BMIH4006
Operating Hotel Facilities
LEVEL 4
Student: Digbijoy Roy
ID: 2117381
House Keeping team member development Plan
Module Lead Tutor: Laurence Blake

[image: ]
Aaaaaaand relax. Once you’ve shut the door behind you, you can rest easy knowing you’ll be sleeping in the bed of your dreams.


You’re Hired! 
Congratulations on becoming a house keeping Team Member
We’ve come a long way and we’re not done yet! So, take a few minutes to read this booklet and learn the dos and don’ts hotel Trinity. You are part of a great team, and we expect great things from you.
Welcome to Hotel Trinity. As we get to know more about you, we thought we’d share a little bit about us.
Our objective of True Hospitality for Good is simple yet powerful; it shapes our culture, brings our brands to life, and represents our dedication to making a difference for our guests, employees, owners, and communities, as well as to conserving the environment.
In this approach, acting with purpose empowers us to embrace opportunities to impact positive change, allowing True Hospitality for Good to be experienced in various ways. It may involve creating bonds that unite families, instilling a sense of belonging in our employees as they advance their careers at Hotel Trinity, equipping people in our communities with the skills they need to succeed in the world of work through our Hotel Trinity Academy, or assisting our hotels in delivering sustainable solutions to preserve their natural surroundings.
For our valued guest, we are here to ensure your comfort from the time you make your reservation until you go to sleep. Our hotel beds you won't want to leave, extremely good food, flexible pricing that have you covered no matter the weather, or pleasant team members that actually care about you, we're one of the most loved hotels for many reasons.
When you can make a beautiful room, make a room look and smell perfect, and turn on the charm, then and only then can you call yourself a Hotel Trinity team member. So, remember to:
Provide excellent service — introduce yourself, start a conversation and show you care.
Get creative — suggest unique ideas for our guests. 
Be accountable — show up on time wearing the proper uniform ready to work. 
Be loyal — always speak positively about the Hotel Trinity brand. Don’t blast our products or team members on social media. 
Show your enthusiasm — greet guests with a smile and make them feel welcome. 
Act responsibly — be a team player and do your part. Working here is no different than meeting someone new you want to make a good first impression
Your gear: We’ll set you up with your Hotel Trinity gear: a shirt, an apron and a name tag. You bring the pants, shorts or skirt, and shoes and socks. Always be neat, clean and professional and avoid looking like you just woke up or are going out on the town. Here are some dos and don’ts to keep in mind: Your lower half:
Do wear: • Solid black or tan — no pattern • Cotton, polyester or cotton/poly blend or black/blue denim • Fitted (not baggy) pants, shorts and skirts • Ankle-length pants, Capri pants or knee-length skirts or shorts 
Don’t wear: • Faded or baggy clothing • Clothes with: – Stains and rips/holes – Studs, glitter, cut outs or lacing • Knits (Lycra™/spandex, fleece) • Leggings, jeggings, wind pants, sweats Your kicks: Do wear: • Closed-toed, closed-back shoes/sneakers Don’t wear: • Open-toed shoes • Open-back shoes/sneakers • Sandals or flip-flops • High heels * Talk to your manager about colour/fabric/style restrictions. 6 Keep it Clean.
This should go without saying, but you’re working around food that people eat and place where people sleep. How you put yourself together is super important. 
The look: Head to toe, hair, skin, teeth, nails, clothes you should be clean. Skip the heavy makeup, perfume and cologne. 
Your ’do: Hair should be short or, if it’s longer, pulled back or up in a ponytail (above your collar). Facial hair: Make sure your beards, starches and whiskers comply with local laws. Nails: Must be clean, trimmed and filed. Nail polish and artificial nails should be chip free without added jewels, etc. Bling: During your shift, limit your jewellery to one plain ring, one watch or bracelet, one necklace worn inside your shirt, non-dangling earrings/ gauges, and one small non dangling facial piercing.
Payment terms: You will get paid monthly on your agreed payment and bonus on your performances. Holidays must be booked a month before with manager consent.  You will have 4 weeks paid holiday if working weekly 36 hours or more. 
Here are a few golden rules to follow so you don’t spread the germs around. • If you’re sick, stay home. • If you injure, cut or burn yourself, bandage the area. Then, tell your supervisor • Clean as you go, making sure all surfaces are sanitized and clutter-free. 


Development Plan Timeline

	Week One
	Week
Two
	Week Three 
	Week Four
	Week Five
	Week 
Six
	Week Seven 
	Week Eight

	Induction, Hotel visit,
Fire drill, customer interactions 
	introducing linen room, chemicals & cleaning equipment 
	Uses of different chemicals & room cleaning
	Room preparation, deep cleaning, bug spotting, Introducing to PPE
	Linen room stock control, ordering stocks
	Manual cleaning process in depth training 
	Receiving assign room list, preparing cleaning and supply trolly cart
	Receiving and signing of assigned room list after cleaning

	Health & safety, introduction computer literacy
	Basic reading, writing, number & communication skills training
	Computer literacy, housekeeping software use
	Reporting on missing items and damages logs
	Feed back on week one to four
	Social distancing protocol in case of emergency 
	Servicing stay over rooms, due out rooms, public areas
	Feedback on previous weeks, customer service skills feedback

	Personal development training enrolment, waste handling
	Updates and Q&A session on development program, room cleaning process
	Introduction to Property management software 
	Updates and Q&A session on
PMS & Personal development program 
	Reporting issues, working motivation & satisfaction feedback
	Updates and Q&A session on development program
	Reloading housekeeping trolly, waste handling & daily reports
	Checking and completion of personal development program &
all health & safety training 



Observation checklist:
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1. I’ve read and understand all the information in this Hotel Trinity “You’re Hired” booklet. I have asked questions about anything that was unclear. 2. I’ve received instruction on, understand, and agree to follow the safety standards. 3. I agree to immediately notify my supervisor of any work-related injury, illness or unsafe conditions. 4. I understand that I must be in full uniform and look neat and clean during my work shifts. 5. I agree to follow all policies and procedures to the best of my ability. 
6. I understand that I work for hotel trinity, 
Team Member Signature __________________________________________________________ 
Printed Name __________________________________________________________ 
Date __________________________________________________________ 
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Hotel Trinity
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Housekeeping daily routine
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Supplies preparation
Servicing stay-over rooms
Servicing due-out rooms
Cleaning corridors, stairways,
public areas.

Refilling housekeeping cart
Washing guest room utensils
Waste handling

Daily reporting

Housekeeping Cleaning Supplies
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Mechanical equipment
Cleaning chemicals/detergents
Supplies handling

Training process
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Property instruction and
regulations

Showing cleaning example
Instructing cleaning process
Following up

Working environment
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Property facilities and amenities
Customer service

Workers attitudes

Workers performance

Manager performance

Health and safety issues

Guest satisfaction





