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Housekeeping Team Member Development Plan





8 Week Timetable

	
	Week 1
3rd October
	Week 2
10th October
	Week 3
17th
October
	Week 4
24th October
	Week 5
31st October
	Week 6
7th November
	Week 7
14th
November
	Week 8
21st 
November

	
	Orientation around the floors
	2 days of health and safety training
	Showing how to clean the reception outlet
	Reporting customers complaints
	Training day.
First 2 days will be security training
	Working with supervisor to clean 10 checked out rooms in 5 hours
	Supervisor review
	Meeting with housekeeping manger

	
	Orientation around the reception and outlet
	2 days of fire training
	Show them how to hoover the restaurant and conference rooms properly
	Reporting damage or losses in the rooms
	 2 days of first aid training
	Working with supervisor cleaning stayed in rooms in 15 minutes
	Feedback from supervisor during the training
	Test carried out by housekeeping manger

	
	Job description briefing 
	1 day of sanitation training
	Teaching them how to care for the guest’s belongings
	Attending a shift with the floor supervisor 
	1 day of IT training operation and Microsoft
	
	Getting performance test showing on their ability to work
	Feedback from housekeeping manger




Welcome

Welcome to our house-keeping team! Here at the Trinity Hotel, we prioritise the comfort of our guests through ensuring that, at the very least, their accommodation is clean and up to standard. With us, you will learn what it means to work in a team that supports each other and works toward the same goal. (Training Express, 2022)

Week Description

Week One
We will be welcoming and introducing the entire team. A tour around the hotel, including the smoking area, all the elevators, reception, restaurant, and conference rooms will be conducted for the starter. We will explain which pieces of paperwork and forms should be signed and how often they should be filled in. (Williams, 2022)

Week Two
Training is important, for your safety and the safety of others. Health and safety training provides information about cleaning and cross contamination, showing you how to work in a safe environment. Fire training shows you how to respond swiftly to a small fire action, how to use the fire alarm, and how to go to the designated area, and finally there are almost 6 types of sanitation products to learn how and when to use. This will all be covered in week two. (Shoes For Crews Europe, 2017)

Week Three
We will give a tour around the reception area, telling them where and when to clean and how to sign the cleaning sheets. These must be checked every hour including signing the cleaning sheet on the door every. (Polo & Tweed, 2018) Finally, we will cover how to deal with lost and found items and also how to deal with a current guest’s belongings, that have been left scattered across their room, when cleaning the room. (Williams, 2022)

Week Four
In week four physical work under the supervisor will be done. How we deal with a customer’s complaint, damages in a room and who to report to will be covered. (Cvent, 2022) Then cleaning a set of check-out rooms needing to be finished at a certain time ready for check in. All work will be assisted by a supervisor and reported to a housekeeping manager.

Week Five
Another training week. Without a certain amount of training, you cannot start the actual work. First aid training is not for everyone in housekeeping, however at least 3 members of staff should have first aid training. (First aind for Life, 2022) Security training is required for staff working night shifts. This training helps you to learn how to report problems and guest complainants. It will also teach you how to identify the difference between ‘stay-in rooms’ and ‘check out’ rooms on the system as they have different housekeeping routines. (Get Licensed, 2022)

Week Six
During week six you will learn that how to clean check out rooms and exactly how long it should take. Cleaning stay-in rooms is different than check out rooms as it takes half the time cleaning a check out room does due to the procedure.

Week Seven 
Week seven, you are very close to operating the job on your own without a supervisor. For this stage you will have a test and a few tasks with feedback from the supervisor.

Week Eight
Week eight is the final week of your training. You will have a few meetings with the housekeeping manger. Also, your entire eighth week will be evaluated with feedback; you will receive a few tasks during the week checked by the house keeping manager and you should be ready to work on your own by end of week eight.
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