







Housekeeping Team Member Development Plan













Student Name: Mihaita Manole
Student ID: 2118391
Module Name: Operating Hotel Facilities
Module Code: BMIH4006
Lecturer: Muhammad Cassamo

[bookmark: _Toc119362621]Introduction
Developing a housekeeping staff capable of increasing guests' satisfaction levels is an ongoing challenge for the hospitality sector. A resort's cleaning and floor care team is one of the most set of considerations, requiring, as such, they need a large amount of support and management oversight. Because of this, supervising the housekeeping personnel could appear to be an endlessly difficult and troublesome task. Nevertheless, things do not have to be in such a state. Through the development of a positive workplace culture, the execution of an effective training program, and the application of technology, the housekeeping staff has the potential to emerge as a vital role in achieving very high levels of guest satisfaction for Hotel Trinity. This paper provides the training plan guidelines according to the project. 
[bookmark: _Toc119362622]Eight-Week Training Plan
	Eight-Week Housekeeping Training Plan

	
	

	Tasks
	Task o1 
	Task 02
	Task 03
	

	Week 01
	Bed Making Procedure 
	Room Decorating Procedure 
	Guest Handling with Care 
	

	Week 02
	Bathroom Cleaning Procedure
	How to Behave with Guest 
	Self-Grooming of Members 
	

	Week 03
	First Aid Training 
	SOP Training 
	Engaging with Guest 
	

	Week 04
	How to Mop Properly 
	Using of Equipment
	Collect Feedback from Guest 
	

	Week 05
	Organizing Room in a short time
	How to Ask Guests nicely to do Something 
	How to Aligned Guest Belongings
	

	Week 06
	How to place Extra Bed 
	How to Check Maintenance Job Order 
	Telephone Etiquette
	

	Week 07
	How to Set Maid Services 
	How to Rescue Guests if an Accident Occurs
	How to Ensure the Privacy of Guests
	

	Week 08
	How to Reorganize the Room
	Maintenance of Meal Time
	Goodbye Etiquette
	




	Week 01
	Week 02 

	The first week is in charge of making the bed, decorating the room, and treating guests with the utmost respect and care.
	Next week’s training includes bathroom cleaning procedures, behaving with guests, and self-grooming of members.

	Week 03
	Week 04

	During the third week, housekeepers will learn first aid procedures in case of an emergency, standard operating procedure (SOP) training to gain a better understanding of housekeeping, and most importantly, how to interact with guests for placing an order and stay in the hotel for an extended period of time.
	In the fourth week, housekeepers will learn how to use hotel equipment appropriately, solicit guest feedback, and mop guest rooms and bathrooms.

	Week 05
	Week 06 

	The fifth week of training consisted of learning how to organize rooms efficiently, how to persuade guests to do something for the hotel, and where to place guests' belongings to avoid security issues.
	This week, the housekeeper might learn how to place an extra bed by keeping track of all the criteria, synchronizing task instructions such as what to do next, and acknowledging that telephone etiquette is one of the most crucial things.

	Week 07
	Week 08

	The second-to-last week of the training program is focused on learning about setting up maid service on an individual basis, managing any sudden accidents that may occur in the hotel, and protecting guests' privacy in order to keep everyone safe.
	The final week of the housekeeping training program is aimed at teaching to reorganize the room after guests have left, keeping track of serving meals, gently requesting guests to leave the hotel if time has passed, and creating a positive image of satisfaction in their minds.


