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	INTRODUCTION
	The hotel business comprises various tasks and functions such as accommodation, food and beverages, leisure, room service operations, etc. The operational division in the hotel industry is termed housekeeping. It is in charge of keeping the surroundings, public areas, rear areas, and apartments clean and well-maintained.
The revenue from the sale of lodging, food, beverages, and ancillary services like laundry, health clubs, spas, tourism, shopping centres, etc., allows hotels to stay in business. The selling of rooms accounts for a minimum of 50% of these sales. All hotels and public areas are kept clean, maintained, and pleasing to the eye by the housekeeping crew. The hotel's cleaning service not only completes tasks promptly but also cleans and maintains every element of the business to keep it appearing as new and attractive as the day it first opened for business.
Job Purpose
· To oversee the daily cleaning and organisation of all hotel rooms and any common areas to improve visitor comfort.
· must also keep an eye on the effectiveness of the laundry services

	WELCOME INTRODUCTION
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"Welcome! We carefully choose each new member of our team, and we're happy to welcome you with all your skills, opinions, and flaws. Yes, errors are necessary for progress, and we trust you'll never feel pressure to perform perfectly at work. We aren't! Ask questions whenever you have them, and let us understand how we can assist you in getting where you want to go.
You have indeed been chosen to work in the housekeeping department's Safety section at Hotel Trinity. We are delighted to have you as a part of our team. You will complete a five-day orientation programme before beginning work in the region that has been assigned to you. You will be left in the hands of our Training Specialist during this period, and you will be given information on what to expect. On the tour of the hotel, you'll see the lobby, the casino, the shopping district, the staff cafeteria, and much more. You will be informed of the rules and guidelines of the hotel, as well as the days off, break times, and lunch timings.
I promote an open door policy and am available to assist you in any way I can. We want you to feel at ease dealing with us, and we want our visitors to see you as a welcoming, knowledgeable, and kind employee. Your responsibility as a housekeeping team member is as follows:
· To be as efficient as possible in ensuring the comfort and care of the visitors
· Create a welcoming environment and ensure polite reliable service.
· Uphold a high degree of cleanliness and maintenance in all areas within the department's control.
Different sections in the housekeeping department are:
· Desk control room
· Linen room
· Linen room store
· Tailor’s room
· Safety department
· Lost and found section
· Flower room
· Laundry
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Figure 1: Chart of the housekeeping department in Hotel Trinity
Your duties and responsibilities as a housekeeping staff
· Customer focus
· Business awareness
· Growing business opportunities
· People management
· Controlling the environment and complying with Regulatory Requirements
· Operating I.T. systems aligned with organisational standard
· Adhere to security procedures
· Accommodation benefits
· Entry requirement skills such as Team working, Good physical resilience, Attention to detail, Sensibility to customers, ability to take the initiative, etc.


	TRAINING TIMETABLE FOR 8 WEEKS
	Week 1: Departmental orientation knowledge for all the members
Week 2: Use of housekeeping equipment and understanding safety measures
Week 3: Knowledge about Room Attendants
Week 4: Cleaning and reporting the room status
Week 5: Complete End-of-Shift Duties
Week 6: Computer skills
Week 7: Speed skills
Week 8: Practical task performance followed by continuous monitoring and providing feedback

