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LV4 PLACEMENT – STUDENT JOURNEY PLAN

This Student Journey Map is devised to provide Operational Training and Practical Knowledge in order to successfully support your placement. You will engage in all mandatory tasks to ensure full completion by the end of the department (4 Week) rotation (Front of House (3) Weeks & Housekeeping (1) Week). Please ensure you always keep your Journey Plan with you (As you would an Assignment) and tasks are signed off by the department manager/supervisor upon their completion. 

	Student Name:


	Department: 
Housekeeping 
	Manager:




Welcome to the Housekeeping section of your placement. You will be required to complete a minimum of 16 hours, which will be achieved by working (2) 6 Hour Weekday Shifts and (1) 4 Hour Weekend Shift.

All students are scheduled into a weekly Housekeeping Rota that is emailed to the Student; University and HR Department. You are required to attend all scheduled shifts and follow the attendance policy in the event you cannot attend a scheduled shift. 

The Housekeeping Manager/Supervisor will meet with you at the start of your rotation in Housekeeping and discuss shift expectations during your Housekeeping Training Week. 

In order for you to achieve the most out of the Training & Knowledge delivered to you on placement, engagement in the variety of shift patterns is mandatory and will allow you to achieve a greater understanding of the diversity of the Hotel Operation:

· Morning – Weekday 
· Evening – Weekday  
· Weekend

You will be awarded with 5 Credits (25 points) for completion of all Housekeeping tasks listed on your Journey Plan. Although all tasks completed will provide you with an overview of the task, you will be awarded extra points for additional training on specific duties to gain further understanding and expertise. 

For Example, you will work a minimum of (16) hours for (1) week and complete the list of mandatory tasks required to achieve the (5) Module Credits for Housekeeping. 

If you work (1) additional Housekeeping Shift on Sunday 11am-3pm, you will receive (6) points and will award you with 31 points for your Housekeeping rotation. 

During the LV4 Placement, the student with the highest points awarded for the Journey Plan; Performance Review and Nomination by the Department Manager (which carries 10 points) will be eligible to win the Marriott Manager’s Award.



Please organise appointments with the Housekeeping Manager/Supervisors to discuss your Journey Plan; Shifts & Rotas and additional training once all mandatory tasks are completed.  It is your responsibility to ensure you are being scheduled according to the completion of tasks listed on your Journey Plan. 

Documentation Required for your Placement:

Completed Daily/Weekly:

1) The Journey Plan – Students are responsible for ensuring the Journey Plan is monitored and coordinate with Shift Supervisors for completion of all required tasks. Housekeeping Manager/Supervisor signs off tasks once they are being completed.
2) Learning Log – Students are responsible for weekly completion and upload to Moodle by Monday 9am for previous week worked. Course Tutor will review prior to property visit. 

Completed at the End of the Rotation:

1) Department Review – Student to arrange an appointment with the Housekeeping Manager to complete their Department Review upon completion of the Housekeeping rotation. 

Schedule for the Housekeeping Rotation

· Mandatory (1) Week
· Minimum (16) Hours 
· Inclusive of a Variety of Shift Patterns

To be completed Weekly by Student and Housekeeping Manager/Supervisor
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	Student Schedule 

	Include Dates 
&
 Hours Worked 
	Student 
Signature
	Manager / Supervisor Signature

	Week One 
	

	
	

	
	

	
	

	Shift Patterns 

	Include Dates 
Hours Worked
 
	Student
Signature
	Manager / Supervisor Signature

	Weekday Morning 7am-1pm

	
	
	

	Weekday Evening 12pm-6pm

	
	
	

	Weekend 11am-3pm

	
	
	





Housekeeping Placement - Specific Training & Tasks
Traffic Light System of progressive expertise. Extra Points are only given if they are reflected in the box.
Red Zone Tasks – Introductory 
Orange Zone Tasks – Intermediate
Green Zone Tasks – In-depth 

	
Introductory
	Date 
Completed 
	Student 
Signature 
	Supervisor 
Signature 
	Extra Points 
to be Awarded
	Student Extra Points 
	Student Signature
	Supervisor
Signature


