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Daily Tasks

Rooms
Open the
window
Removing
dirty sheets
Make tke
bed
Bedside
table
Picture
Desk+Chair
TV Cabinets
TV

Remote
Control
Sockets
Telephone

INSPECTION

DATE KEYS ROOM TO (ROOM TO |ROOM TO|PERIODIC
BN CLEAN

Place cream in bath

Departures Stay Over

JOB OF THE DAY

Please clean

Hoover the below corridors and around
elevators
Floor
Floor

Cupboards to be organised
Floor

LOST & FOUND & TECHNICAL PROBLEM

Room no.

Bed head

Room no.

Bathroom

Room no.

Bin

Room no.

Remove
towels

Room no.

Floor

Compliment
ary toileteers

Bath,shower,
\washroom

Bath with
dedicated
sponge




Daily Reconciliation v2.4_.1
Ibis Brighton City Centre - H6444

Room Status Done Comments Room | Comments Departures | | 20

Status | Done Comments Room

208 Stays | | S

09 ROOMN RECOMNCILIATION

10 R# Cleaned -

S11 R# Left Over -

S12 R# Left Owver (D1) -+

S14 OOS R# Cleaned =

8S1S
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Staff R#
MNot Cleaned

+

S17 DD

18
219

Total

S0L LINEMN CONTROL

203
205

Pieces Received

206
207

Pieces Rejected

208 ROOMNM CONTROL

2209 R# Audited

210 Chambermaid

SA1L Score

o912 Date

o149
915

18/10/2023

oD1LS Name

QLT
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Lone Working

It is the right of every team member to feel safe, secure and not to be threaten:
while at work. Team members must not be put into difficult situations where t
approached by guests or colleagues in an inappropriate manner.

For this reason, it is important that you know what to do in an emergency or if you believe you or
yvour safety is at risk. Working with the room door open / closed is a safe method of work if the
following steps are taken.

NEVER CLEAN THE ROOM ON YOUR OWMN WITH THE GUEST IN THE ROOM

Key Security

Room, floor or master keys must alwavys be kept on a lanyard around the neck or in a belt and not
left on trollies or in the room. Dummy key-cards must be used for light switches.

Cleaning a Room with doors closed

- Knock on door and wait to ensure the guest is not in the room

- Place a sigmn on the door to indicate that a room attendant is carrying out their duties.
o The sign should be provided by the hotel to conform to corporate image policy
[} The sign mMmust be hung on the outside of thhe door

- The Trolley should be placed next to the entrance of the room being cleaned so limnen

and supplies are close to hand

Listen out for guests re-entering and ensure you leawve as soon as they enter — you do
Nnot want to be in the room at the same time.

- Do not answer the door to anyone

< If they say they are a guest - ask the guest to use their key

o] Call reception from the in-room phone to advise

[ As a last resort — open the door walk straight out into the corridor and get your

supervisor.

(=] If it is your Supervisor or Housekeeper — they will have a key to open the door

- If the guest requests that the room is cleaned while they are in the room explain that
yvou will come back later when they are out to finish the cleaning. Ask when it would be

convenient to come back with your superwvisor.

- Know your emergency procedures, how to raise the alarm and the safe exit route from
each area of the hotel

wil © Prepared for the exclusive use of WGC Limited, Reproduction of this material is expressly
forbidden without prior written permission
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Lone Working

it is the right of every team member to feel safe, secure and not to be threaten
while at work. Team members must not be put into difficult situations where t
approached by guests or colleagues in an inappropriate manner.

For this reason, it is important that you know what to do in an emergency or if you believe you or

yvour safety is at risk. Working with the room door open / closed is a safe method of work if the
following steps are taken. 3 E e

NEWER CLEAN THE ROOM ON YOUR OWN WITH THE GUEST IN THE ROOM

Key Security

Room, floor or master keys must always be kept on a lanyard around the neck or in a belt and not
left on trollies or in the room. Dummy key-cards must be used for light switches.

Cleaning a Room with doors closed

- Knock on door and wait to ensure the guest is not in the room

Place a sign on the door to indicate that a room attendant is carrying out their duties.

e} The sign should be provided by the hotel to conform to corporate image policy
o The sign must be hung on the outside of the door
- The Trolley should be placed next to the entrance of the room being cleaned so linen

and supplies are close to hand

Listen out for guests re-entering and ensure you leave as soon as they enter — you do
not want to be in the room at the same time.

- Do mnot answer the door to anyone
< If they say they are a guest - ask the guest to use their key
o Call reception from the in-room phone to advise
(=] As a last resort — open the door walk straight out into the corridor and get your

supervisor.

o If it is your Supervisor or Housekeeper — they will have a key to open the door

If the guest regquests that the rocoom is cleaned while they are in the rcom explain that
yvou will come back later when they are out to finish the cleaning. Ask when it would be
convenient to come back with your supervisor.

Know your emergency procedures, how to raise the alarm and the safe exit route from
each area of the hotel
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