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PREFACE

Housekeeping maybe defined as the provision of clean comfortable and safe environm

Housekeeping is an operational department of the hotel. It is responsible for cl
maintenance, aesthetic upkeep of rooms, public areas, back areas and g
Housekeeping Department - is the backbone of a hotel. It is in fact the bigge

the hotel organization.

Hotel Housekeeping Training Manual with 150 S as a

comprehensive collection of some must read hotel & r agement

training tutorials written by hospitality-school.com ogpents of this
manual are the product of Years of Experience, ns. Efforts have
been made to make this manual as complete as ible. This man as made intended for
you to serve as guide. Your task is to famil
it on your daily duties at all times.

{a

Our motto behind w is no replace outstanding text books on

housekeeping operation r add something that readers will find
ead 1n1ng manual is ideal for both students and
professional hot estaur te@ho are associated with hospitality industry which
is one of the and exciting industries in the world.
gsh a Qy best to all our readers. Very soon our training manuals,
various ses of hotel & restaurant industry will come out. Keep visiting our

aht@I com to get free tutorials regularly.

am of hospitality-school.com

more practical and i

gard
Wrj
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SOP-1: Trolley Setup

Policy

Provide assurance that the trolley has been put up in a correct way with

items for everyday operation.
Standards
e To setup maid trolley.
e To put sufficient items on it. o

e To handle the trolley properly.

Procedures

inishing the

e Every maid has to setup his/her trolley before ?
working shift.

e [tems that are to be putted on the t suff; @ugh for the cleaning
operation for that particular d

¢ Do not overload the trolle es a ens as it can make damages to
the trolley itself

me. @ the trolley as it will distract maid’s
A
&éﬁandle the trolley correctly in order to refrain

the wall and torn the wallpaper.

e [tis better not to 0

ol
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10. Follow up during the day and evening shift

¢ Dust mopping and sweeping the lobby should be performed when needed.

e Remove finger marks from furniture and windows as needed.

e The ashtrays should be kept clean.

SOP-10: Cleaning Public Areo Toilet

Policy
To apply a standard way and accurate technique for cle
Standards

e To clean public area toilet in a proper way.

e To provide a proper chemical to be applied op a proper : o

Procedures

1. Preparation of area

e Place the basket near the

e Place the “wet ﬂ osed" at the entrance.

e Wear the hand

e C(Collect any de
with disi aner
2. Cleanin tan cubl

nd s 1let cleaner inside of toilet bowls and urinals.

t01let rolls and vacate all waste bins and wipe

le to ensure that guest may still use these facilities.
of toilet bowl with toilet brush, ensuring that all edges and
% properly cleaned; ensure that toilet is not worn out. Use multi-

cleaner and sponge.
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e The walls and partition in the cubicle as well as the doors should always be kept
dried.

e Replenish toilet rolls.

3. Cleaning of urinals

e Scrub interior of urinals bowl with a toilet bowl brush; use multj
cleaner and brushing pad.

e C(lean outer body with multi-purpose cleaner.

e Apply damp clean dividers around the urinal bowl using m

and wipe dry.
e Flash urinals.
e Polish all chromes.

4. Cleaning of washbasins

nd cle asin bowls, taps,

%ater; use the cloth with glass

th agﬁ
’&

e Spray multi-purpose cleaner on the
stoppers and basin tables.

o Buff the taps; ensure no wate

e C(lean all mirrors us g a

cleaner.

e Wipe the frame o
e Wipeall llghénd co
e Repleni
5. Cleanin a Q
‘ @e oors and frames.
emove an d
L 4

mark and spot on walls.

uster to remove any cobwebs and dust on air vents.
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Other Training Manuals

. Food & Beverage Service Training Manual
with 225 SOP
Hotel Front Office Training Manual with_2 5%
SOP
Professional Waiter Training Afnucd war n
101 SOP
Hospitality Career Opporte ies ' Lcarr
Secrets to Get Job in Hotel, K&fdaurr..” &
Cruise Industry
Professional Spoken¢ e sh fi~ hotel &
Restaurant Workex
Effective  Guegip, Colmplcr.©  Handling
Techniqugs inf ofclék Res!aarant

Upcorfiii ). Tre'\ tng Manuals

¢ Hotel KE& 'Se v, @ (raining Manual
Vit fwi w.hz s calitv-school.com for all Free

Cutorials, ~. cates, power point presentations,
wcu v s and files, manuals & many more.

--= The End---
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