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WELCOME TO 
TRINITY HOTEL

We are very pleased to have you here. 



The housekeeping team is a significant part of our hotel that is responsible for maintaining cleanliness in the hotel and rooms, ensuring that everything is done at the highest level so our guests would have a great experience.
The Housekeeping team is pleased to have you trained so you can become part of the team. We will guide you through the tasks to learn so you can have the opportunity to observe and then have a go, as we understand how important your career development can be to you. Your training will take a blended approach to give you the best opportunity to learn everything you need. We are confident that our training plan can provide you with the right skills to meet the hotel's standards. This training plan will take you through your first eight weeks of training in detail and explain what is expected of you within your first three months to ensure you are fully trained in your new role. 



We appreciate your interest and look forward to working with you.



8-WEEK TRAINING PLAN for Housekeeping,
At TRINITY HOTEL   
	Week one
1
introduction
	Welcome and introduction to the team.
	Standards and expectation brief from Hotel Manager
	
Hotel tour
	Team members meeting to adjust the schedule
	Hotel website online training
	Uniform standards & team appearance and behaviour

	Week two
2
(training)
	Fire safety training
	Health and safety training
	COVID-19 training
	Introduction to the cleaning facilities
	Chemical use training
(COSHH)
	Preparing a trolley and replenishing amendments

	Week three
3
(observing)
	Introduction to room and bathroom hotel standards
	Assist housekeeping manager with cleaning expectation
	Following 3S whilst cleaning rooms
	Reporting faults and damages procedure
	Assist Public area cleaning standards
	Maintenance standards

	Week four
4
(mixed)
	First aid training
(Not mandatory)
	Security training
	Linen rooms requirements
	Cleaning public areas under housekeeping manager observation
	Introduction to the reception area cleaning expectation
	Assist the housekeeping manager cleaning the reception area

	Week five
5
(verification)
	Working in pair with the shift supervisor
	Checked and redoing if found any faults
	Customer care and consideration
	Mock assignment training by housekeeping manager
	Inspection carried by housekeeping manager
	One to one review with Line Manager

	Week six
6
(teamwork)
	

Shift supervised by housekeeping manager
	

Feedback at the end of the shift

	Week seven
7
(individually)
	
Proceeding with a full week independent work
	Inspection carried by housekeeping manager
	
Training review with Housekeeping Manager

	Week eight
8
(final)
	
Inspection carried by housekeeping manager for the next 3 months



For any QA, feel free to ask the housekeeping team members or housekeeping manager we will be happy to provide any needed information
Description of activities by weekly:
Week one:
This week would start with a greeting and a welcome speech from the housekeeping manager, followed by an introduction to the team and the Trinity Hotel premises. This week you will have the opportunity to understand the management structure and who is who? Attending the Trinity Hotel standards brief would allow you to understand hotel expectations from you as an employee. You would also be allocated a locker where you could store your items and a key that you will use for clock-in/clock-out. Furthermore, you would be provided with a login to the system for the online hotel training. A hotel uniform will be given, and explain the hotel uniform standards, including jewellery. You will get a list of induction tasks that need to be achieved each week. The hotel expects high standards of appearance and behaviour from all team members whilst on your shift. As a team member, you need to understand the code of conduct of Trinity Hotel. Follow the working hours policy and complete the team member health questionnaire. All the training would be provided to achieve the best performance within your role.
Week two:
The second week is a training week. The Trinity Hotel cannot allow you to start your duties without completing the mandatory training on-site or online. Also, the consequences of failing to follow the procedures are your responsibility as this training will provide company guidelines for all the standards and policies whilst you are on shift. Therefore, the week begins with mandatory safety training, including Fire Safety, Health and Safety, and Chemical usage training (COSHH). As much as we want to still deliver an individual experience for our guests based on their needs, we still need to ensure we are following Covid-19 Secure Standards to keep our guests and team safe. The housekeeping trolley set-up must still include PCE, PPE and hand sanitiser, and you have training for the Perfect Trolley and Perfect Caddy. You will be introduced to the cleaning facilities. This training helps you understand the tools you are required to use and how you should prepare for each shift. 
Week three:
This week is about observing your team completing the daily task. First and foremost, you will be introduced to the Trinity Hotel bedroom and bathroom cleaning standards, and the explanation and route guide will be demonstrated. We expect you to learn how to check when the mattress protector is due to change and how to do bed lines, clean all the surfaces, and hoover the floors, which are the basic skills in a housekeeping role. Following the STRIP, SANITISE, and SET UP as 3S being completed can make your working abilities more efficient. Therefore, throughout the cleaning process, if any items or any damages are found, they should be reported following the correct procedures. The opportunity to observe how the housekeeping shift manager is doing their job can offer you the confidence to make a perfect room working with additional tools, super mop, high-level duster and how to keep maintenance standards, filter and changing bags, washing machine and dryer use. You will also assist in cleaning public hotel areas, and daily, we will split the jobs within the team. At the end of this week, we expect you to know the different room types and how they differ in set-up.

Week four:
This week is filled with mixed work, so you will slowly start to do housekeeping work and be trained in the remaining areas. You will complete security training and you can also complete the first aid training, which can be a bonus for you and our guests. Linen room requirements are one important training that, within the time, you would be asked to demonstrate that you can confidently sort, count, and follow the procedures. As of this week, you can have a task to clean corridors, stairs, lift and outside bins under shift manager observation. The reception and waiting area are also a housekeeping responsibility you will shadow the manager so training will be carried on the hotel cleaning standards. You will also see that learning support is available to you for each task.
Week five:
This week you work in a team with the shift manager by sharing the rooms that you will clean. During work you can freely ask for help or advice, this week allows you to put into practice all training that you received. The shift manager will be able to observe and check on you and eventually you will need to correct any mistakes that were to be found. At the end of the week, the housekeeping manager is preparing a mock assignment based on training. Also, you will receive a one-to-one review with the Line Manager and discuss your progress within your role. 

Week six:
This week you will have shifts supervised by the housekeeping manager and receive feedback at the end of each shift. It is important that you carry on all the standard procedures that you have seen and been trained in as you will be observed completing tasks yourself. As a team member show that you can communicate effectively with your team and with other departments. Have a positive position with guests and can express our Services Quality Standards.  The team manager with you will go back to your rooms and complete the visual verification, so you fully understand the process and what is expected.

Week seven:
From this week you start work independently and you will be visually verified. Our hotel wants to see before your shift starts you arrive on time, always in the correct brand uniform and look presentable. Your induction and training took a blended approach to give you the best opportunity to learn everything you need for your role. The feedback will point out if you use the correct chemicals on shift and your cleaning performance. Now you can demonstrate that you can clean the room to standard as per current room timings. That you can handle situations and can work under stress. You should now have a basic understanding of the department you have been working in. 

Week eight:
If you come that far it means you are doing an amazing job and the company is very satisfied with your progress. For a period of three months, you will be verified by the Housekeeping Manager. You have completed the housekeeping training. This means that: You have great communication skills, able to have good relations with your team and be helpful to the guest if needed. You are flexible and have great organizational skills with consistent attention to detail. You keep facilities and common areas clean and maintained. Safe use of cleaning agents, equipment and chemical substances.  You understand all the measurements you need to take to prevent a fire. Have the confidence to take charge if a fire is detected and take all the necessary actions, including a full evacuation. You know how to keep the building and team safe. You understand all the measurements you need to take in a crisis. You know how to fill in all necessary reporting and recording of accidents &incidents.
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