	Red
Zone
	
	
	
	
	
	
	

	Introduction to Housekeeping  
	
	

	
	
	
	
	

	Housekeeping Marriott Brand Standards:
-Guest Access 
-Lost Key
-Do Not Disturb
-No Service
-Late Checkout
-Lost & Found
-Linen Re-use 
	
	
	
	
1
	
	
	

	Explanation:
Housekeeping Checklist 
	
	
	
	1
	
	
	

	Explanation: 
Room Allocations
	
	

	
	1
	
	
	

	Training:
Housekeeping Trolley (Stock)
	
	

	
	1
	
	
	

	Linen Room Procedures
	
	
	
	1
	
	
	

	Guest Amenities:
-Bathroom
-Coffee/Tea Standard
-Notepad/Pen
-Bible
-TV & Channels
-Phone
-Lighting
-Iron/Board
-Hairdryer
-Heat/AC 
	
	

	
	
	
	
	

	
Intermediate
	Date 
Completed 
	Student Signature 
	Supervisor 
Signature
	Extra points 
to be awarded
	Student Extra Points
	Student 
Signature
	Supervisor 
Signature 

	Orange Zone
	
	
	
	
	
	
	

	Explanation:
Marriott Bonvoy Benefits
	
	
	
	
	
	
	

	Towel Folding Training 
	
	
	
	2
	
	
	

	Towel Art Training
	
	
	
	2
	
	
	

	Lobby Cleaning 
-Reception
-Toilets
	
	
	
	2
	
	
	

	Guest Room Corridor Cleaning
	
	
	
	2
	
	
	

	Linen Distribution Training
	
	
	
	2
	
	
	

	General Clean
-Guest Room Bathroom
	
	
	
	2
	
	
	

	General Clean
-Bedroom  
	
	
	
	2
	
	
	

	Clear Chute and assemble in Cages
	
	
	
	2
	
	
	

	Bed Making Training 
	
	
	
	2
	
	
	

	Toilet Checks (Hourly)
	
	
	
	2
	
	
	

	Explanation:
-Guest Laundry
-Staff Landry
-Chef’s Wear  
	
	
	
	2
	
	
	

	Explanation:
-Opening
-Closing
Procedures  
	
	
	
	2
	
	
	

	Shift Worked 
7am-1pm Weekday 
	
	
	
	2
	
	
	

	Shift Worked
12pm-6pm
Weekday
	
	
	
	3
	
	
	

	
In-Depth
	Date 
Completed

	Student 
Signature
	Supervisor 
Signature
	Extra Points 
to be Awarded
	Student Extra Points
	Student Signature
	Supervisor
Signature


	Green Zone 
	
	
	
	
	
	
	

	Demonstrate (1) Bedroom Clean to Brand Standard   
	
	
	
	
3
	
	
	

	Demonstrate (1) Bathroom Clean to Brand Standard 
	
	
	
	3
	
	
	

	Demonstrate (1) Checklist Independent 
	
	
	
	3
	
	
	

	Demonstrate (1) Corridor Clean 
	
	
	
	3
	
	
	

	Demonstrate Understanding: Housekeeping Brand Standards for 
-Guest Room Access
-Key Control
-Lost & Found
-DND
-No Service
-Linen Re-Use & Sustainability

	
	
	
	
	
	
	

	Demonstrate (1) Towel Art 

	
	
	
	3
	
	
	

	Shift Worked
Weekend 
11am-3pm 

	
	
	
	6 
Sunday
	
	
	

	All Tasks Completed
(25 points)

	
	
	
	
	
	
	

	Total Extra Points

	
	
	
	
	
	
	

	Grand Total Points 

	
	
	
	
	
	
	





The Student Journey Housekeeping Performance Review
 
	Performance Level Rating
 
	 
	
	
	

	K = 4 
	Key Contributor 

Performance that clearly sets the standard of excellence is far beyond the job expectation

	
	
	

	SP = 3 
	Strong Performer 

Performance that consistently meets the standards of expectation

	
	
	

	P = 2
	Solid Performer 

Performance that meets the majority of job expectations

	
	
	

	U = 1
	Under Performer 

Performance that does not meet job expectation standards

	
	
	

	Areas of Competency 



	Rating 
	Points 
	Comments
	Manager / Supervisor Signature

	Hospitality:
The degree to which the student smiles and greets guests; communicates with guests; shows warmth and enthusiasm; demonstrates flexibility; anticipates guest needs and takes ownership of guest relations, including problems and service requirements.




