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While welcoming all the new personnel who have just come to learn all their duties and familiarize themselves with their workplace, I would like to draw your attention to 8 weeks of training and familiarization with their workplace n the next 8 weeks and I hope that during this period be fully prepared to start a job in housekeeping area in 4* Trinity hotel.
    
	Week 1

	
· Induction meeting with deputy manager of the hotel.
· Getting to know the workplace in hotel.
· Introduction with experienced personnel to get to know the places in hotel.
· Acquaintance with the rooms based on the level of facilities and whether they are large or small.
· How housekeepers inter the room if not sure room is empty 

	Week 2

	
·  Meeting with supervisor and arrange the time shift.
· Shifts divided to 3 shifts morning from 7am to 3pm,
· Evening shift start from 3pm to 11pm 
· Night shift start from 11pm to 7 am
· All housekeepers personnel expect before start should be sign attendance form with supervisor 
· Training of read the paper of check in and check out for cleaning rooms  



	Week3

	· How many sheets and towels and pillow are available and different between them 
· How to clean bathroom area and collect towels from bathrooms.
· Usually each housekeeper needs to clean 8 rooms an hours.
· Familiarity with cleaning chemical and the importance and necessity of using them

	Week4

	
· How to check the loaded cart to make sure that housekeeper no need to bake to storage when cleaning the rooms.
· How to use and account the towels and sheets for each room when they put them in the carriage. 

	Week5

	· How to report unusual thing to supervisor in report form.
· Check and collect the update form of check in and check out from front desk in every shift  

	Week6

	·  Learn how to open the doors for gests and when allow to do that before open the door for guests 
· The protection of the guests is important and housekeepers will learn how to save guests in their rooms and safety 

	Week7

	· Learn about different safety alarms and how to react in danger position and how should respond to fire safety protocol 
· What is hazardous and how be aware of that in dangerous situation   

	Week8

	· Learning about Control of Substances Hazardous to Health Regulations(COSHH) which is a poster should be understand by housekeeper which is related in UK health legislation explained on paper
· Learning what is ISO 45001, that explain about health and safety 
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