[image: A picture containing text, sign

Description automatically generated]    Vicar Lane, Bradford, BD1 5LD.




Assignment- 2

Housekeeping Team Member Development Plan.

In this scenario you are the housekeeping manager at the 4* Hotel Trinity and have been tasked to create a training development program for new housekeeping staff. In this task you are required to produce an 8- week training plan as part of the induction process for new housekeeping team members.
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	House Keeping Training plan – Week-1

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Hotel Induction 
	
Documents & Policies
	Login ID
Uniform 
Access keys

	Hours
	2 
	1 
	1

	
Tuesday
	
Housekeeping Induction
	Team Introduction
&
Job Role
	
Safety Awareness

	Hours
	1.5
	1.5
	1

	
Wednesday
	
Housekeeping Management
	
Linen Management 
	
Health & Safety at Work

	Hours
	1.5
	1.5
	1

	
Thursday 
	
Team member Appearance & Management
	
Fire Safety
	
Risk Assessments

	Hours
	1.5
	1.5
	1

	
Friday
	
	
	

	Hours
	
	
	




	House Keeping Training plan – Week-2

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Skills Matrix
	
Daily Allocation Sheet
Departs/Makes/Changes 
	Code of Conduct
Our people. Business & Policies

	Duration
	1.5
	1.5
	

	
Tuesday
	
First Aid Training
	
SOP Manual Training
	Triple S Cleaning Routines
(Strip-Sanitise-set up)

	Duration
	1.5
	1.5
	

	
Wednesday
	 Child Sexual Exploitation
why it's an issue
	Be Alert Not Alarmed

	Respond in, a Terrorist Related Incident

	Duration
	1.5
	1.5
	

	
Thursday 
	
Time Management
Cleaning Routine 
	Bed Bugs 
How to inspect
What to do in event\

	
Lost Property
Working Safely


	Duration
	1.5
	1.5
	1

	
Friday
	
	
	

	Duration
	
	
	




	House Keeping Training plan – Week-3

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	Identify The Different pieces of Linen
great linen room looks like
	How to move your linen 
How to count your linen

	Reject Linen
tools are available to support

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Waste Management
	
Waste Segregation
The Waste Journey
	
Hotel Waste Policies

	Duration
	1.5
	1.5
	

	
Wednesday
	Introduction to pests
Law and legal requirement
How to control pests
	Disability Inclusion
Dealing with disabilities
How to help them
	Modern Slavery
Recognise the potential signs

	Duration
	1
	1.5
	1.5

	
Thursday 
	
Importance of grooming
	
SOP Manual Training
	
Room Types and Letting Types

	Duration
	1
	1.5
	1.5

	
Friday
	
	
	

	Duration
	
	
	




	House Keeping Training plan – Week-4

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Chemical handling procedures
	
Chemical Specification
	
How to use chemicals

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Trolley Set Up
Carry Tray
	
Triple S cleaning routines
(Strip-Sanitise-set up
	
Super mop

	Duration
	1.5
	1.5
	1

	
Wednesday
	
Bedroom & Bathroom Brand Standards
	
Consumables and Towel Set Up
	
Chemicals and Cloths including PPE

	Duration
	1.5
	1.5
	1

	
Thursday 
	
Bed making Procedure

	
How to clean toilet
	
How to hoover

	Duration
	2
	1
	1

	
Friday
	
	
	

	Duration
	
	
	




	House Keeping Training plan – Week-5

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
How to Place Extra Bed
	
Occupied Room Cleaning Procedure
	How to Check Maintenance Job order

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Bathroom Cleaning Procedures
	
How to Clean Shower
	
How to clean sink & Mirror

	Duration
	1
	1.5
	1.5

	
Wednesday
	
How to fold towels
	
Towel setup in toilet
	
Where to store dirty towels/sheets

	Duration
	1
	1.5
	1.5

	
Thursday 
	
How to clean carpet
	
How to clean windows
	
How to clean windows

	Duration
	1.5
	1.5
	1

	
Friday
	
	
	

	Duration
	
	
	












	House Keeping Training plan – Week-6

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Wednesday
	
	
	

	Duration
	
	
	

	
Thursday 
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Friday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1




	House Keeping Training plan – Week-7

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Wednesday
	
	
	

	Duration
	
	
	

	
Thursday 
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1

	
Friday
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff
	
Assist Senior Housekeeping Staff

	Duration
	1.5
	1.5
	1




	House Keeping Training plan – Week-8

	Day
	Activity 1
			Activity 2
	Activity 3

	
Monday
	
Assign 2 Rooms
	
Assign 2 Rooms
	
Rooms checked by Manager/ supervisor

	Duration
	1.5
	1.5
	1

	
Tuesday
	
Assign 2 Rooms
	
Assign 2 Rooms
	
Rooms checked by Manager/ supervisor

	Duration
	1.5
	1.5
	1

	
Wednesday
	
Assign 3 Rooms
	
Assign 3 Rooms
	
Rooms checked by Manager/ supervisor

	Duration
	1.5
	1.5
	1

	
Thursday 
	
Assign 3 Rooms
	
Assign 3 Rooms
	Rooms checked by Manager/ supervisor

	Duration
	1.5
	1.5
	1

	
Friday
	
	
	

	Duration
	
	
	












References:
Hotel Housekeeping - standard Procedure. Available at: https://www.tutorialspoint.com/hotel_housekeeping/
Housekeeping. Available at: https://academy.whitbread.co.uk/
Housekeeping Training. Available at: https://youtu.be/Sboq6qAUlPE
How To prepare Training Calendar. Available at: https://youtu.be/kx3HayoCIUU
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