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[bookmark: _Toc119576770]Introduction
[bookmark: _Hlk119546300]A well-invested training programme brings benefits for businesses both now and in the future. This is a great opportunity for staff to learn useful information relevant to their jobs and to acquire useful housekeeping skills that can be applied in a variety of settings. The primary objective of the plan of action is to provide a training programme for new employees that join the Housekeeping Department at the Hotel Trinity. The new housekeeps should gain the necessary information from the training programme. It also involves teaching the new staff useful skills that they may use immediately in the housekeeping department. The overall training programme is expected to take about eight weeks to complete. The training and supervision are both supervised by the housekeeping manager. The employee should be prepared to perform housekeeping duties using the information and abilities acquired during training.
[bookmark: _Toc119576771]

Timetable of Training Activities
[bookmark: _GoBack]It is important to obtain a sense of the day-to-day chores that every housekeeper must accomplish before developing a training programme. Below:
	Task
	Activity

	Entering guest room
	· Keep open the door while working
· Open the curtains and windows to let in some fresh air
· Clean up the place and look for any misplaced items
· Remove used towels and sheets
· Report on the status of maintenance

	Cleaning bathroom
	· Flush the toilet and evenly spray toilet cleaner 
· Replace used towels, washcloths, and toilet paper
· Scrub the sink, vanity, tiles, walls, and doors
· Maintain a spotless bathroom by wiping off the tile, tub, and mirror
· Sanitized and spotless rest room

	Finishing up
	· Replace garbage bags
· Guest room supplies should be replenished, and broken utensils should be replaced
· Vacuum & mop the entire room

	Inspecting & Reporting
	· Report room as 'cleaned' using the TV system
· Report the lost property and minibar products used
· Make the final visual check on standards
· Close windows, switch lights off, leave the room & make sure the door is closed properly.



Good scheduling enables trainees to develop the habits of regularity, punctuality, and focus. Predictability and consistency in development are guaranteed when there are in a disciplined order. It teaches the members to be meticulous in their approach to tasks. The new housekeeping employees at the Hotel Trinity can follow the following eight-week training schedule. Below:
	Stages
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8

	Knowledge Stage
	
	
	
	
	
	
	
	

	Work safety and health
	
	
	
	
	
	
	
	

	Property knowledge
	
	
	
	
	
	
	
	

	Housekeeping cleaning supplies
	
	
	
	
	
	
	
	

	Customer service
	
	
	
	
	
	
	
	

	Practical Knowledge 
	
	
	
	
	
	
	
	

	Housekeeping daily routine
	
	
	
	
	
	
	
	

	Guest room cleaning procedure
	
	
	
	
	
	
	
	

	Time management
	
	
	
	
	
	
	
	

	Follow-up Training
	
	
	
	
	
	
	
	

	Follow-up
	
	
	
	
	
	
	
	

	Evaluation
	
	
	
	
	
	
	
	


Figure: Timetable of training activities for the 8 weeks
[bookmark: _Toc119576772]

Description of the Training Activities
The training procedure for housekeeping is organized into three primary stages, all of which are covered by the activities that form the training. The acquisition of knowledge comes at the beginning of the process. It is the initial stage that serves as preparation for the trainees to obtain an awareness of safety and health in the workplace. It entails providing quality service to customers, as well as monitoring the security of the properties and providing necessary cleaning materials. Then, the practical training portion relates to the daily routine of housekeeping, the method for cleaning guest rooms, and the aspect of the job that involves managing one's time effectively. After the training has been finished, the trainer will evaluate the performance of the trainee by following up with them and evaluating how well they have retained the information.
Knowledge Stage: The importance of teaching participants how to keep themselves and others safe on the job is emphasised throughout housekeeping training programmes. Their compliance with the policies and procedures stated in the job description is essential to ensuring that the hotel's staff and guests are always kept safe. The trainee should be provided with an in-depth explanation of the hotel's safety and security protocols to secure both the security of the property and the satisfaction of the hotel's guests.
Practical Knowledge: The trainee will then shift into the typical duties of a housekeeper as the next step of the training. Because of this understanding, the trainee will be able to better organise their shift as well as the time they spend cleaning. Housekeepers are responsible for a variety of duties, the most important of which is the cleaning of guest rooms; however, this process calls for extra focus. The adherence of housekeepers to defined cleaning standards helps to create a pleasant atmosphere for guests. These protocols ensure that guests receive the highest possible level of service while they are staying at the property. Finally, anyone working in housekeeping needs to be able to efficiently manage their own time. This is a necessary talent. A housekeeper needs to have the capacity to get things done on time.
Follow-up Training: The effectiveness of any training programme is directly proportional to the level of care taken during the phases of follow-up and evaluation. The supervisors have access to a variety of resources that allow them to monitor and evaluate the job performed by freshly trained housekeepers both during and after the initial orientation that they receive. It is important to consider the new housekeeper's demeanour, as well as her performance, as well as the feedback provided by both management and hotel customers. The student will be able to know what steps to take to ensure that the quality of his or her work is up to par in this way.
[bookmark: _Toc119576773]

Safety Training
The likelihood of suffering from an illness or accident while working as a housekeeper is significantly higher than the national average. The management and the staff of the department are going to have to collaborate to make sure that the hotel has a safe working environment. Every manager of a department is responsible for monitoring the health and safety of the workplace and providing employees with instructions on what to do in the case of an unexpected occurrence or accident. The culture and the policies of the hotel are both reflective of the fact that there is a significant emphasis placed on safety in the workplace. However, before the safety training programme can be put into action, all the members of the team need to first demonstrate a commitment to participating in it.
The management of the hotel is the party responsible for ensuring that the housekeepers receive the appropriate training in matters of health and safety. In addition to that, the employees of the department need to be managed and given printed regulations, instructional materials, and recommendations. The housekeeping safety laws require a variety of different skill sets, including knowledge of first aid, the correct way to use cleaning chemicals, and fire safety, among other things. Participants in the training programme will acquire the expertise and information necessary to carry out their obligations and responsibilities in a safe manner because of participating in the programme.
The supervisor of the housekeepers is the one who is accountable for ensuring that all staff adhere to the safety regulations established by the firm. Repeated observations are used as a method for determining how successfully workers do their assigned tasks. Keep in mind that the policy ought to be revised regularly to consider any changes that may occur in the working environment as well as any aspects that the policy does not favourably affect. Taking into consideration these problems, the policies governing workplace safety and occupational health need to be assessed and amended.
[bookmark: _Toc119576774]

Conclusion 
The primary finding of this report is that the intended outcome, the development of a strategy for a new housekeeper training programme, has been completed. The action plan is being implemented with the new housekeeping staff at Hotel Trinity, and it may be adaptable to other lodging establishments of comparable size and setting. The entire training programme is grounded in practical data to better the hotel's housekeeping staff. Eight weeks was used as a benchmark for the program's primary components. This training curriculum could be a useful resource for hotels' housekeeping staff. The results for the hotel's bottom line are thereby enhanced. This procedure could serve as a model for creating a hotel-wide training programme. Changing the procedure to accommodate new facilities is strongly suggested. More work needs to be done to refine the results so that they can be used in other types of lodging enterprises, but this is possible.
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