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Housekeeping training planning 
	Training requirement of the Trainee
	Training activities
	Training mode
	Instructor
	Equipment and tools
	Place
	Method of assessment
	Timetable

	Orientation
	· Introducing the employees to the brand and its history
· Informing them about the activities of Hotel Trinity.
· Informing all rules and regulations of the Hotel.
· Taking a pretext
	Presentation
Arrange discussion in a focus group
	CEO of the Hotel
Board of directors
Divisional managers

	Writing materials
Portfolio
Question papers
	Hall room
	Viva Voce
Written exam
	1st week

	Providing housekeeping services to the arrival guests
	Way to receive a request of housekeeping request
Way to deliver the services
Delivering advice to the guests
	Delivering lecture
Video presentation
Practical demonstration 
Role-play
Simulation in the workplace
	M Rey
John Abraham
	Equipment to prepare a room for accommodation that comprisesa possible solution to the guest's problems
	Hall room
Laboratory of the hotel
	Written test
Oral interview
Portfolio evidence
Observation Checklist
	2nd week

	Teaching cleaning skills
	Using cleaning equipment
Informing to be careful about guest materials
Process of entering a floor and room
	Engaging newcomers with experienced staff. 
Introducing different methods of cleaning
	Cleaning staffs
	Uniforms, cleaning chemicals and products, cleaning equipment, and safety equipment.
	Room of the guests
	Evaluating the nicety of work by the learners.
Practical test after the session.
	3rd week

	Equipment and product usage
	Introducing all equipment required for housekeeping.
Introducing the way of using the equipment.
Introducing the way to safe maintenance of the equipment
Teaching what care makes the equipment long-lasting
	Delivering video presentation
Workplace simulation
Group learning by some particular instructor


	John Abraham
M Rey
	Cleaning equipment like vacuum cleaning, ironing board, rubber gloves, duster, bucket dustpan and brush etc.
	Hall room
Laboratory of the Hotel

	Written exam
Oral interview
Work performance. 
	4th week

	Interaction and etiquette with guests
	Teaching the way to behave and respondto the needs of the guests.
Teaching the importance of cultural differences.
Teaching the way to realise cultural differences
Way of creating a first impression on the guests.
Teaching how the etiquette of body language a housekeeping staff should be.
Helping to build confidence while handling special guests.
Treating multiple guests properly.
	Arranging lecture
Video presentation
Practical experience in handling guests
Sending different branches to comprehend the cultural differences


	External instructor
John Abraham
Head of the housekeeping department
	Delivering written supplement
Possible behaviour of the guests.
Several case studies regarding handling different customers. 

	Hall room
Laboratory of the hotel
Different branches of different places
	Performance of handling guests.
The way of communication with different parties of the hotel.
Testing on cultural differences.
	5th week

	Presentation
	Introducing the importance of presentation for the brand and a good impression of the hotel
Introducing the importance of maintaining hygiene.
Way to react to guests’ behaviour.
Way to present the task in a presentable manner.
Teaching to feel them confident and polite while serving guests
	Video presentation 
Practical explanation of dress code and way to wear them perfectly.
Simulation in the workplace.
Personal role play
	Experienced housekeeping staffs
	Uniforms of the staff.
Providing video of the lecture
Hygiene equipment like gloves, PPE, brush etc.

	Laboratory of the hotel.
Guests rooms.
	For assessing the performance of the staff this week by creating a situation the reaction of the new staff will be evaluated. Their psychological test will be taken while remaining under the pressure.
	6th week

	Effective communication
	Improving communication among the new staff will teach its importance and relevance to cultural differences.
They will be taught different accentsinthe English language so that they can understand the guests’ demands and fulfil them.
Besides, that one or two more languages will be taught.
They will be taught the communication process with theother staff of the organisation.


	Arranging lectures for them by an experienced lecturer.
Video presentation on effective communication.
Appointing instructor for teaching different accents of English.
Appointing instructor for teaching different languages.
Forming groups and encouraging them to communicate with each other.
Dividing the staff based on their interest in a different language. 
	Executive manager of the housekeeping department
Instructor of English who knows different accents.
Instructor in Spanish, German, French, Chinese, Arabic and some other languages.
	Necessary vocabulary and grammatical books of different languages.
Different case studies on effective communication.
	Hall room.
Some of the local institutions.
	Assessing how effectively they handle the guests.
How they communicate with the existing staff.
How effective they are in the workplace.
Evaluating the satisfaction level of the guests. 
	4th, 5th, 6thand 7thweek

	Handling health, safety and fire protocol
	Introducing enforced safety and security rules and regulations. 
Introducing the basic safety principles like prevention, communication and detention, containment and extinguishment,and occupant protection.
Introducing the method of working with electric goods and potential danger from the equipment.
Introducing the action that needs to take after happening any occurrence.
Introducing how and when fire alarms work and their function.
Introducing the usage of fire extinguishers and the type of different extinguishers. 
Introducing what colour denotes what item in the fire extinguisher like red means water, yellow means foam, blue means power, black means CO2, and deep yellow means wet chemical. 
Introducing when which of the item needs to use because if water is used in flammable and electric fires then this will create more danger.
Teaching immediate fast aid skills if required guests or colleagues suffer diseases like heartattack, choking, hand or leg broken, food poisoning etc.  

	In this regard, by using a model, staff will teach how to provide fast aid treatment for heart failure, choking or some other diseases. 
A practical session that presents the usage of fire extinguishers.
Teaching the methods of communicating immediately with the local firefighters.

	Doctor or nurse of a local hospital.
An executive of the local firefighter office. 
	A Model needs to use for practical learning
Besides that safety and security rules and regulation chart, fire extinguisher usage chart, first aid box etc. are also required. 
	Hall room, local and premises of the hotel. 
	Written test
Practical test.

	8th week



