations, how to deal with complaints
	· Interpersonal skills
· Communication
· Attention
· Flexibility
· Customer service


	Week 4
	· Performing cleaning services in rooms (day 1-3) and common areas (day 4-5)
	Employees will learn:
· the cleaning process
· the order of the cleaning activities
· how to effectively clean the hotel rooms and the common arreas;
· how to carry out cleaning activities in a mandatory interval of 25 minutes for each room (or 45 minutes for out of the ordinary situations)

	· dexterity
· attention to detail
· team work
· effective communication
· time management
· organizational skills
· multitasking

	Week 5 
	· Carrying out cleaning services in  bathrooms (day 1-3) and toilets (day 4-5) 
	The employee will be taught:
· the cleaning process;
· the order of the cleaning activities;
· how to effectively clean and disinfect the toilets and the bathrooms;
· to change soaps, shampoos, shower gels, towels, as well as other necessary products;
· to complete the cleaning in 25 minutes;

	· dexterity
· attention to detail
· team work
· effective communication
· time management
· organizational skills
· multitasking

	Week 6
	· Room arrangement
	Employees will learn how to:
· change the bed linen and arrange the bed; 
· complete the consumables in the inventory;
· ensure a pleasant environment in the hotel room for customers
	· dexterity
· attention to detail
· team work
· time management


	Week 7
	· Laundry
	Employees will be taught how to:
· collect, transport, and sort the laundry;
· wash, dry, iron and fold the laundry;
	· dexterity
· attention to detail
· organizational skills
· multitasking

	Week 8
	· Planning own activity  bathrooms (day 1-3)
· Reporting own activity  bathrooms (day 4-5)
	The new employee will be taught how to:
· plann the activity according to the hotel's internal rules;
· compile the necessary materials;
· make work schedules
	· time management
· organizational skills
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