	
	
	
	

	Teamwork:
The degree to which the student plays a positive role in the department; cooperates with others; willingness to take on extra tasks; help where needed with enthusiasm and uses own initiative to complete the tasks. 
	
	
	
	

	Quality and Quantity of Work:
The degree of consistency the student demonstrates in monitoring the progression of the Journey Plan for timely & accurate completion; obtaining the additional points for further training & expertise. Student seeks guidance to work efficiently and effectively in all areas as required and to acceptable standard. Exhibits reliability to carry out instruction; flexible and timely in reporting for shifts.
	
	
	
	

	Communication:
The Student attends all departmental training and meetings; demonstrating good listening skills for instructions; shares information with team members; exercises proper call off procedures in the event of failure to report for duty and communicates well with guests and all work colleagues. 

Total Points
	
	












	




	
	



Student Signature:            __________________________________


Manager Signature:           __________________________________


HR Manager:                    __________________________________


Completion Date:              __________________________________
Marriott Placement - LV4 Learning Log 

	Student Name:


	Department:
	
	Week: 
	Dates:




	Work Undertaken: 














	Self-Appraisal:














	Strengths:















	Weaknesses:










	Lost Opportunities:











	[bookmark: _Hlk28956365]Plans for Next Week:
















	Student Signature:


__________________________________


Date:

_________________________________
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  1       LV 4   PLACEMENT   –   STUDENT JOURNEY  PLAN     This  Student Journey Map  is devised to provide  Operational T raining   and  P ractical  K nowledge in order to  successfully support your placement . You will engage in all mandatory tasks to ensure full completion by  the end of the department (4  W eek) rotation   (Front of House (3) Weeks & Housekeeping (1) Week) .  Please ensure you always keep your  J ourney  Plan   with you  (As you would an Assignment)  and tasks are  signed off by the department manager/supervisor upon their completion.     

Student  Name:      Department:     Housekeeping    Manager :    

  Welcome to the  Housekeeping   section of your placement.  You will be required to complete   a  minimum   of   16 hours ,   which   will   be achieved  by working  (2) 6 Hour Weekday S hifts   and  (1)   4 Hour Weekend  Shift .     All students are scheduled   into a weekly  Housekeeping   Rota that is emailed to the Student; University and  HR Department. You are required to attend all scheduled sh ifts and follow the attendance policy in the  event you cannot attend a scheduled shift.      The  Housekeeping  Manager / Supervisor   will meet with you at the start of your rotation in  Housekeeping   and discuss shift expectations  during your Housekeeping Training  Week.      In order for you to achieve the most out  of  the  Training & Knowledge   delivered to you on placement,  engagement in the variety of shift patterns is mandatory and will allow you to achieve a greater  understanding of the diversity of the Hotel Operation :     -   Morning  –   Weekday     -   Evening  –   Weekday      -   Weekend     You will be awarded wit h  5   C redits  ( 25   points)  for completion of all  Housekeeping   tasks   listed on your  Journey  Plan .  Although a ll tasks completed   will  provide you with a n   overview of the task , you will be  awarded  extra  points for  additional  training on specific  duties to gain fu rther understanding and expertise.      For Example,  you   will work a minimum of (16 )   hours for ( 1 ) week and   complete the list of mandatory tasks  required  to achieve the  ( 5 ) M odule  C redits for   Housekeeping .      If you work (1) additional  Housekeeping  Shift on   Sunday 11am - 3pm , you will receive ( 6 ) points and  will  award you with  31   points for your  Housekeeping   rotation.       During the LV4 Placement, t he student with the highest points  awarded  for the Journey Plan ;  Performance Review  and Nomination by the Department Manager (which carries 10 points)  will   be eligible to win   the  Marriott  Manager’s Award.    

