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[bookmark: _Int_Aq9EGEVA][bookmark: _Int_DUFlxwlh]Welcome to Trinity Hotel! We are glad you choose us! Hopefully, you will enjoy working with us, and to be a part of our family! Here is your housekeeping developing plan! Please, if you have any questions, do not hesitate to contact me! 
Your sincerely, Adam Brown, Housekeeping Manager!
	Week
	Time
	Training content


	W.1
07.11.
	8-11
	[bookmark: _Int_sKKWqaXF][bookmark: _Int_3Zm2If1Q]Induction – Welcoming the new starter, important documents, tour of the building, uniform/master key, benefits, and rewards card, introduction to other team, management structure – Who is who?; two week diary planner, overview academy online.


	W.2
14.11.


16.11







17.11
	8-13




9-13







9-14
	[bookmark: _Int_XIKuq7Q3]Apparency and Behaviour- Trinity expects a high standard of appearance and behaviour from all Team Members. This training covers the company guidelines for Team Member appearance and the guidelines for behaviour whilst on your shift.
Important information - as a Housekeeper is important to know all the steps included in your role. This training covers:
· Daily Allocation Sheet
· Departs/Makes/Changes
· Turning Mattresses
· Lost Property
· Working Safely

[bookmark: _Int_OYcvndPj]Fire training - This training includes necessary procedures, how to identification of potential fires and methods of escape, fire exit, type of extinguisher, alarms, and fire drill.



	W.3
21.11
	9-17
	Tools to do the job - This course covers the tools Trinity provides for you to carry out your housekeeping role, and will cover:
· Trolley Set Up
· Carry Tray
· Super mop
· High Level Dusters
· Vacuum Cleaner Maintenance

Room set-up - you are going to go through all the key information you need to know when starting in Housekeeping about the following areas:
· Bedroom & Bathroom Brand Standards
· Room Types and Letting Types
· Cot Set Up
· Consumables and Towel Set Up
· Chemicals and Cloths including PPE

Cleaning routines - ln this course you will follow the principles for delivering Great Rooms. Our 3 principles are:
· Delivering Premier Inn standards using the Triple S cleaning routines
· Spending the right amount of time in every bedroom
· Recognising the part, you play in Trinity’s success

COSHH – The training covers the basics of identifying, measuring, and controlling exposure to harmful substances.

Raising safety awareness - We all have a responsibility under the Health & Safety at Work etc Act 1974 to ensure our own Health & Safety and that of others e.g. our colleagues, guests and visitors who may be affected by what we do, or fail to do, when we are at work
[bookmark: _Int_setX48y7]As a Company, Trinity has a similar responsibility and to that end has developed Health & Safety policies, procedures, and risk assessments to meet it.
As an employee you also have a legal duty to cooperate with your employer to ensure that Trinity fulfil our Health & Safety responsibilities, by following all relevant Health & Safety policies and procedures.



	W.4
28.11
	9-15
	Linen - Our bed is the ‘hero’ of every room, the centre piece of our product and we are committed to providing the best for our Guests. Clean bright linen creates a brilliant first impression.
In this course we are going to look at:
· How to identify the different pieces of linen
· What a great linen room looks like, and poor examples of linen rooms
· How to move your linen correctly
· How to count your linen (pack sizes)
· Reject Linen
· How to identify it, and what tools are available to support you

[bookmark: _Int_UvaL4dHL]Bed bugs - This training will take you through all the information you need to know about bed bugs; where to find them, and what to do if you do find them.


	W.5
5.12
	10-15
	Understanding your skills matrix - This course will help you understand how your skills matrix works and how it works with Pay for Progression.

Code of conduct - This course is designed to cover the following areas:
· [bookmark: _Int_bHg7wAvM]An overview of the Code of Conduct and why it is important
· Speaking Out
· Our People
· Our Business
· Our Policies

Pest Control - Effective pest control is essential to keep pests out of your premises and prevent them from spreading harmful bacteria. This course will support you with:
· Introduction to pests in food business
· Reasons for pest control
· The law and legal requirement
· How to control pests
· Required action following pest activity


	W.6
12.12
	09-11
	Say no to landfill – here you will lear what is landfill and why is bad for environment and what you need to do to stop this.


	W.7
19.12
	09-15
	Introducing to disability inclusion – This training encourages the people who have disability to join also in our team and provides example how to support them, and how to be productive together.

The power of inclusion - This course will introduce you to:
· What is Diversity and Inclusion (D&I)?
· Why does D&I matter to everyone at Trinity?
· Where can it go wrong?
· Becoming more inclusive



	W.8
26.12
	09-15
	Modern slavery - This training is designed to assist you, as our team members at the heart of our Trinity hotel to know what you might be seeing, understand how you might recognise the potential signs of exploitation and modern slavery.... And, crucially, what to do if you have any concerns.

[bookmark: _Int_3prtDO8m][bookmark: _Int_oJTe4XU6]Child sexual exploitation - This training will give you an insight into Child Sexual Exploitation (CSE), why it is an issue and how it occurs. It will provide you with detail of what to look out for and actions to take should there be any signs of CSE at your hotel.

Be alert not alarmed - This training aims to raise awareness and understanding of how to be alert, and respond in, a terrorist related incident. This course will provide useful information and knowledge for our Team Members.
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