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Welcome
, New team member
, 
Hotel Trinity
 are delighted to have you on board!
 
T
his developing plan has been 
created 
for
 
our employees to be fully 
trained and aware of 
health & safety, fire 
protocol, cleaning/chemicals
 and most importantly a leve
l of standard
 and specifications that 
H
otel 
T
rinity require
 from their housekeeping team
.
 
The training 
plan will give you 
a break down
 of what will be required 
in order 
to be
 a
 fully trained 
housekeeper
, this will 
be 
broken down into 8 weeks
 and give you a visual understanding of 
what you will be learning and when.
Although 8 weeks doesn’t seem 
like a very long time
 and might be overwhelming at first, 
almost everyone that becomes a housekeeper
, 
by the end of the 8 weeks
, should have the knowledge 
and understanding of what is expected 
within the 
workplace
. 
Over time
, with 
more experience
, housekeepers will gain 
skills and perform exceptionally
.
The 
main goal within the hotel industry is to succeed 
Guests expectations
, so it is 
important
 
that 
certain methods 
and processes are followed.
 
Standards 
that should be followed:
Presenting yourself
 correctly
 ~ 
unifor
m~ 
cleanliness
~ you are representing the company 
brand;
 
it
 is very important on how 
Guests
 see the hotel
 throughout
.
Cleaning equipment
 such as ~
 Mops,
 vacuums, Brushes 
etc should all be used correctly and cared for consistently.
Room Preparation
~ 
To exceed 
guest’s
 
expectations
, there are specific 
procedures that need to be performed
~ what guests see through ma
rketing materials need to 
match physically
 through 
visuals, this
 will then lead to success 
in guest satisfaction rather than disappoint
ment.
Cleaning chemicals
~
 there are various cleaning products 
for different furniture 
and surfaces
 and correct quantities 
that need to be used~ Th
is 
knowledge is vital
, in cases where chemicals 
are not used correctly 
can lead to cost
ing the hotel money to replace items 
that 
have been damaged. 
Reporting 
issues
 to maintenance
, such as ~ broken 
TVs, broken 
furniture, blocked
 drains
, electrical faults
. Reporting these issues 
can be solved prior to guest check in and will save complaints and bad reviews.
Sometimes 
laundry duties
 are required
, 
for
 this to be completed, 
correct procedures 
need to be understood and followed. This will 
again, save money on anything being damaged due to 
incorrect use of machinery.
Communication
 with other team members 
and staff from other dep
artments is ‘key’, 
this will help with things running 
smoothly
 
and having 
a healthy work environment.
Health and safety
 procedures are so important, 
with a legal requirement to protecting 
guests, employees and anyone else whom resides in the building
, this should never be ignored
, as this could result to 
heavy fines 
and other outcomes that 
the company will endure
.
Fire safety
~
 All team members need to be up to date
 with fire drill procedures and practices
, this is another 
important
 
r
equirement for all team members.
#
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	8 WEEK TRAINING PROGRAM
	
	

	WEEK 1
	· Induction and tour
· Health & safety policies and procedures
· Fire protocols 
· COSHH
· All above training must be completed on our online academy~ Hotel TrinityAOL.com

	
Gaining an understanding of vital and important information that is required within the hotel industry, to keep employees and guests protected. Gaining an understanding of legal requirements.

	WEEK 2
	· Vacuuming communal areas/corridors/lift areas/stairs
· Sanitising any touch points
· Stripping beds/filling cages with dirty linen and towels
	Gaining real experiences of expectations of a housekeeper and some of the duties that will be expected from time to time.

	WEEK 3
	· Shadowing another team member to organise linen rooms~ putting correct items on shelves in the correct order
· Making sure delivery numbers are correct and ticking it off.
· Cleaning linen/guest service rooms
· Filling the dishwasher/washing machines
	

Learn to become hard working and effective within your team.
Understanding the benefits to organisation and making it easier for your fellow teammates.

	Week 4
	· Shadowing other housekeepers and gaining the knowledge and understanding of room preparation.
· Making beds to expectations 
· Thorough bathroom cleans
·   Learning what condiments go where
· Learning the difference between a double room setup and a twin/single 
· Gain an understanding of housekeeper’s room list
	
Learning the correct procedures to room preparation, cleaning procedures and required amenities.

	WEEK 5
	· Shadow a housekeeper on Trinity Plus rooms (highest standard of housekeeping)
	
Will be able to perform the highest level of housekeeping for more expensive rooms with better quality and standards.

	WEEK 6
	· Learn how to prepare a trolley and what items need to be where
· Preparing your cleaning caddy
· Putting everything away at the end of each shift 
· Demonstrating organisation within the workplace
	
Having the knowledge and understanding of organisation and responsibilities within the workplace.

	WEEK 7





WEEK 8
	· Removing all dirty linen/Towel and filling cages on every floor





· Perform all the tasks that have been practiced.
· Analyse everything that has been learnt and why it is important for the industry  
	Gaining experience in other sectors of the department.








Demonstrate an understanding of housekeeping to a high level of standards that are expected.



“OPPURTUNITY~COMMUNITY~RESPONSIBILITY”
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