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Housekeeping Team Member Development Plan
A Housekeeping Team Member Development Plan is a plan that outlines the steps that a housekeeping team member needs to take in order to improve their skills and performance (Halvarsson Lundkvist and Gustavsson, 2018). The plan should be tailored to the individual team member's needs and should be designed to help them reach their full potential. 
Welcome introduction for team members at Hotel Trinity [image: A picture containing diagram

Description automatically generated]
Welcome to Hotel Trinity! We are excited to have you as part of our team. The next 8 weeks will be spent in training, where you will learn all about the hotel, our procedures, and what is expected of you as a member of our housekeeping staff. This training plan is designed to give you a thorough understanding of your role and how you can best contribute to the team. You will learn about our history, our values, and the expectations we have for our employees. We will also cover the basics of cleaning, safety, and customer service. By the end of this training, you will have the skills and knowledge you need to be a successful member of our housekeeping team. We are confident that you will find this training to be valuable and enjoyable, and we look forward to working with you.
The 8-week training program for new housekeeping members at Hotel Trinity should include the following:
1. Introduction to the hotel and its facilities
2. Health and safety training
3. Training on how to use all the equipment in the housekeeping department
4. Training on how to clean all the different areas of the hotel
5. Training on how to deal with guests
6. Training on how to deal with any problems that may arise
7. A final test or exam at the end of the 8 weeks to check for understanding and competency
This 8-week training program will cover all the basics that a new housekeeping member needs to know in order to do their job well. By the end of the program, they will have a good understanding of the hotel, its facilities, and how to use the equipment in the housekeeping department (Optii). They will also be able to clean all the different areas of the hotel and deal with guests in a professional manner (Presbitero, 2017). In this 8-week training program, I will teach my new staff about the basics of housekeeping, including cleaning techniques, organization, safety training and time management. I will also teach them about the specific procedures and protocols for my hotel, such as how to properly make beds, clean bathrooms, and vacuum carpets. Additionally, I will also train them on how to use the hotel's software systems and how to handle guest inquiries and requests. Below is the 8-week training program (Chan and Hsu, 2016). 



Training Plan for Housekeeping Staff at Hotel Trinity
	Week 1
(Introduction to hotel)
	Week 2
(Health and Safety Training)
	Week 3 (Training to teach safe use of equipment)
	Week 4 (Cleaning different areas of hotel)
	Week 5 (Handling guests)
	Week 6 (Dealing with customer complaints)
	Week 7 (Teaching technical skills)
	Week 8 (Graduation and Review)

	In 1st week, staff members will be given a tour of hotel. This will include showing them each and every corner of hotel.
	It will also cover the tour to hotel arena where they will be introduced about safety measures of customers. 
	First step is to provide a brief overview about duties and responsibilities of housekeeping staff while handling hotel safety equipment. 
	The staff members will be given introductory brief tour about all the places that will be required to clean. 
	This week, the staff will be taught about handling guests. A guest services representative will give a presentation on the hotel's policies and procedures regarding guest services. I as housekeeping manager will lead a discussion on the importance of providing excellent customer service to guests.
	Staff members will be taught how to listen patiently to the customer complaints. In this session, they will be taught to understand the issue thoroughly. 
	They will be given a review of basic cleaning techniques and will be trained to use cleaning equipment effectively. 
	Staff members will be asked to give a written practical test on the basis of which they will be qualified accordingly. 

	They will then be introduced to the policies and procedures of hotel where each of them will be given an overview about the responsibilities of housekeeping department. 
	Staff members will be introduced to health and safety policies and procedures of the hotel. 
	They will be provided with easy and safe demonstrations of using equipment required during health and safety training.
	Housekeeping members will be provided with a list of cleaning supplies and will be provided a proper demonstration about how to use them. This will also include demonstrating how to make beds, vacuum, dust and cleaning bathrooms. 
	The training team will role-play different scenarios involving guests, in order to give the new staff members an opportunity to practice their customer service skills. 
	Staff will be taught about basic communication skills while dealing with their customer complaints. This will include teaching etiquettes and language skills. 
	This will involve training about health and safety of customer. It will involve teaching about safe use of chemicals. 
	After successful graduation, they will be provided with their official housekeeping uniform and important keys. 

	In the end, each member will be provided with a copy of housekeeping manual of Hotel Trinity. 
	Finally, they will be demonstrated about how to safely use the equipment. 
	At last staff members will be taught about fire safety involving COSHH, where they will be safely taught about using required equipment with help of mock drills.
	Next, they will be provided with a schedule on when to clean a specific area. They will also be given a key to supply closet and will be informed about where cleaning supplies are stored. 
	The new staff members will be given a tour of the hotel, so that they are familiar with the layout and all the guest amenities. Finally, the new staff members will shadow experienced housekeeping staff members as they go about their duties, in order to get a better understanding of what is expected of them.
	They will also be taught about documenting customer complaints in arranged manner. 
	Here they will be taught about team-work exercises and problem solving exercises to improve service quality. 
	In last step, the staff will be provided with their shift timings and will be provided with official job offer letter. 
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