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Training development program from new housekeeping staff


Introduction
 	An induction is essential to ensure all new Team Members understand the really important information when joining our business. To ensure this from the first day The housekeeping manager under the guidance and discussion with the Trinity Hotel general manager developed these 8 weeks training program for the new workers in the Housekeeping Department of Trinity Hotel. 
Trinity Hotel is a 4-star commercial hotel, medium-sized, thus the organizational structure of the housekeeping department is relatively simple. The housekeeping department is headed by an executive housekeeper. The executive housekeeper reports to the General Manager regularly. Understanding of the different roles and duties of the housekeeping staff, familiarise the new employees with the housekeeping accessories and equipment, learn about the objectives of housekeeping and familiarise the staff with the housekeeping check list, improve the employee work performance, reduce the incidence of accidents, improving work standards and quality are the main goals of this training program. 
Once this guidance is completed and signed it must be stored in the Team Member Personal File where is a detachable page where you can detail specific information.
	
	  
           
Training activity
	
Facilities, tools,
and equipment
	
Date 
& Time
	
 Developed   skills
	
Mode of training

	Week I
	
	
	
	
	

	

Critical Day one information
	· Tour of the building
· Health & Safety 
· Fire & Evacuation Procedures
· Working time policy
· Team member
Questionnaire
	
Audio-visual equipment
Hotel policies
Low

	7
Nov/
11
Nov
2022



9AM -2PM

	°Ability to follow a prescribed routine
°Health and safety skills 
°Fire protocol skills
° Safety skills
	
Presentation
Film viewing
Lecture


	Week II
	
	
	
	
	

	
Team member appearance and behaviour
	· Employee obligation and attitude
· Dress code
· Personal development
· Aggressive behaviour
· Worker motivation and satisfaction
	
Audio-visual equipment
Hotel policies and low
	14
Nov/
18
Nov
2022



9AM –
2PM
	° Self-discipline skills
°Communication skills 
° Ability to work in a team
	
Lecture
Film viewing
Presentation

	Week III
	
	
	
	
	

	Manual cleaning accessories and mechanical equipment’s

	· Cleaning cloths
· Mops
· Window squeegees
· Brushes
· Cleaning bucket
· Vacuum cleaners
· Dishwasher
· Floor polishing machines
	
Housekeeping equipment essential
Manual cleaning accessories
Audio-visual equipment

	21
Nov/
25
Nov
2022


9AM –
2PM
	°Cleaning skills
°Use of equipment and products skills
°Knowledge of cleaning procedures and materials
	

Film viewing
Presentation
Practical

	Week IV
	
	
	
	
	

	Clean and prepare rooms for guests


	· Housekeeping cleaning equipment
· Housekeeping chemicals
· Set up beds
· Bed Bugs
· Guestrooms cleaning procedures
· Cleaning and storage of the trolleys

	Full prepared guest rooms
Housekeeping storage areas
Housekeeping equipment essential for room cleaning
Audio-visual equipment
	28
Nov/
2
Dec
2022



9AM –
2PM
	°Knowledge of cleaning procedures and materials 
° Daily and deep cleaning skills
° Use of equipment
° Attention to details
° Time management skills
	
Practical demonstration
Role play
Film viewing
Lecture

	Week V
	
	
	
	
	

	Clean public areas, facilities, and equipment

	· Select and set up the equipment and materials
· Maintain the store cleaning equipment and technique
· Clean and dry wet areas
	Audio-visual equipment
Hotel workplace location
Cleaning agents
Equipment and tools

	5
Dec/
9
Dec
2022


9AM –
2PM
	° Guest Etiquette and Interaction skills
° Cleaning skills
°Use of equipment
° Attention to details
 ° Dusting and polishing skills
° Multitask skills
	Practical demonstration
Role play
Film viewing
Lecture

	Week VI
	
	
	
	
	

	
Laundry, lien, and guest clothes

	· Collect laundry
· Execute laundering task
· Damaged Laundry
· Return laundering
· Laundry discrepancy

	Variety of lien and clothing items
Laundry chemical
Laundry apparatus
Audio-visual equipment
	12
Dec/
16
Dec


9AM –
2PM
	° Refine and organizational skills
° Attention to details 
° Clothes loundering and ironing skills
	Practical
Film viewing
Lecture

	Week VII
	
	
	
	
	

	Provide valet/butler service to guest
	· Display qualified valet standards
· Care for guest property
· Mini-Bar Consumption Checking
· Mini-Bar daily replenishment
	Workplace location
Audio-visual equipment
	19
Dec/
23
Dec
2022

9AM –
2PM
	°Refine and organizational skills
° Attention to details
	Film viewing
Lecture

	Week VII
	
	
	
	
	

	

Deal with 
Threats
	· Chemical Safety
· Strip, Tips, and falls
· Personal Safety
· Footwear Policy
· Drug awareness
· Training record form for server of alcohol
· In the event of a Gas Leak 
· In the event of Bomb Threat
	Audio-visual equipment
Hotel policies
Low
	26
Dec/
30
Dec
2022



9AM –
2PM
	° Identifying hidden hazards 
° Visual hazard communication
° calm, patient, and assertive skills
° conflict management 

	Film viewing
Lecture







	

	Evaluation
	
	
	
	
	



Procedures:
Week I 
Fire evacuation. Inspection and tests. Types of fire extinguishers. Evacuation of disabled guests. Health and Safety at Work Act 1974. Risk and accident assessment. Reporting procedures. 
Week II 
Uniform cleaning, uniform inspection, uniform repair book, sewing mending, rewashing. Interaction with guests. Grate the guests with smile and in a clear voice. Make eye contact, stand straight, let the guest go first. Use guest name if possible.
Week III 
Rinse wet mops in cold water after use. Soak dry mops in water containing detergent for few hours. Remove hairs and lint. Remove dust and fluff after using brooms and brushes. Wash sponges with soap and water and rinse thoroughly in cold water. 
Week IV 
Entering to the guest rooms, strip the room, re-arrange the bed, and arrange every item accordingly. Clean up the bathroom. Rearrange all items in the room. Vacuum the carpet. Make sure the air-condition is set to standard. Spray the room. Final check of the room.  
Week V 
Cleaning Lobby area: cleaning plant containers, cleaning wall surfaces, cleaning pictures frames, cleaning furniture, cleaning entrance door, periodic deep cleaning to AC ventilation, carpet, venetian blinds, and curtains. Cleaning public area toilets: flush toilets and squirt cleaner inside. Scrub, clean and flush the toilet. Cleaning of the washbasins. Cleaning the doors. Cleaning he walls and the floor.
Week VI
Identifying the type of linen. Linen pack sizes. Correct moving of linen. Packing the laundry checking laundry list. Checking the laundry piece by piece. Counting the items. Checking damage areas. Filling the guest laundry control sheet properly. Delivering the laundry back to the guest room. 
Week VII 
Draw the mini bar check and replacement. Bring to the Housekeeping office the posted or the un-posted mini-bar bills. 
Week VIII 
[bookmark: _Hlk119483845]First aid kit. Body fluid Kit. Eye wash kit. Basic life support – CPR. Sexual exploitation. Labour exploitations. Worming signs of sexual exploitation. Antisocial behaviour. Terrorist attack. 
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