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HOUSEKEEPING TEAM MEMBER DEVELOPMENT PLAN

Welcome, dear Joana Wynne.	
The opportunity of working in the Housekeeping Department at 4* Hotel Trinity has been awarded to you. We are happy that you are going to be joining our team here. Before getting to your assigned duties, you will be going through eight weeks of the orientation program. During this period, you will receive instructions and training on carrying out your duties. You will have a tour of the 4* Trinity Hotel, and you will be shown all areas. You will learn more about the entire hotel’s operations. You will be trained on how to undertake all the tasks associated with housekeeping. You will also take fire safety, COSHH, health and safety training and all other necessary training. The hotel has an open-door policy that allows you to ask any question in case you need answers. Welcome. 
Below is a timetable for the training activities you will be going through:

	Week
	Activity
	Description

	
1
	Quality Guest Service
	Quality guest service is delivering high-standard services to customers consistently. The aim is to meet guests' expectations and exceed them. It deals with providing services that will not only be delightful but will leave a lifetime mark of quality in the minds of all guests. In this section, the housekeeper should ensure that the hotel is clean and conducive and that all the guests' needs are met in terms of cleanliness. The tables, chairs, floor, walls, and all equipment in the room must be kept spotless. They should learn how to be good listeners as guests communicate their needs to them, paying keen attention to details and being trustworthy in their work, for they have access to all rooms in the hotel.



	2
	Being a team member, working in harmony with co-workers and those from other departments.

	Training housekeepers on how to have the best attitude towards other workers and towards the customers. It is to train housekeepers o being aware of relationships in the workplace like colleagues, clients, and the employer. In training, the new member will learn to be respectful to all people. The virtues of cooperation, sociability, respect, and responsibility will be instilled during the week. Being sensitive and respectful to the differences like race, culture and religion between co-workers, customers and employers will be learnt. Lessons on being approachable, friendly, and considerate will be instilled.


	3
	Manual cleaning supplies

	The housekeeper should be in a position to choose the right cleaning supplies for good standards of cleanliness within the hotel. It is important to select well to reduce contamination, allergies, and infections within the hotel setup. During the week, new employees are trained to use manual cleaning accessories. Cleaning cloths are for wiping surfaces to make sure that dirt is collected. Surfaces with tacky and loose dirt need the use of cleaning cloths. They learn the frequency of changing cleaning cloths in the rooms and proper cleaning. Mops are for wet floors and can be used to clean leftover dust after using vacuum cleaners. Window wipes are for cleaning bath glasses, mirrors, bathroom walls, sinks and doors. Brushes are to be used to clean stubborn stains and tacky dirt in bathrooms and corners.


	4
	Mechanical cleaning equipment
	The company uses various mechanical cleaning equipment and is of great help to the housekeepers. Vacuum cleaners are good for carpets, hard floors, cars and stairs. They are used to reach places that are hard to reach, like ceiling ventilation. Floor polishing machines keep the floor polished, especially if it gets dusty quickly. It gives the floor a shine. Washing machines are for linens in the hotel, and the clothes dryers remove moisture from the clothes making the drying process fast. Dishwashers are used in the hotel to clean spoons, mugs, and glasses from guest rooms. Ozone guns and generators refresh rooms with an awful smell after guests reside there.


	5
	Chemicals used in housekeeping

	Chemicals in the hotel are used to disinfect furniture or surfaces. They can be used to clean surfaces and also kill dangerous micro-organisms. The week's training helps new team members differentiate what specific chemicals are for and use them practically.


	6
	Fire safety
	In case of a fire within the hotel, the fire alarm goes on. Everyone should walk out through the nearest exit to the fire assembly point. People should not run because that causes accidents. The names of all people should be noted as present or absent to see who may be stuck inside. The housekeepers should always ensure they keep their work tools from the exits or obscure fire extinguishers. All electric points should be switched off immediately. Nobody should use a fire extinguisher without having gone through training for different fire sources require different types of fire extinguishers. The week's training focuses on how to deal with fire and training on different fire extinguishers.


	7
	Control of substances Hazardous to Health
	Control of substances Hazardous to Health is training on discovering the health hazards, how to prevent them, how to control them and how to reduce harm to health. The training is to ensure that the controls are used very strictly in the working space of the hotel.


	8
	Health and safety
	Housekeepers are to ensure that all the things they use are properly kept avoiding their causes of danger. Some chemicals used in housekeeping activities are dangerous when misused and can cause an unsafe environment. When the working equipment is kept in the wrong places, they are unsafe for the people working in the hotel or being served.
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