	TRAINING ACTIVITIES
	Activity 1: Departmental orientation knowledge for all the members
In this activity, workers are made comfortable and at ease in the business right away with the aid of a thorough job orientation. During the departmental orientation, common activities include an office/workplace tour, introductions to coworkers and the team, a company talk, an overview of departmental and company rules and safety requirements, and more.
Activity 2: Use of housekeeping equipment and understanding safety measures
Employees are trained by managers to identify risky situations and act to remedy them when they result in sprains, strain, or falls; Wet floorboards and slick surfaces, sloppy floors, things left outside blocking the path, incorrect lifting methods, etc.
The best way to manage chemicals chooses personal safety gear wisely, handle materials, and prevents slips, trips, and injuries are all addressed.
Activity 3: Knowledge about Room Attendants
During this training activity housekeeping staff is provided with knowledge about:
· Sort goods into containers
· Clean, vacuum, and polish guest rooms with a vacuum.
· Make beds, exchange the sheets, and discard and change any worn-out towels or toiletries.
· Deliver and pick up borrowed things for visitors, such as irons and ironing boards.
· Assure the security of the guest rooms and the privacy of the guests.
Activity 4: Cleaning and reporting the room status
In this activity, you will be provided with acceptable measures and standards to clean the room and display the housekeeping status report. Through this report, you are required to determine the occupancy and housekeeping status of the rooms and specific dates. You will be trained to provide a quick and at-a-glance update on the housekeeping work.
Activity 5: Complete End-of-Shift Duties
Activity 6: Computer skills
In this week's training activity you will be demonstrated the understanding of all the required IT skills to fulfil your job role. You will be taught to operate the computer system and hotel website applications in case of booking. You will be required to update the room status at the portal which will be accessed through a computer. You will be taught to use IT applications, software and systems during this week. The training will be provided by the IT experts.
Activity 7: Speed skills
During this activity, you will be taught appropriate measures, techniques and strategies through which you can improvise your work and complete task speedily.
Activity 8: Practical task performance followed by continuous monitoring and providing feedback
In this activity, you will be given piratical case scenarios to be performed. The case scenarios are to be performed based on the knowledge and concepts that were taught to you in previous weeks. While performing the task your performance will be monitored. The evaluation will be made and you will be provided with timely feedback. This activity will provide you with piratical exposure to deal with the situations and apply the knowledge.

	SAFETY TRAINING
	In consideration of safety training, you will be provided with insights about following safety measures while performing your work.
· Suitable clothing for specific works
· Children and animal safety
· Heavy physical work measures
· Fire and emergency safety
· Health and safety measures such as first aid
· Recycling schemes
· Handling biohazard materials
· Safety measures while using chemicals
The COSHH training will provide you with a solid understanding of hazardous substances, empowering them to identify unsafe workplace substances, comprehend the legal requirements of COSHH, utilise PPE (Personal Protective Equipment), and discover ways to protect themself from the potentially hazardous effects among those hazardous materials.
Any kind of dangerous materials is covered by the COSHH control of substances section, including:
· Liquids
· Solids.
· Toxic vapours.
· Dust Vapors.
· Fibres.
· Graphene.
· Mists
· Gases
· Biologic agents like viruses and bacteria
Cleaners must be aware that COSHH-related dangers may have a long-term impact on them, thus they must monitor any health issues that arise that are associated with their jobs. Training on proper hand washing, including how to wash their hands how to dry them thoroughly, how often to use skin creams, and how to swiftly clean up contamination, etc. will be provided to you.
During your safety training, you will be provided with the understanding of identifying the hazards and considering the individual who is at serious risk. You will be required based on the training to state what measures are needed and apply them accordingly. You must critically record the findings and changes that you made in that particular situation. Further, review and update the hotel premises to ensure further safety and implement safety measures.

	SUMMARY
	You will be provided with all the required measures and resources throughout your training program. In case you face any difficulty feel free to contact your superiors and ask for help.





REFERENCES
About Us (2022) Trinity Groups. Available at: https://trinityhotelgroups.com/about-us  (Accessed: November 18, 2022).
Chibili, M.N., (2019) Hotel Management–Viewed from Above. In Modern Hotel Operations Management (pp. 92-117). Routledge.
Dashper, K., (2020) Mentoring for gender equality: Supporting female leaders in the hospitality industry. International Journal of Hospitality Management, 88, p.102397.
Hasnat, Q., (2021) An Exploration of Employee Engagement and Employee Commitment in the London Hotel Sector: The Perspectives of Migrant Housekeeping Workers and Their Managers (Doctoral dissertation, University of Brighton).
Morgan, S., Stewart, M. and Bennett, T., (2020) Simplifying COSHH and improving chemical safety. Process Safety and Environmental Protection, 137, pp.66-72.
Russell, J., (2019) The COSHH principles. Dental Nursing, 15(9), pp.456-458.
Tra, T., (2020) Action plan for training new Housekeeping Employees: case: Hotel Indigo Helsinki.



image1.png
TRINITY HOTELS

WHERE HOSPITALITY MEETS OPPORTUNITY




image2.png
EEEEE

EEE
EEE





