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Training development program from new housekeeping staff

Introduction

These 8 weeks training program was developed by the Trinity Hotel housekeeping manager for the new housekeeping employees. The housekeeping department is the backbone of the hotel, the biggest department in our organisation. Is responsible for cleanliness, maintenance, aesthetic upkeep of rooms, public areas, back areas, and surroundings areas. 

	
	Activity 
	Policy
	Procedures
	Mode of training
	
	

	W 1
	Safety measures 
	Make sure that the employees know how to act in case of an emergency situations
	· Tour of the building 
· Fire & Evacuation Procedures
· Emergency procedures
· How to prevent fire accidents
· Health and safety procedures
	
Practical demonstration
Film view
	
14/11/2022
-
18/11/2022
	

	
	
	
	
	
	
	

	W 2
	Trolley Setup
	Provide assurance that the trolley has been put in a correct way with sufficient items for everyday operations
	· To setup maid trolley
· To put sufficient items on it
· To handle the trolly 
· Carry tray set up
· Super mop
· High level dusters and additional brushes
· Top housekeeping tips
	

Presentation
Practical demonstration
Film view
	

21/11/2022
-
25/11/2022
	

	
	
	
	
	
	
	

	W 3
	Cleaning guest rooms and guest beds
	Make sure that maid have entered in the guest room in a proper way and used the proper way of cleaning, following the right steps
	· Practice the exact way of entering in the guest room and determinate the availability of the guest before entering
· Prepare all the items and equipment that are needed to clean the guest room
· Room types and setting up correctly
· Hotel bedroom standards: window standards, curtain standards, wall and carpet standards, headboard standards.
· Identifying the types of linen
· Bed set up
· Moving and sorting the linen
· Consumables Tray and Mini bar set up
· Bed bugs infestations process
	

Presentation
Practical demonstration
Film view
	


28/11/2022
-
02/12/2022
	

	
	
	
	
	
	
	

	W 4
	Cleaning guest bathroom
	Provide assurance that maid have cleaned the guest bathroom by maintaining the right steps
	· verify the right chemical for the right surface to be cleaned
· perform the precise way of cleaning and setting-up the bathroom
· Cleaning the shower room
· Cleaning the bathroom wall
· Cleaning the bathroom floor
· Cleaning the toilet and the toilet bowl
· Consumables tray and towel set up
· Sanitising equipment
	

Presentation
Practical demonstration
Film view
Lecture
	

02/12/2022
-
09/12/2022
	

	
	
	
	
	
	
	

	W 5
	Cleaning Hotel public areas:

	Provide assurance that made have cleaned correct and proper public area by maintaining standard way and accurate technique 
	· Cleaning lobby areas 
· Cleaning public area toilets
· Cleaning front desk area
· Cleaning back of the house
· Cleaning elevator
· Cleaning back of the house staircase
· Cleaning light fixtures
	

Presentation
Practical demonstration
Film view
Lecture
	

12/12/2022
-
16/12/2022
	

	
	
	
	
	
	
	

	W 6
	Cleaning laundry
	Ensure that the laundry has been handled and delivered properly and to prevent laundry discrepancy
	· How to handle Laundry Discrepancy
· Identifying damage laundry
· Guest Laundry Deposit service
· D.N.D. Room Guest Laundry Service
· How to handle Guest Laundry Express and Pressing Service
· How to deliver Guest Laundry
· Handling Guest Complaint
	

Presentation
Practical demonstration
Film view
	

19/12/2022
-
23/12/2012
	

	
	
	
	
	
	
	

	W 7
	Ensuring correct chemical usage and take care of housekeeping equipment
	Practice a safe way and take necessary precaution while handling chemicals for cleaning purpose and ensure the correct use of the equipment
	· Vacuum cleaner maintenance, clean and store
· How to take care of housekeeping cleaning equipment: Wet mops, Dry Mops, Brooms and Brushes, Scrubbing, sponges 
· Daily Chemicals and PPE
· COSHH

	

Presentation
Practical demonstration
Film view
	

09/01/2023
-
13/01/2023
	

	
	
	
	
	
	
	

	W 8
	Employee presence and conduct
	Ensure a pleasant presence and an enjoyable environment at the working place
	· Employee dress code
· Ensuring proper body language and attitude
· Uniform standards
· Maintaining grooming and appearance
· Great the guest
· Communication with housekeeping and other departments
· Lost property
	

Presentation
Practical demonstration
Film view
Lecture
	

16/01/2023
-
20/01/2023
	

	
	
	
	
	
	
	



Objectives
Week I 
In this section the employees will learn the basic measures that should be used in case of an emergency, what rules employees should follow to avoid hazards, how they should act in specific situations and what their responsibilities are.


Week II
In this section, employees will learn what manual cleaning accessories they will need to use and how they have to carry the equipment in an easier and safer way.
Week III
[bookmark: _Hlk119517498]In this week the employees will archives the relevant knowledge in room cleaning procedures by fallowing and maintain the hotel standards. The training will offer instruction of how they have to use the housekeeping cleaning supplies in each stage of the room cleaning.
Week IV
In this week the employees will records the relevant knowledge in bathroom cleaning procedures by fallowing and maintain the hotel standards. The training will offer instruction of how they have to use the housekeeping cleaning supplies in each stage of the bathroom cleaning.
Week V
In this section employees will archive the knowledge they will need in cleaning public areas of the hotel; learn how often they need to clean certain areas and what cleaning procedures they need to use to maintain hotel standards.
Week VI
During this week the employees will develop the knowledge and the skills they need in managing the hotel and the guests laundry.
Week VII 
This section help the employees to archive knowledge in how storage and how to use the different types of detergents like TASKI Sani 4 in 1, Enhance Spot and cleaning, Suma Bac D10, Suma Light D1.2, Sprint Spitfire, Shield Toilet Descaler, Soft care plus Pure H3. 
Week VIII 
This section is about hotel concern regarding housekeeping personal hygiene and conduct into the working place. During this week the employees will record the knowledge they need, about the standards and policies of the hotel in how they should dress and act in specific situations. 
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