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Employee Handbook

Mission:
High-Quality Cleaning with Heather was started as a family business. As clientele has grown, it has become much more than that but with a focus still on “family”. As a team we provide quality and detailed cleaning in a professional way. We are to be dependable as individuals and as a team. We provide a safe and healthy work environment for all our employees.  We treat all our employees with respect, understanding, honesty, and fairness. As employees, I expect the same from you toward your fellow employees/ employer. Embrace each cleaning with enthusiasm and your best foot forward. Clients are trusting us with one of their biggest assets i.e. their homes/ businesses. 

Attendance: 
I expect you to be present during your scheduled workdays. If you face an emergency that prevents you from coming to work on a scheduled day (sickness, death in the family, etc.) please find a colleague to fill in for you if possible. See “Contact List” for a list of leads and cleaning technicians and their phone numbers. If you cannot find someone to fill in for you, please contact me as soon as possible. With short-term rental properties that are often same-day turns in the summer, last minute cancellations of a scheduled shift will mean scrambling for coverage. I will excuse reported absences if a serious event prevents you from working and if given more than 24 hours notice. If an employee makes a habit of not being able to work their scheduled shift, disciplinary actions may be taken. 
I expect you to be punctual and to follow the schedule you have agreed on. If you are absent or late on occasion, you should have a good reason. Being consistently late or absent can cause problems to your colleagues who may have to shoulder more work. Unexcused or unreported absences for more than 3 days will be considered job abandonment. If you need to leave work early one day, please inform me as soon as possible before the scheduled clean. This is usually not a problem. 
You are responsible for monitoring your working hours through Resort Cleaning (RC) and to clock in and out. If you do not own a cell phone and cannot do this then please ask your lead to submit for you or upon returning home use a parent’s phone to text me with your work hours after each shift. 

Holiday Policy:
We do not work on the following holidays: Easter, Thanksgiving, and Christmas Day. If a same-day cleaning is required on these holidays: New Year’s Day, Memorial Day, Independence Day, and Labor Day, pay for those days will be double. If you want to work on any of these holidays please contact me. I will schedule those individuals who contact me first. 

Dress Code: 
Please make sure you are comfortable but professional and modest. You must wear shoes to the cleaning but if you prefer to go shoeless while cleaning that is fine. Pants, jeans, joggers, leggings, shorts are appropriate for cleaning. A couple of business t-shirt will be provided at the beginning of the summer to each employee. Please wear as often as possible. It shows a unified front when we all wear our company shirts. 
As a professional business it is important that we present our best selves at each clean. Please make sure you are well-groomed and your clothes are presentable (clean, wrinkle-free, free from odors such as cigarette smoke and strong perfumes, and free from pet hair). 

No Smoking Policy:
To maintain a healthy and safe work environment for all employees and clients, our company enforces a strict no-smoking policy. 
1. Scope
Smoking is not permitted during working hours. Working hours include picking up and dropping off your team as well as time between cleaning appointments. This policy applies to all employees and contractors. It covers cigarettes, cigars, e-cigarettes, vaping devices, and any other forms of smoking. 


2. Designated areas
Smoking is prohibited in all company vehicles, company property, job sites, and client properties.
3. Compliance
Failure to comply with this policy will result in disciplinary action, which may include verbal or written warnings, suspension or termination of employment, depending on the severity of the violation. 
4. Health and Safety
We aim to promote a smoke-free, healthy environment for both our team members and clients. Please be mindful of any lingering smells which may stick to clothing, hair, and cleaning items you may be asked to carry in your vehicles. 

Phone usage: 
Please upload the RC app for your timeclock as well as viewing your schedule. 
Phones may be used for checking in and out of each clean and for music/ audiobook as long as you are able to hear others (same for earbuds). It is understandable that texts, calls, etc. will come in during the day. Please keep all texting and calls to a minimum and only if necessary. No social media during working hours. 
***Leads will have to be on their phones for taking pictures and videos of the properties for RC and for texting me about property issues or if we are running low on supplies.***

Safety: 
Please be aware of training you received in cleaning safety, i.e. mindful of slippery areas such as tubs and floors, bending correctly to make beds, asking for help moving heavy objects, biohazard cleaning, and correct usage of cleaning chemicals. 
Security cameras are placed on the outside of many of the short-term rentals that we clean. Do not discuss clients in or outside the homes and always watch what you are doing outside i.e. don’t dump the dirty mop water over a plant outside, if bringing in laundry from the car it isn’t being dragged on the ground, etc. 
During a clean never open a door unless it is another employee or myself. Owners will have codes or can open doors with their keys. Delivery people, nosey neighbors, etc. do not need to come in. It is important that everyone feels safe when cleaning. Please make sure to lock doors after you come in. 

