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Welcome introduction
Welcome, all to the housekeeping management team of Hotel Trinity. Hotel Trinity is a 4-star residential hotel operated in different locations in the UK. This training plan has been designed for the newly recruited staff in the housekeeping team of the hotel. The training will boost the skill level of the staff so that they can perform better for ensuring the highest satisfaction of the customers. It is an eight-week training plan which the staff should go through for improving their skill set. The activities will be started on the 1st of November 2022 and finished by the 31st of December 2022. It is expected that the training project will be completed within the budgeted time and duration.
[bookmark: _Toc119096437]Training activities, objectives, and scope
The training and development plan aims to provide a diversified level of training to the newly recruited staff.  The training will improve the professional qualifications and expertise of the staff so that they can provide effective housekeeping services to the customers. The scope of the training will improve basic knowledge of housekeeping and enhance their expertise in delivering effective customer service. Besides housekeeping, the training will endeavour to improve the communication strategies of the newly recruited staff. The training will also improve the skill of working in a group as it is imperative for effective housekeeping services. 
The housekeeping staff training project includes different activities that should be performed to complete the project and achieve the project goals and objectives. However, the major activities of the project are described in the following table along with their duration. 

	[bookmark: _Hlk119622997]Theme of the day
	     Start Date 
	     End Date
	  Duration (Days)

	[bookmark: _Hlk119620736]General introduction for the new team members
	     01/11/2022
	    07/11/2022
	         7 (2h/day)

	
	
	
	

	
	
	
	


       
[bookmark: _Hlk119624994]Actions
Housekeeping is the crucial aspect involved in providing effective hospitality services to customers. The main objective of the housekeeping services is to ensure a clean and comfortable environment for the customers coming to the hotel. A safe and appealing environment is the pillar of effective housekeeping services. As it is known that the customers get highly fascinated with the help of the aspects of the effective housekeeping services and thus the staffs need to work effectively on these types of the services. Keeping the rooms and the sanitary units clean and appealing is a sign of the effective working of the housekeeping teams at the organizations.  All the team members need to report to the housekeeping manager in case of the any ambiguity regarding the work involve in the team the housekeeping staffs. 
The motto of the housekeeping staff involves the creation of a better environment in terms of cleanliness for the customers coming to the hotel premises. An introduction session of the different members will be conducted in this session.  
[bookmark: _Hlk119625097]Outcome/ Results
The positive results of the general introduction session can be seen effectively. The team members can efficiently encounter their individual roles and responsibilities as indicated in the introduction seminar. The individuals can successfully come to know the main aim of this activity involving the assurance of the efficacy of the new team member in the working culture of the hotel. 


	[bookmark: _Hlk119625869]Theme of the day
	     Start Date 
	     End Date
	  Duration (Days)

	Training activity for the housekeeping staff and description of the training activities.
	     08/11/2022
	    28/11/2022
	         21 (3h/day)

	
	
	
	

	
	
	
	


[bookmark: _Hlk119626302]
Actions
· Cleaning skills. 
· Use of the products and the equipment involves in the hotel premises. 
· Teaching the basic ethics regarding etiquette and interaction with the public on the premises. Effective presentation for the different customers. 
· Teaching basic communication skills to the team members.
[bookmark: _Hlk119626335]Outcome/ Results
[bookmark: _Hlk119626614]The main aim of the cleaning skills is to ensure the effective and relevant cleaning of the floors and the different units within the hotel by the staff members. The use of the different cleaning products and the equipment as per the requirement of the cleaning stages will be taught to the individual members of the teams. The use of microfiber cloth, use of the different brushes, and use of the abrasives as per the need for cleanliness will be taught to the individuals. Basic wishing features like- ‘good morning, good afternoon, and good evening' must be taught to the team members. Phrases like – 'Do visit again', 'Have a nice day and other complementary wishes will help in the retention of customers on hotel premises. The presentation of the housekeeping staff plays a vital role in the brand name of the hotel. The housekeeping staff needs to have a clear and hygienic uniform. Personal hygiene must be taken care of effectively by the housekeeping staff for the improvement of the new customer base on the hotel premises. Communication lectures and the focus on team-building exercises must be facilitated to the housekeeping staff.  The main aim of this training involves the focus on the diverse description of the activities and the daily targets of the staff of the housekeeping sector. 
	Theme of the day
	     Start Date 
	     End Date
	  Duration (Days)

	Safety training including Fire safety, COSHH, and the health and safety activity
	    29/11/2022
	    12/12/2022
	         14 (3h/day)

	
	
	
	

	
	
	
	



[bookmark: _Hlk119694562]Actions
The main aim of this activity is to introduce the staff to the numerous aspects of fire and health safety within the hotel premises.
[bookmark: _Hlk119694658]Outcome/ Results
Effective understanding of COSHH (Control of Substances Hazardous to Health) training involves the introduction of the different cleaners and chemicals to the housekeeping staff and their uses of the same. Understanding of the Mists, liquids, solids, gases, and the introduction of the fibre will be taught to the staff members. Common principles like prevention, communication, detection, occupant protection, and how to utilise different fire safety measures during an emergency-extinguishment training will be facilitated to the staff members. Emergency guidelines for the staff members will be provided by the managers. The use of first aid and appropriate communication during safety will be taught. Health and safety issues will also be a part of the training; the staff will be trained on how to keep the workplace safe and clean. As a result of the training, the newly recruited staff will remain conscious of their health and safety.  

[bookmark: _Hlk119695889].
	Theme of the day
	     Start Date 
	     End Date
	  Duration (Days)

	Branding and logos for the Hotel Trinity
	    13/12/2022
	    26/12/2022
	         14 (3h/day)

	
	
	
	

	
	
	
	



Actions
The main aim of this activity involves the introduction of the aspects related to the logos and the brand name of Hotel Trinity.
Within this aspect, the hotel managers will take the session of the housekeeping staff in which the discussions and the introduction of the features of the logos and the services of the hotel will be delivered effectively.
Outcome/ Results
The staff will effectively come to know the implications of the logo of the Trinity Hotel and the significance of the logo for the customers. 
The main aim of the training session is to effectively accumulate an understanding of the aspects of the logos and the related concerns for Hotel Trinity. 
.
	Theme of the day
	     Start Date 
	     End Date
	  Duration (Days)

	Monitoring, evaluation and closing the project
	    27/12/2022
	    31/12/2022
	         5 (3h/day)

	
	
	
	

	
	
	
	



It is the final stage of the training where the participant’s improvement and capacity level will be evaluated. Their knowledge and performance will be compared with the set standards or benchmark performance. After effective monitoring, the training session will be closed, and the project will be handed over to the project sponsor.
[bookmark: _Toc119096441]Conclusion 
In conclusion, the training plan is a comprehensive plan to train the staff. The Hotel Trinity is going to arrange a training project for the newly recruited housekeeping management staff to improve their operational and professional expertise. This training plan includes all the activities required for completing the training. It is expected that the training will enhance the diversified level of expertise of the staff who will be employed in practical work soon. Besides, the identification of the activities, a timetable has also been developed to complete the training project within the scheduled period. The training project is expected to begin on November 1, 2022, with an estimated completion date of December 31, 2022. The branding strategies adopted by Hotel Trinity have enabled it to establish itself in the industry as a brand. The hotel provides an excellent level of customer service to its customers and hence the customer satisfaction level is also high. 
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