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Introduction
Welcome to the Hotel Trinity! We are excited to have you on board as part of our housekeeping team. As part of your induction process, you will be completing an 8-week training program. This program has been designed to give you the skills and knowledge you need to be a successful member of our team. Each week you will complete a series of tasks and activities and attend theoretical and practical training sessions. At the end of each week, you will be assessed on your progress and given feedback. We are committed to supporting you through your training and development and hope you enjoy your time with us. Thank you for choosing to join the Hotel Trinity team.











Housekeeping Team Member Development Plan for Hotel Trinity
	Week
	Training Activities
	Discussion of the Training Activities

	Week 1
	Welcoming the team






Introduction to the hotel
	Welcome the team members to Hotel Trinity
Congratulating the team for making it to work with the four-star hotel
Introduce the eight-week program
Introduction to the hotel, its facilities and services, and health and safety induction. 
Introduction to the housekeeping department, its structure, and the other team members. 
Giving an overview of the housekeeping department’s daily operations 

	Week 2
	Practical training on how to use all housekeeping equipment
	Practical training on how to use all housekeeping equipment.
Practical training on how to clean all areas of the hotel
Practical training on how to make beds and how to deal with guest queries and requests 

	Week 3
	Practical training on how to use the laundry facilities



Training on safety in the workplace
	Practical training on how to use the laundry facilities
How to iron
How to deal with lost property
How to deal with guest complaints
Trained on safety in the workplace, including fire safety.
Informed on the fire exits and the evacuation plan. 
Trained to use a fire extinguisher. 
A fire drill is conducted regularly, so everyone knows what to do in a fire.

	Week 4
	Training on safety in the workplace








Practical training on how to use the cleaning schedule
	When it comes to COSHH, employees are trained on how to handle hazardous materials safely. 
This includes knowing how to store and dispose of hazardous materials properly. 
Informed on the signs and symptoms of exposure to hazardous materials.
Regarding health and safety, employees need to be aware of the risks associated with their job. 
They are informed on how to perform their job tasks safely. 
They are also trained on the signs and symptoms of job-related injuries and illnesses.
Trained on how to use the cleaning schedule
How to prioritize tasks
How to deal with guests in a professional manner

	Week 5
	Practical training on how to restock supplies
	Practical training on how to restock supplies
How to deep clean
How to deal with special requests 

	Week 6
	Practical training on how to deal with guest requests for early check-in/late check-out
	Practical training on how to deal with guest requests for early check-in/late check-out 
How to upsell hotel services

	Week 7
	Practical training on how to deal with guest requests for special services
	Trained on how to deal with guest requests for special services and VIP guests 

	Week 8
	Review of all training covered
	Concentrate on a review of all training covered. 
Through assessment of team members’ understanding and ability to perform all tasks to the required standard, setting of individual goals and targets for continued development



The Hotel trinity can be identified using the following logo:
                                                     T H	
          	   	THE HOTEL TRINITY
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