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[bookmark: _Toc119589913]INTRODUCTION 
	Training and development is stated by the activities as well as procedures which assists the individuals within an organisation to enhance the skills as well as knowledge regarding the work and providing the information as well as instructions related to the company to the personnel. These are essential so as to enhance the operational skills of the employees. The following training plan will provide a plan of training required for the housekeeping staff of 4th Hotel Trinity for the period of eight weeks, several associated and necessary activities related to the training will be provided and discussed in the following training plan. 
[bookmark: _Toc119589914]TRAINING PLAN 
	Week 
	Training requirements
	Activities 
	Tools & Resources
	Performance assessment

	Week 1
	Orientation 
	1 Warm welcome of the new members by the training staff and the management 
2 Introduction to the current staff of the hotel with formal interactions
Introducing the new joinees with the Branding of Hotel Trinity and stating and enlightening them about the logo of the Hotel.
3 Stating the rules as well as regulations of the Hotel and providing information regarding the policies  
     
	1 Audio And Video Presentations will be utilised so as to give introduction of the hotel 
2 Portfolio will be used so as to state the terms and conditions of the job requirements 
3 Rule and policy handbook
4 written materials 
	Written exams and viva will be adopted so as to ensure that all the rules, policies, guidelines and regulations are clearly understood by all the members of the new staff.  

	Week 2
	Introduction to housekeeping services to guests 
	1 introduce the staff regarding all kinds of services provided to guests during the housekeeping 
2 instructing them how to receive and tackle the requests of housekeeping by the guests with the help of practical demonstrations by the current housekeeping staff of the hotel.
3 providing them instructions regarding effective housekeeping practices according to guests’ requirements with the assistance of role play by the housekeeping staff and the management staff.
	1 Lectures regarding the housekeeping activities and procedures 
2 Video lessons so as to give the new staff understanding regarding the adequate behavioural requirement during providing housekeeping services.
3 housekeeping manuals which will be provided to every member of new staff so that they will not forget any important procedure related to housekeeping.  
	1 Written Examination Of All The Rules And Essential Elements Required To Be Followed During Providing The Services. 
2 By Making Observation Checklist When The New Staff Will Be Made To Perform The Activities Regarding Housekeeping Services In A Workplace Simulation.  
3 Viva assessment so as to identify that the procedures are learnt by the staff or not. 

	Week 3
	Training regarding cleaning and preparation of rooms for the guests 
	1 Guidance regarding the essential equipments required for the services and set up of trolleys will be given 
2 training regarding the room access will be provided as well as the timings will be professed 
3 training related to making up the beds, cleaning the rooms, cleaning the trolleys and maintaining cleanliness to all the equipments will be given  
  
	1 visual manual will be utilised to as to give proper knowledge regarding the areas which needs to be cleaned. 
2 lectures and books related to cleanliness maintained in guests’ rooms. 
	1 Portfolio Evidence Will Be Used So As To Identify Whether Or Not All The Essential Instructions Are Followed By The Staff 
2 Written Examinations Will Be Held In Which Questions Related To Cleanliness And Areas Will Be Asked
3 Viva interviews will be taken 

	Week 4
	Training for room attendant and manservant services 
	1 Training associated with providing room attendant services to the guests.
2 Instructions related to displaying and embracing the professional manservant standards  
3 directions associated with taking care of guest properties. 
 
	1 Lectures and lessons associated with guest services.
2 video lessons and module displaying manservant characteristics 
3 manuals of room attendant and information associated with room service, closet, hangers and several clothing provided in hotel rooms.

 
	1 observation checklist will be prepared based on the workplace simulation provided to the staff 
2 portfolio evidence will be made in which the group activities of the new staff will be analysed and marks will be awarded on the basis of that assessment. 

	Week 5
	Training of laundry linen as well as guest clothing  
	1 Training will be provided to the new staff regarding collection of clothes for laundering with the help of practical demonstrations.  
2 guidance regarding the laundering functions by simulating all the required tasks associated with laundering.
3 training for processing the clothing came for the purpose of laundering through practical illustrations 
4 instructions regarding congealment of the clothes and retuning the laundered items   
	1 laundry equipments will be utilised for the purpose of providing actual training to the new staff. 
2 audio-visual tools will be utilised to teach the effective methods of processing the laundry functions. 
3 books and manuals will be used for the purpose of stating the well known methods and procedures associated with the laundering.
4 some apparels and clothing will also be used so as to help staff in the practical demonstrations. 
	1 assessments will be made by making the checklists related to the procedures included in the laundry and marks and ranks will be provided on the basis of completion or fulfilment of the certain steps associated with it.
2 self pace of each of the member of staff will be checked according to the performance in laundering.  

	Week 6
	Training for ensuring cleanliness in the hotel and surroundings and providing necessary equipments associated with such facility  
	1 trainings to the staff will be given regarding the selection of the essential equipments required for maintaining cleanliness
2 training regarding the set up of materials associated with cleaning 
3 guidance regarding the application of appropriate cleaning technique will be provided. 
4 training for identification between the clean areas and wet areas will be professed to staff 
5 appropriate instructions regarding the maintenance and placement of the cleaning equipments as well as chemicals will be provided.    
	1 live demos will be given by the cleaning representatives of the hotel 
2 video lessons will be used so as to provide extensive knowledge regarding the cleanliness within hotel premises. 
3 cleaning tools will be used so as to give practical knowledge of rehearsing the cleanliness activities 

	1 performance assessment of the staff will be made through verifying the cleanliness of the areas provided to the staff for rehearsing the cleanliness procedure. 
2 certain questions will be asked from the staff by professing them into several situations. And the knowledge regarding the cleanliness and associated activities will be verified through it. 
 

	Week 7
	Training related to the safety within the hotel premises
	1 Instructions associated with the safety and security within the premises will be given to the staff with the help of some practical examples 
2 training associated with the fire safety will be provided in which the staff will be trained so as to handle and manage the fire accidents. 
3 training allied with the control of such substances which are hazardous to the health will be provided to the staff. 
4 accident prevention trainings, safety compliance training, emergency response trainings, safety equipments and machinery handling, and chemical hazards trainings will be professed to the staff under it.     
	1 modules will be used in which the significant substances covered under COSHH will be explained, such as – dusts, nanotechnology, fumes, asphyxiating gases, chemicals and other harmful substances. 
2 video lessons will be provided to the staff in which all the possibilities associated with the safety of guests and unnatural accidents will be explained. 
3 mock drill will also be arranged 
4 written modules related to fire safety and health safety will be distributed. 
	1 the performance of the staff in the mock drill will be used
2 observations will be made during the mock drill of each of the staff member 
3 evidences from the practical assessment will be used. 

	Week 8
	Institutional assessment 
	1 training regarding all the above requirements will be rehearsed 
2 guest interactions as well as interactions will be taught 
3 presentation and communication skills will be developed 
	1 housekeeping equipments and tools 
2 video lessons and module 
3 written materials and guidelines 
4 online resources such as journals as well as articles related to etiquette and communication 
	1 evidence from the self pace and simulation will be used to assess the performance of the staff. 


  
[bookmark: _Toc119589915]CONCLUSION 
	A skill development and training plan is provided in the following plan in which the activities associated with the enhancement and development of the skills related with the housekeeping staff is being provided in an comprehensive manner discussing several factors such as requirements associated with the training, nature or type of activities which will be conducted to enhance the skills and providing training to the staff, essential resources which will be utilised to profess training to the new housekeeping staff as well as the procedures which will be adopted so as to assess the performance.  
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