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[bookmark: _Int_Jy2vCeBt][bookmark: _Int_ar7OqM2R][bookmark: _Int_RGBOnHcl]       Hotel Trinity is a 4 stars hotel that has as core values: Care, Equality and Innovation and our team would like to welcome you for joining us as housekeeping new member. Dedication and hard work are what we value the most and we know that you are ready to bring your abilities to our work place and put all your efforts into delivering excellent results. Your timetable of training activities for 8 weeks will be as follows: 

	Week 1
	Week 2

	Week 3
	Week 4

	

-Discuss Introduction Plan
-Overview of Job description
[bookmark: _Int_Girxpkhg]-Overview of Company and divisional structure
	

-Introduction to the Hotel
-Introduction to the General Manager and Reception
- Site walk
- Introduction to the team



	

[bookmark: _Int_OWAEOGqD]- Health and Safety responsibilities and policies 
[bookmark: _Int_tibOyWE9]- Risk assessment
[bookmark: _Int_8jhjRgzS]- Fire assessment
	

- COSHH assessment



	Week 5
	Week 6
	Week 7
	Week 8


	

- Guest Etiquette and Interaction 
-Staff Presentation Standards
- Guest Service Standards 


	

- New Starter Induction Training
- Cleaning procedure
- Job’s expectations 
	[bookmark: _Int_ChqUCJE4]- Maintenance issues and reporting
- Lost property
- Personal Safety
- Accidents/ Incidents and Investigations Reporting
	

- Absence Policy
- Disciplinary Policy
- Performance Management Plan 






[bookmark: _Int_CNAzcn6F][bookmark: _Int_gAyEznKi][bookmark: _Int_g8el1sSJ]Job description: the aim is to create a clean and orderly environment for guests that are the primordial factor in strengthening the hotel’s reputation. The responsibilities are to perform a diversity of cleaning activities in hotel’s rooms or hallways such as hoovering, dusting, mopping, polishing, emptying trash cans, along with changing lines and washing dishes. 
[bookmark: _Int_l0tVoySY][bookmark: _Int_SITcINId]A househeeeper must be hardworking, responsible, detail-oriented, flexible, task-worthy, honest, reliable, with excellent communication skills, with the ability to adapt and be part of the team; adhering to our hotel policies and procedures.
[bookmark: _Int_VbAGUhvw][bookmark: _Int_4mWHEd2g][bookmark: _Int_6vlSIG8V][bookmark: _Int_lcv8nsPm]Presentation standards: uniform is required to be worn; badge to be visible on left side; the hair must be tidy, clean and neat; make-up and perfumes to be discrete; nails to be a short; tattoos to be covered. 
[bookmark: _Int_RNNDUOhi][bookmark: _Int_EwGpWk4P][bookmark: _Int_4HoM3ztS][bookmark: _Int_UOxYDPIZ][bookmark: _Int_cTGPypCf]Health and Safety responsibilities are duties underlined in Health&Safety at work Act 1974: to carry the duties in a safe manner in agreement to company policy, procedures and safe working practice; to be alert to hazards in the workplace and report the issues to the supervisor; to have a professional and responsible attitude during work time; to suggest safer work procedures in case and to complete all tasks as directed. 
[bookmark: _Int_oA4eSqrF]Fire policy presents to the employtee the procedure in case the fire alarm is activated: where the trolley must be places, the doors must be closed, following the fire exit on the stairs, and presenting to the meeting point.
[bookmark: _Int_UOH8v7gi][bookmark: _Int_ePj99wTH]COSHH (Control of Substances Hazardous to Health) is a law that requires the employee to control in a safety manner those substances that are hazardous to health. There are six types of substances used daily: R1 (dark blue colour) used for toilet; R2 (green) - multipurpose cleaner; R3 (pale blue) - mirrors; R5 (pink) - air freshener; R6 (dark blue) toilet- heavy duty cleaner; SaniSet (pink)- descaling kettles); R8 (yellow)-descaling kettles; Titan sanitizer (blue powder) - cleaning cups. Gloves are to be worn when using all those cleaning products. 
Guest service standards. At all times, the guests and visitors must be treated with professionalism, respect, courtesy, in a warm, friendly approach. 
[bookmark: _Int_BMuYUtqU][bookmark: _Int_O7TORy9G][bookmark: _Int_rMgygrOD][bookmark: _Int_vzRxRjEI]Training clean procedure must be followed in order the housekeeper job to be efficient and provide high quality services. The room should be clean, sanitised, and provided with toiletries and towels. 
[bookmark: _Int_XmG9sRiy][bookmark: _Int_slaZE8Eb]Maintenance reporting. All the time, the employees must observe the area they are in and if they see any items that are not working properly, they must report to the maintenance team. The maintenance issues can me: problems with plumbing, lighting or heating; damaged furniture; faulty equipment; structural damage. 



Lost property. Any item left in a guest room is to be handed as lost property and declared as the policy requires. 
Personal safety. If any incident happens, the employee must move away from the assailant; contact the supervisor and line manager immediately; do not reply by shouting or striking the angry person. Violence or challenging behaviour towards employees or guests is not tolerated and any decision regarding the pressing of criminal charge will be supported. 
[bookmark: _Int_nRxxwClq][bookmark: _Int_i7vJ275W][bookmark: _Int_wyuJdI6k]Absence policies. In case of absence due to any reason or illness, the manager must be informed immediately by call. Text message is not acceptable. 
[bookmark: _Int_7sJs1yFc][bookmark: _Int_q8WJwiFT]Disciplinary policy. Behavior that may be disrepsectfufl, offensive, dishonest, harassing or damaging to the company’s interests or reputation are not permitted.
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