Confidentiality:
Residential clients- Anything seen at a residence is private. If you feel the need to disclose something you think needs to be disclosed, please contact me. It should not be discussed elsewhere or with anyone else. 
Commercial clients- Leads who may be cleaning commercial buildings will be given the codes or keys to these locations. These should not be given to anyone else without permission from me. It is your responsibility to make sure they are not overheard or shared or misplaced. Employees will be cleaning business offices at times. Anything seen in offices is confidential. No looking at papers on desks, taking pictures, etc. Most commercial buildings have interior cameras. Please be respectful and mindful when cleaning these spaces.
Short-term rentals- Codes will be given to leads only. Do NOT give these codes out to a fellow employee or anyone else without permission from me. 
In short, you must not use confidential information for your personal benefit or profit. You must not disclose confidential information to anyone outside of our company. No taking pictures of people’s property without permission from me. Exceptions to this rule are for leads taking pictures of damages, before/ after images, pictures to prove extreme messes for Airbnb, etc. 

Payment:
Employees will be paid bi-weekly by direct deposit. Each employee will receive an email to set this up with your bank account information. Please do so as soon as possible. The app can be downloaded on your phone. You will be able to view your paychecks, tax information, etc. 

Time clocks:
Leads/ cleaning technicians: You will be paid travel time between cleans if you are moving from one home to another in the same day. 
Leads: If you are picking up a fellow employee start your time when you arrive at designated carpool location and clock out after dropping back off.  If driving to cleans on your own (because you want to go work out after work or for some other personal reason) or being transported by employer, start your time when you arrive at the first clean and finish at the last. 
Techs: Clock in when you arrive at your first house and when finished with your last house.

Responsibilities:
Each clean will have a lead plus 1 or 2 cleaning technicians scheduled. 
Leads:
· The lead is responsible for managing the team (keeping the techs on task and within the required cleaning time-frame).
· The lead is responsible for driving  the team to and from the scheduled cleans as needed. 
· The lead should make arrangements the night before their scheduled cleans with their team for carpooling. (Contact list will be provided.)
· They are responsible for washing their cleaning rags for the next scheduled clean and making sure they have the necessary sheets for each house they are scheduled for that day. 
· When a lead arrives they must gather towels/ sheets and start the wash. They must also check each comforter and blanket used to make sure they are visibly clean. (If any comforters are dirty and must be washed before next cleaning, please wash them first before towels. If the comforter is larger than the washer capacity, please call me asap so that I can launder it at the laundromat.) 
· Leads are responsible for cleaning the kitchens. (Always check dishwasher to make sure it was started. If not, please put on the quickest wash. Long washes can take three or more hours and we don’t have that amount of time per clean.)
· Laundry is the leads responsibility. Set a timer on your phone to remember to check it often. (Towels or blankets can be put outside or over chairs if they are close to dry during summer months.)
· Leads can help techs with whatever is left after kitchen and laundry are done. 
· Leads should check outdoors: send picture of hot tubs, brush out grills, etc.
· At the end of a clean it is the lead’s responsibility to do a check of the cleaning checklist and to do a video walk-through of the entire home and send to me or attach to the app for that particular cleaning. 
· Make sure home is secured. Doors are locked, windows closed/ locked, lights turned off, and AC/Heat set at desired temperature. 
· They must also check the supply list and send me a list of anything that is running low. All cleaning supplies will be stocked at each home.
· Any laundry left to wash will be dropped at Krista’s after clean or when driving that direction. Leads should look ahead to see what cleans they may be scheduled for and pick up those laundry bags. 
· Any maintenance issues must be reported to employer, written on maintenance list in closet, and dated. 
***It is the lead’s responsibility to text me immediately if you arrive at a clean and it is trashed or if guests are still there. You will be paid for anytime you have to wait for a guest to leave. I must know how long after check-out time they finally leave the property.***
Cleaning technicians:
· Techs will start their cleaning day by removing all dirty sheets and placing them in the laundry room for lead to start. Check comforters well for stains. If you notice any stains please take to laundry room, spray, or tell lead.
· Each tech will then start on a bathroom making sure to stock towels, soaps, tp, etc.
· After bathrooms are completed, move on to dusting, making beds, sweeping, vacuuming, and mopping. (If a tech is not sure what to do next please ask the lead or just dig in!)
· Techs can move laundry if they see that it needs switching. 
· Techs should take pictures of their completed bathrooms and send to Heather each clean. Pictures required are as follows: 1. Toilets: top, left, right, base, under seat, etc., 2. Showers, 3. Sink, and 4. Mirrors
· Check areas outside for trash and wipe tables or outdoor furniture as needed



Leads and technicians:
We are a team! If you see something that was missed, feel free to just do it or fix it! We are all human and we are all going to miss things at times! 
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