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      HOUSEKEEPING    
    Induction Week Guide

The project development plan includes the organized planning structure of an organization, which comprise of all related variables that blend with the planned projects including managing tasks, deciding budget structure, etc. (Gardiner, 2017) The training plan will take the new starter through first 8 weeks in detail and explain what is expected from the staff member within first 40 shifts to ensure that is fully inducted into the new role.
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	Week
	Training Activities

	1st Week – 
	· Tour of the building to ensure that the new starter is aware about the Fire Assembly Point, fire Escape Routes, Fire Alarm Panel, Location of water, gas and electricity Shut Off Points.
·  Handing uniform and explain uniform standards (black trousers and shoes (no jewellery) and hand out Micros Key 
· Introduction to the Team
· Explain Management Structure (Who is who)
· Prepare two weeks schedule
· Introduction to Academy Online (Log in to Academy Online and give an overview, explaining core, optional and expert training for role and how visual verifications will support online learning)
· Clocking Machine (explain how to clock in/out) 
·  Introduction to Cleaning Routine and demonstration (clear explaining and showing how and why is important)
· Preparing trolley (tools, clothes, and products to do the job) 
· Linen Rooms to be shown (also the way how linen and towels getting stocked on the shelfs) 
· Reject Linen (when linen is rejected and where is going)
· Room Brand Standards explained and shown
· Room Allocation Sheet (targets, timing explained)
· Rubbish/Recyclable Disposal
· Perfect King Bed (demonstration)
· Perfect Sofa bed (demonstration)
· Perfect Cot (demonstration)
· Showing additional tools such a Super Mop, High Level Duster
· Hoover Maintenance (Filters and Changing bags)
· explain and show the difference between Departs and Makes
· Washing Machine and Dryer use (explain washing temperatures and measurements)
· code of conduct rules explained
· Always with the buddy

	2nd Week -
	· Sorting linen
· Turning a mattress (how and why is important do it)
· Full room cleaning demonstration and step by step explained and products used to show (yellow clothes for toilets, red clothes for sink and bath and mirror, blue clothes for furniture) 
· Cleaning a room to standard in 40 mins under supervision
· New starters need to be able confidently to explain the Cleaning Routines.
· Always with the buddy

	3rd Week -
	· To be observed whilst preparing the trolley (clothes, products, brush, mop)
· Cleaning a room to standard in 35 mins (asking for support if needed) 
· Ensure that at the end of shift all tools and trolleys are taken back to dedicated area.
· Always with the buddy

	4th Week -
	
· Chemical Safety (hazardous substances labelled corrosive, irritant, harmful, toxic, or very toxic should only be used when training has been given) 
· COSHH (Control of Substances hazardous to Health) is the law that requires to control substances that are hazardous to health.
· Handling food (sometimes it can be required to take food or drinks into the guest room)
· Allergy Awareness (when taking food to the guest room need to make sure that hands are washed before and until the task is fully filled do not touch any other food/substances)
· Demonstration of the dish/plates taken from the kitchen to the guest room (designated trays, trolleys) how knocking at the door and place the plate on the guest table
· Instructed to be subtle, to not look curious around the guest room whilst in, for the guest privacy.
· Under buddy supervision.

	5th Week -
	· Reception Cleaning -explaining times when this task can be completed (between 10am -1pm and during night shift at any time after 11pm)
· Demonstrate a full cleaning of Reception Area (doors, handles, windows, carpet, floor, desks)
· The Self Check-In Area (Kiosk) respective touch screens needs to be sanitised as many times as possible after 3pm.
· Cleaning a room to standard in 30 mins.

	6th Week -
	· Conduct requirements – approachable always, polite, discreet, ready to help and avoid using words like ‘’ I don’t know, no, is not possible’’ as we always can find the best way to meet guest needs.
· ‘’Lost and found’’ policy – in case guest losing or leaving something in the room we have a designated person on every shift which can label and pack the item and store them safely (need to be aware who oversees this on the shift and know to give instructions to the guest)

	7th Week – 
	· Services awareness – as becoming more and more independent and not followed by the buddy need to be able to answer guest questions in case, they are asking:
· Spa& Wellness, Massage, Jacuzzi (area, opening times)
·  Gym (area, opening times)
· Restaurant (area, specific times for breakfast, lunch, and dinner)
Cleaning designated to staff areas - Canteen, rest room (the rota with the task can be found in the Canteen)
· Management Offices cleaning (always to be done before 8 am daily)


	8th Week – 
	· Full review and feedback on completing daily routine and tasks 
· Q&A Session with the Housekeeping Manager
· Housekeeping visual verification signs off
· First aid course and Fire Warden course (if applicable)- 2 staff trained always needed in the building.
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