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CHAPTER 1 HOUSEKEEPING SUPERVISION  

1.1 ROLE OF SUPERVISOR  

Definition:- 

A supervisor is a person who supervised activities or people, especially workers. 

Supervisors carry the responsibility of directly managing the human resources, the most 

important resource of the housekeeping department. 

• TYPES OF SUPERVISORS  

1. Floor Supervisor  

2. Public Area Supervisor  

3. Linen Room Supervisor  

4. Uniform Room Supervisor  

5. Night Supervisor  

6. Laundry Supervisor  

 

1. To  aware of their hours of work and  adhere to the planned duty roster. 

2. To make any adjustment for off-days in consultation with the concerned employees. 

3.  To instruct the cleaning routines and schedules. 

4.  To regularly fill up the cleaning and maintenance checklists and inventories after a 

complete physical check. 

5.  To liaise with the maintenance department  

6. To inspect and record room status regularly and liaise with the reception desk. 

7.  To issue the relevant keys, keep track of them, and get them safely back. 

8.  To be responsible for  dealing with lost-and found articles. 

9.  To checks the stocks regularly. take delivery of stocks, and issue supplies to attendants. 



10. To supervise the staff involved in the cleaning and setting up of banquet halls, meeting 

rooms and other event venues. 

11. To check and record the amount and condition of the house linen during collection, 

dispatch , storage, repair, and use. 

12. To arrange for the induction and training of staff. 

13.  To regularly apprise managers of individual staff performance. 

14. To inform the employees of staff welfare schemes and other facilities. 

15.  To liaise with staff from other departments in a way that shows respect for their skills 

and abilities. 

1.2 SPECIFIC FUNCTIONS OF SUPERVISORS – GUESTROOM INSPECTION,  

INSPECTION OF VIP ROOMS,  

LINEN INVENTORY 

GUESTROOM INSPECTION:-  

Cleanliness and maintenance 

Approved for occupancy by supervisor 

Last look will be the guest’s first look 

Eye for detail 

Up to  the establishment standards 

Need for deep cleaning or not 

Leaving no room for neglect 

Efficient checklist 

Inspection of bedroom and bathroom clockwise or anti-clockwise 

Final look around the room. 

INSPECTION OF VIP ROOMS:-  

It should be checked by Assistant Housekeeper personally. 

Thorough checking is done 

Thorough cleanliness  

To see the degree of soiling  

All the VIP amenities in place 

LINEN INVENTORY:-  



Physical verification 

carried out at Periodic Intervals 

Accurate entries  

Overages and Shortages 

the discards are stamped ‘condemned’ and set aside. 

1.3 CHECKLIST FOR INSPECTION  

DEFINITION OF CHECKLIST:- 

A workplace housekeeping checklist is a tool used to ensure that the workplace is well 

organized, hygienic, and safe for all employees. 

1. Inspection of the cleaned area 

2. It’s a tool for supervisor 

3. Checklists are for all areas 

4. Housekeeping department is responsible for cleanliness 

5.Standards of cleanliness to be achieved. 

6. Record any observation 

7.Detailed checklists thorough inspection
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1.4 DIRTY DOZEN AND QUICK SIX INSPECTION 

 

DIRTY DOZEN 

 

A checklist of 12 areas (12 numbers hidden inside) identified in guestrooms that 

GRA’s attention & tends to accumulate dust. 

• QUICK SIX INSPECTION 

1) CREDENZA (Sideboard)  

2) NIGHTSTAND  

3) BED LINEN  

4) VANITY WALL  

5) SHOWER WALL  

 6) TOILET  

 

DIRTY DOZEN AREAS 

 

1. Between bed and nightstand where dirt and debris may accumulate.  

2. Drawers and wardrobes  

3. Below the lamps  

4. Tops of picture frames  

5. Top edges and backs of doors  

6. The diffuser grilles of radiators of doors,  

7. Ceilings  

8. Pillows and Pillowcases  

9. Odor of the room  

10. The tiles area near to the shower.  

11. Behind the toilet bowl  

12. under vanity unit and towel racks  

13. The faucet filters  

14. The air vents in the toilets  

15. The baseboards in the guest bedrooms as well as bathrooms.  

 


