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On behalf of the entire team at the Trinity 4* hotel, I extend you a very warm  welcome to our housekeeping family.
Housekeeping staff performs essential tasks to keep the hotel running smoothly and a housekeeping jog can be a great launchpad for a successful and fulfilling career in hotel management.
Hopefully, our training plan can provide you the essential skills to integrate into our team and  helps you to achieve your goals. Besides, Trinity Hotel offers a career advancement program with the possibility of moving to other departments so that the new team member can continue his lovely journey into our hotel chain.
We would like to thank you for joining us to be part of an exciting and positive team and we hope you will have a great experience in our hotel.
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8 Week Training Plan
	
WEEK
1
	
WEEK
2

	
WEEK
3
	
WEEK
4
	
WEEK
5
	
WEEK
6
	
WEEK
7
	
WEEK
8

	Welcome introduction
	Online training
	Cleaning rooms assessed by supervisor
	Cleaning rooms assessed by a team member
	“Stay over” cleaning
	Security training
	Review cleaning progress with supervisor
	Review cleaning with manager

	Sign contract
	Health&safety
	Explain expectations
	Presenting chemicals
	Shift supervised by manager
	Report damages to other departments
	Explain rota
	Review key rules of health&safety

	Hotel tour
	COSHH
	Uniform policy
	Explaining type of laundry
	
	
	Sign in and out procedures
	Preparing for own shift



IMPORTANT:
During the training,  each session will be  monitored by the shift manager on charge for 4 hours ( paid hours) duration which will also be established by the training manager. The training will be offered within the hotel and during it the new member will be permanently supported by the supervisor in charge.




Development Plan 
Description of Activities:

Week One:
During the first week it is offered a worm welcome to the new team member by presenting the hotel and housekeeping colleagues. It will be explained the contract and also be provided a hotel tour.
Week two:
During the second week, the new housekeeping team member will receive the login details for the online training provided by the company which is needed to pass 100%. Besides, the new member will have a health and safety training provided by the manager as long as the COSHH procedures. By the end of this week, the team member should be able to understand the responsibilities this role involves, report the hazards and accidents, using equipment safely. Under the COSHH procedures, the new team member should be aware of chemicals in use, chemicals storage and hazard signs.
Week three:
During the third week, the new team member will be introduced to the room and bathroom  cleaning assessed by the shift manager in charge and explained the expectations of a room service. It will be provided a uniform and explained the importance of using it all the time during the shift.
Week four:
During the fourth week, the team member should be able to clean a room and a bathroom assessed by another team member, which will also explains the chemical used and type of laundry.



Week five:
During the fifth week, the new team member has allocated a “stay over” clean and will be checked by the shift manager after it is accomplished.
Week six:
During the sixth week, the trainee will be provided a security training such as carry a personal panic alarm, do not enter in the room if a guest is inside, do not leave rooms open when cleaning, do not open rooms for anyone and keep keys safe at all times. By the end of this week, the new team member should know the other departments so that he will be able to report a problem to the right manager.
Week seven:
An overall check will be assessed by the supervisor to revised the key points of the hotel standards and the customer expectations. It will be provided rota and explain the clock in and out to the trainee.
Week eight:
During the final week, the trainee will be assessed by the manager in order to fulfil the tasks according to the hotel’s standards.




Referencies:
What is Training in Housekeeping? Housekeeping training topics list. - Cleaning Business Boss
       https://hoteltechreport.com/news/hotel-housekeeping-duties
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