





HOUSEKEEPING DEVELOPMENT PLAN


Table of contents
Welcome introduction	3
Training timetable	3
Description	4
Safety training	4
Logo	5
References	6


[bookmark: _Toc119492402]Welcome introduction 
It is to welcome all the new staff to Hotel Trinity. The entire hotel staff is glad to have you on board with the hotel and hopes that through proper cooperation, coordination and synchronicity from all the staff members. This hotel will be able to attain heights of success. With complete trust in the skills and capabilities of the new staff, it is to be known that the services being provided to the customer from this hotel are held in the highest regard and hence proper measures are taken into consideration to ensure that the reputation of this place is maintained and the values are respected throughout the work processes. Therefore all the employees involved in this organisation must follow proper procedures while performing their duties. It is necessary to profess proper discipline and maintain professional te etiquette throughout the work hours involved in the hotel premises.  Hence training program has been developed to assist the new employees regarding the course of the work process that is adhered to within this hotel and it is aimed to make them well-acquainted regarding the measures necessary to be taken to address specific situations upholding high standards of professionalism that are expected from the employees of this hotel. Once again, a warm welcome to everyone.
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A thorough training developmental plan has been given out to the new employees for better performance and efficiency in their work process. Training programmes are necessary for all hotel employees (Slavković, and Slavković, 2019). The training process begins in Week 1 when the employees are given out a departmental orientation where they are educated regarding different functionalities in the departments it includes Guest service, health and hygiene, appearance, lost and found, emergencies, employee policies, recycling process and safe work habits. In weeks 2 and 3 the employees will be taught the housekeeping training process. The first two days will involve the revision of week 1 guidelines and then telephone courtesy will be taught. Occupational health and safety, maintenance needs and management of housekeeping inventories will be taught throughout week 2 and until Tuesday of week 3 and through the week usage of cleaning supplies will be taught and basic tasks will be allocated. Room attendance training will be given from weeks 3 to 4 where the employees will be taught after a thorough revision of previous weeks. Then on the basics of room attendance, maintenance of performance standards, sharing of tips, handling guest room situations and understanding of room situation codes. In week 4 basic tasks will be allocated. On-floor work training will be provided from week 4 to week 7when the employees will be trained on basic room arrangements and bed arrangement in guest rooms and special guest rooms. People will be provided will with floor training regarding various room arrangements and catering to the guests. In weeks 6 to 7 training will be provided in stock management and assistance of the kitchen staff and on-floor dining experiences. This training process will be conducted under the supervision of the training manager.  On week 8 evaluation will be conducted based on the training process. The employees will be expected to follow the rules that they have been taught for the past 7 weeks and with complete faith, it will be expected that they excel in the process.

[bookmark: _Toc119492405]Safety training
It is important that employees adhere to proper safety guidelines. Safety protocols are important measures valuable to the lives of people. In hotel premises, it is important that employees are well-versed in the safety protocols involved (Xie et al. 2020). In this hotel the safety protocols are held in high regard, it is not only the customer but the health of employees that are also held at the highest of importance. Necessary training measures will be provided regarding fire safety. Fire safety is an important measure to be followed on every hotel premises (Lawson et al. 2020). Training will be provided regarding people management during the safety evacuation process. Training is necessary to be provided regarding the health standards of people on the premises (Soelton, 2018). COSHH training will be provided while handling different equipment on the hotel premises. The steps will be taught to the employees while handling any hazardous substances on the premises. Employees will be taught about substance exposure and the associated risks to the health of people around them and thereby taking necessary steps to ensure safety and a proper evacuation process. Other health and safety protocols will be taught catering to emergency health-oriented situations until the proper medical team arrives on the scene. CPR training and first aid kit management process will be taught to the employees. 
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