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	Introduction to the Team Members

	Hello everyone,
At the Hotel Trinity, I manage the housekeeping department. As the housekeeping manager of the company, it is my responsibility to plan, organise, and manage the overall operation of the housekeeping activities at the company. As a result of this, we have decided to launch a training programme for our employees with the goal of enhancing their skill sets. This will allow them to carry out the tasks associated with their respective positions within the organisation more efficiently. The duration of the training programme is going to be eight weeks. The following provides a comprehensive planning outline for the training programme that has been demonstrated.
Thank You

	Timeline of the Training Program

		Time
	Task

	09:00 AM – 10.00 AM
	Outline of Everyday Session and Recap of Previous Session

	10:00 AM – 11.00 AM
	Vocational Training

	11.00 AM – 11.30 AM
	Short Break

	11.30 AM – 01.00 PM
	Vocational Training

	01.00 PM – 02.00 PM
	Lunch Break

	02.00 PM – 03.30 PM
	Practical Observation and Learning

	03:30 PM – 04.00 PM
	Short Break

	04.00 PM – 05.00 PM
	Brainstorming Session and Self-Assessment




	Weekly Outline of the Training Program

	Weeks
	Description of the Task in Week
	Things to be Covered This Week

	Week 1: Communication
	This week, one of our primary goals will be to learn how to improve our communication skills. This will allow us to communicate with our customers in a more efficient manner and provide them with the highest possible level of service.
	· Different types of communication – internal & external communication; formal & informal communication etc.
· Appropriateness of different types of communication in different situations.
· Hierarchy of communication
· Receiving and communicating feedback from clients

	Week 2: Manners and Etiquettes
	One of the primary components of the high-quality service provided by hotel staff plays a significant role in ensuring the complete satisfaction of all guests. In order to work at a hotel with stars, employees need to have proper manners and etiquette. As a result, this week the employees will participate in training regarding the appropriate manner in which they should conduct themselves when interacting with customers and guests.
	· What are hotel manners and etiquettes and why these aspects are important for hotel employees to understand?
· What are the standard manner and etiquettes for hotel employees while dealing with guests
· Theories and models of effective manners and etiquettes of hotel employees.
· How employees should maintain their manner and etiquette in a negative situation


	Week 3: Cleanliness
	Maintaining a spotless home is essential to a successful housekeeping career and is one of the job's primary responsibilities. During the second week of the course, we will learn about the various aspects of cleanliness as well as how we should keep the cleanliness of our hotels at a high standard.
	· Why cleanliness is important?
· Cleanliness Standard which we must ensure.
· How to keep and maintain hotel areas clean?
· Managing waste materials generated from the operation
· How we can improve the hygiene of the environment

	Week 3: Fire Safety
	This week, we will be talking about fire safety, which is one of the most important aspects of running a hotel, and it will be covered. The hotel staff will receive training this week on what actions they should take to ensure fire safety and what steps they should take in the event that there is an accident involving fire at the hotel.
	· The general standard of fire safety.
· How to maintain appropriate fire safety in the hotel.
· How employees should ensure daily observation of the fire safety of the hotel.
· What should employees do if a fire breaks out in the hotel?
· What should be the preference of employees in fire accidents?

	Week 4: Control of Substances Hazardous to Health (CSHH)
	The training subject of week 4 is CSHH or control of substances which are hazardous to health. As a standard and client-friendly hotel, it is the first priority of that hotel to ensure the maximum safety of the guests during their stay at the hotel. Therefore, employees of Hotel Trinity must have a sufficient understanding of how to control the substances that are hazardous to health.
	· What are the substances hazardous to health
· How employees should monitor CSHH
· How to control the use of CSHH in hotel
· How to communicate prohibition regarding CSHH to guests


	Week 5: Health and Safety
	The health and safety of hotel guests, as well as hotel staff members themselves, is one of the most important considerations that need to be given by hotel employees. The training that will take place during week 5 will focus on expanding the employees of Hotel Trinity's knowledge and abilities in the areas of health and safety.
	· Why health and safety are important in a hotel.
· What are the standard health and safety measures to be undertaken by hotels?
· How employees of the hotel can contribute to the health and safety of the hotel.
· What should employees do in breach of the health and safety of guests and employees?

	Week 6: Teamworking
	Collaboration among employees is one of the most important aspects of an organisation because it can lead to improved work output from those employees. This week, employees will learn how to improve their individual performance as well as the performance of the organisation as a whole by improving their ability to work effectively in teams. This knowledge will contribute to the overall performance of the organisation.
	· What is team working?
· What is the importance of team working?
· How employees can work effectively in a team?
· Skills required for effective team working.
· Theories and models of effective team working.
· Managing and coordinating team works.
· How to resolve problems arising while working in a team?

	Week 7:  Problem Solving and conflict management
	In the course of providing service to patrons of hotels on a day-to-day basis, it is extremely common for employees to be confronted with and required to solve problems brought about by patrons.
In addition to this, employees may also experience difficulties within their own ranks. The employees will be given training during this week on how to deal with problems that are encountered by guests and customers, as well as how to resolve conflicts that arise amongst themselves.
	· What are problem-solving and conflict management and their importance
· Theories and models of problem-solving and conflict management.
· What are the common type of problems usually encountered by guests and how employees should deal with them
· What if there comes a new type of problem, how should the employees deal with such a problem
· How should employees identify conflicts among employees
· Theories and models of effective conflict management
· How should employees deal with conflicts among employees

	Conclusive Statement

	This training program has been designed for the employees of the housekeeping department of Hotel Trinity. The primary purpose of this training program is to ensure that employees of the housekeeping department of the company are able to elevate their performance by improving their knowledge and skill. In this training program, we have included all the aspects of skill and knowledge that are highly essential for housekeeping services in a hotel. Hopefully, all the employees will participate with a learning approach and have their skills and knowledge improved from the training program.
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