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Welcome to trinity hotel , The introductory session is considered to be the most important session an organisation conducts for new staff members as it provides information about the organisation to the new, and provides an opportunity to introduce that self to their working colleagues as they get to know each other they become comfortable with each other (whatishumanresource.com, 2022). It can also develop some sense of confidence in the new employee and well increase his house willingness to work and commit to the assigned task which is given to him or her. This will give rise to maintaining and good relationship with the staff members in the workplace for the new staff member.
Supplying information to the new employees:
It can be said that it is considered to be a formal method of providing information on the facilities which are provided to the employee by the organisation and about the description of the job that they will be performing on the premises of the hotel. They will also be informed about some goals and the plans they have for the future of the new staff in order to give them a brief idea about what the institution is expecting from them in the particular department.

Supplying with access to the resources of the organisation:
It is a process where organisation provides the new employees with their belongings which they will be reading in order to get an entry into the organisation and which will give them and sense of identification as there walk into the organisation. Things such as ID proof, and a profile for keeping a record of attendance and complaints with appraisals of the employees by providing them a password to login into the profile (shrm.org, 2022).
The activity schedule for the trainees:
	Sr. no:
	The number of the week.
	Activities to be conducted 

	1.
	First week:
	The knowledge and information of the activities: (ccohs.ca, 2022)
· Qualities standards for the service.
· Level of hygiene to be maintained 
· Emergency situation which may occur 
· Steps to be followed for the lost and found process
· Precaution and steps for recycling 
· Safety regulations followed in the company 
· Responsibilities of the manager 
· Preparation of the duty rota sheet
· Information on the policies for the employees
· Rules and regulations related to disabled people in the country
· Preparing duty rota in order to follow by the attendant of a room

	2.
	Second week:
	· Rules and regulations for walking with a coordinating with colleagues in the specific department
· Courtesies to be followed by the telephone operator while on call.
· Safety precautions that an employee should follow
· Distribution of the room keys to the employees
· Detailed information on OSHA 
· Uses of the equipment for cleaning the in-house area and the application of the safety procedures for utilizing the equipment 
· Reason behind the requirement of the maintenance team 
· Requirement for the specialized cleaning 
· The things which come under the geriatrician of the housekeeping department

	3.
	Third week:
	· Explanation for the use of the data sheets by the employees
· How the rooms are assigned and how to use the sheet which is being provided 
· Getting the amenities for the guest rooms which need them
· How to keep the workplace organized and the maid carts trolley organized  
· Steps to be followed while entering a guest room 

	4.
	Fourth week:
	· What is meant by the term room attendant 
· Standard of performance of the supervisor 
· How the tips are collected by the guest and then distributed to the rest of the employees 
· Process of controlling and performing the daily tasks 
· The number of deep cleaning tasks which are performed in the hotel
· Number of room statuses and the codes which are used to define them

	5.
	Fifth week:
	· Preparing the room for cleaning
· How to begin with cleaning the bathroom such as the shower area and the tub.
· How to clean the unreal
· How to clean the skins and vanity with the cleaning of floors of the bathroom
· How to finish the cleaning process of a bathroom
· Cleaning of the guest room closets
· How to perform a turndown service and make up the bed
· Dusting off the guest room
· Replacement of amenities and supplies provided in a guest room
· Cleaning of the areas such as tracks, windows, and sills.

	6.
	Sixth week:
	· The final touches which are needed in the completion of room cleaning for the guest
· How to use the vacuum cleaner for carpet cleaning and updating the status of the room
· The steps need to be followed by the room attendant while exiting the room
· How to enter the room if the guest is still present in the room
· How to process the information while the instruction of the room is completed

	7.
	Seventh week:
	· The cleaning which needs to be completed before the end of the shift is near
· How to rotate the bed mattress and how to clip it in order to reuse the mattress again
· The build-up process or the removal process for the special types of equipment that are used in the guestroom by the guest
· Steps for cleaning the multiple-room guest
· How to perform a turn-down service in the second half of the day

	8.
	Eight weeks:
	· Assigning some number of rooms to the guest attendant in order to evaluate if they are able to clean it on their own
· Addition of more room if the room attendant is able to handle the pressure and in order to develop them in the process
· How to take guest feedback in order to enable the service
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