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Introduction for the new team members
	I would like to WELCOME our new team members who chose to join us, the lovely family of Trinity City Hotel, the beautiful place where we always care about our happiness and the happiness of others.
	Trinity City Hotel is an iconic 4 star hotel in Central London, a place where guests' expectations and employee involvement have been harmoniously intertwined for more than 30 years. In the 220 wonderful rooms we have, our guests always find the comfort and pleasure of feeling at home. That is why we always try to offer the best service and give them the chance of an unforgettable experience. In order for our guests to feel part of our family and to be able to offer them the chance to visit London as much as possible, Trinity City Hotel offers them 15% off if they choose to stay with us 3 nights or more (TrinityCityHotel, 2023).
	At the same time, our company is one where guests and employees are equally valuable to us. Teamwork, attention to detail, involvement in the daily routine and the opportunity to promote and develop a successful career are things we believe in and promote. That is why We Missed You all the while you haven't been here with us.

Induction process for new housekeeping team members
The induction process will take place for a period of 8 weeks. The participants in this activity will be the maids (room attendants), porters and cleaners from the public area. It will be aimed at knowing the operating procedures, the safety procedures, as well as putting into practice the best service standard.


Training program for new housekeeping staff
	WEEK 1
	

	Training:
	Company culture and behavior

	
	· hotel vision – We Always Care (www.royallancaster.com, 2023)
· hotel values – being engaged in heart and mind, provide exceptional hospitality experience, performance, acknowledge success and environmental friendly



	WEEK 2
	

	Training:
	Personal appearance/grooming standard

	
	· full uniform to be worn on duty, clean and ironed
· shoes must be black, flat and in good condition
· name badge with your own name to be worn all time
· long hair clean and caught in the bun, shaving daily (for men)
· no visible tattoos



	WEEK 3
	

	Training:
	Emergency situations (Fire Safety)

	
	· identify fire hazards (candles, cigarettes, cooking equipment, faulty electrical equipment)
· fire prevention measures (fire risk-assessment, fire evacuation drills, clear fire instructions, fire-fighting equipment, alarms, emergency lights and smoke detectors).
· action – how you will be warned, what you should do/not do, evacuation, identification of escape routes, any electrical equipment and power supplies OFF (fireco.uk, 2018)



	WEEK 4
	

	Training:
	Lost and Found/Lost Propery

	
	· items identification value – personal data/high risk (passport, credit or debit card), high value (jewellery, mobile phone, laptop), low value (cloths, books, USB sticks) (www.warwick.ac.uk, 2022)
· procedure – description of the item found, location or room number, guest name (if known), then pass it to the manager
· time – lost property will be keep safety for 3 months (low value) or 6 months (high value).



	WEEK 5
	

	Training:
	Health and Safety/Avoid accidents

	
	· never leave electrical equipment unattendant
· ensure all routes are kept clear of obstruction
· place hazard warning sign where works are in progress
· report any potential hazard immediately
· use PPE at all time (gloves, goggles, face mask)



	WEEK 6
	

	Training:
	Cleaning Requirements

	
	· always use proper chemicals to clean – R1 (for toilet bowl), R3 (sink and tiles), R5 (glass and furniture), R7 (desinfectant) and R10 (air freshener)
· carpet vacuum – start from the window to the door. Change the vacuum bag on the regular basis to avoid spreading microbes and germs.
· used linen must be send to Laundry straight away using the chute
· remenber to use your gloves



	WEEK 7
	

	Training:
	Enter the guest room

	
	· knock on the door 3 times and announce your intention to enter
· if the guest is in, be positive and friendly, smile and keep eye contact
· greet the guest in a polite manner, let him talk first, listen careful and answer all asked questions
· in case of any complaints, solve it promptly if possible or report to Housekeeping Department
· if DND sign is visible, do not enter in the room 



	WEEK 8
	

	Training:
	Working as a Team with coleagues and other departments

	
	· working together success and satisfaction are only one step away (Jones, T.J.A., 2008)
· teamwork creates competition but also friendly relationships (Jones, T.J.A., 2008)
· through communication and active participation, the wasted time is reduced
· interconnectivity between departments will bring employees and guests the unique experience they expect
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