[bookmark: _Toc119362623]Some Standards Must Followed
· A commitment to punctuality has been made and maintained.
· Cleaning, sorting, and preparing the bucket, shovel, and trolley to use.
· All necessary cleaning supplies and tools are gathered and designed for usage.
· To ensure that each guest room has a good variety and quantity of commodities, it is required to collect those items beforehand.
· All tasks are completed promptly.
· Issues and critical information are communicated immediately to a higher-up.
· The Laundry swiftly collects any essential bedding for the completion of work duties.
· Any goods that need to be returned, such as the trolley and bucket, are turned in after use as per standard operating practice.
· Housekeeping and other service staff and management are treated with kindness and cooperation. 
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Additionally, the training process has three main phases are three primary phases to the training process: conceptual instruction, hands-on practice, and reflection and evaluation. 
[bookmark: _Toc119362625]Conceptual Instruction
Training in housekeeping knowledge promotes safety and health. First, the housekeeper would be made aware of the property's fire safety measures so she won't panic and will know what to do. Following the job description and standards assures the safety of employees and visitors. For example, leave the room door open while cleaning or refuse service to a questionable guest. Property knowledge training teaches the new housekeeper to the layout of the property. Knowledge training includes familiarity with household cleaning products. They allow housekeepers to clean effectively. Understanding chemicals protect employees and visitors from potential workplace risks.
[bookmark: _Toc119362626]Hands-on Practice
After in-depth training in conceptual instruction, the next practical step is appropriate for training the housekeeper. The first step in becoming a competent housekeeper is learning the daily routine. This aids the trainee in understanding a shift's big picture of a change and establishing effective work habits and efficient use of time and cleaning responsibilities. Second, the guest bedroom requires special attention. The fundamental responsibility of any housekeeper is to clean. The housekeepers ensure an excellent stay environment by adequately adhering to hotel cleaning requirements. Providing guests with the best service possible is a top priority. Lastly, crucial time management is an essential skill for a housekeeper. A housekeeper's ability to get things done quickly is a must-have quality.
[bookmark: _Toc119362627]Reflection and Evaluation
Management uses various tools to maintain tabs on each trainee housekeeper during and after their initial training. The new housekeeper's attitude and performance under supervision, as well as the opinions of guests, are all critical factors.
The success of any training program relies heavily on the quality of the follow-up and evaluation phases. Thus, the trainee is aware of the standards she must perform and the measures she must take to achieve them. Managers will also consider the input they receive from guests on the cleanliness of their rooms. A hotel's staff should always strive to ensure that each guest has a pleasant and memorable stay. As a result, honest and reliable information about the cleanliness of a hotel room can be found in customer reviews. Many people rely on this, and
The Hotel's General Manager monitors the Housekeeping Department and the progress of the new hires. Also, complaints about the rooms' cleanliness can point to places where the cleaner should do better. The hotel's productivity and professionalism both increase thanks to this assessment approach.
Different people may have other preferred methods for making the bed. Although supervisors expect trainees to be flawed, they hope to see improvement and a good attitude. Having a strong desire to work is more valued by companies and managers than previous work experience. Positive attitudes in the workplace can significantly affect the lives of many people connected to the hotel, including coworkers, guests, and management. When everyone on the team adopts a positive mentality, it helps foster an atmosphere that boosts productivity, morale, and other workplace outcomes. After completing the training, the new housekeeper should have a heightened understanding of performance as a courteous colleague, a customer-focused staff member, and a dedicated worker.
Consistently positive feedback is essential for the trainee's continued success. Everyone brings both strengths and flaws to the workplace. Supervisor empathy is a crucial managerial skill for providing constructive criticism of trainee efforts, encouraging them to continue doing good work, and raising performance levels. Working as a hotel housekeeper is a physically demanding and tiring job with many duties. That's why it's essential to foster worker motivation and happiness and to show appreciation for their hard work.
[bookmark: _Toc119362628]Conclusion
Personnel is the team's primary challenge in housekeeping. Maintaining a cleanliness level that exceeds the guest's expectations can be challenging to maintain a level of cleanliness when there are insufficient housekeepers. To retain a complete team, employee retention must be improved. If they enjoy their jobs and co-workers, team members are more likely to remain. Consequently, fostering a favorable culture is crucial for assembling a successful cleaning staff. After establishing the guiding principles, it should make a special effort to recognize team members who follow directions. Housekeepers do more than clean. Housekeepers make a hotel's experience extraordinary. 
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