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INFORMATION FOR CLEANERS

1. WHEN TO CONTACT THE AGENCY:

It is essential to keep in touch with the Agency at all times.

Keep the Agency fully informed of any changes in your work schedule. Let us know if you stop working for the agency.

ALWAYS CONTACT US:

a) Upon arranging an interview with a client.

b) Upon starting with a client.

c) Upon leaving a client.

If you are told by a prospective client they’ve already got someone, find out who, AND TELL US.
2. STATUS:

You are a self employed cleaner contracted by clients of the agency (Agency name) to work days and hours to be arranged between you, performing general cleaning duties.

You will be paid ------- per hour.

You are not at liberty to vary these arrangements without notifying the agency.

You will be paid direct by the client, not the Agency. As a self employed person it is your responsibility to arrange your personal tax affairs.

As a self employed sub contractor you are working directly for the client and so do not count as an employee of the agency.
Clients are secured by regular door to door leaflet drops. So when you get an enquiry to go after, bear in mind that a lot of hard work has gone into getting that client to come to us. You must never let us or our clients down.
If you do, you will not be allocated any additional work.

If ever you arrange an interview with a client, and find you cannot attend, you must warn the agency in plenty of time. We can then arrange a replacement.

As we cannot afford to risk losing a single client, should you ever let us down, we will not be able to allocate you any more work.

3. AFTER INTERVIEW:

You arrange an interview with the client. Or we arrange the interview time for you. You attend. Whether you get the job or you don’t, let us know either way. Don’t assume the client will tell us.
Once you confirm you are starting a new client we can then bill them for our agency fee.

4. SELECTION OF WORKERS

We interview many cleaners every week. Not everyone we see is prepared to do this sort of work. If you decide you are not interested, tell us.
Once you have proven yourself reliable with other clients, we will allocate more work to you. Also, the more you keep in touch with us, the more likely you are to get work from us.

Before you are given clients to go after, we require proof of identity, such as passport, proof of address such as bill to your home address, two written references, two passport sized photographs, $20.00 insurance deposit, and a commitment that you will stay with the agency for at least three months.
The clients you will be given are either existing clients whose current cleaner has left, or new client enquiries who have agreed our agency’s terms and wish to try our service.

When attending interview, remember that you may be the first person they see from the agency – so it is important you make a good impression. Look professional, be neatly dressed, and have on you a copy of your references just in case a client wants to see them.

If you get given a new enquiry who doesn’t want anyone after all, let us know to save us wasting everyone’s time. (Sometimes prospective clients change their minds after they have agreed to interview our workers, but they don’t let us know).

5. CANCELLATION GRATUITY:

There is a cancellation gratuity (non-obligatory) payable by the client should they give you less than 24 hours notice of cancellation. It does sometimes happen that a client forgets to alter arrangements, or double locks a door – he should then pay you $20.00 for your wasted visit. 
6. INSURANCE:

There is a $20.00 insurance deposit. This is returnable upon request after six months provided you are still working with the agency at that time and provided you have not broken anything. Some cleaners choose not to stay six months, in which case the $20.00 insurance deposit is non-returnable.
Any unclaimed surplus is put towards Employers and Public Liability Insurance. This provides cover should you injure yourself while cleaning within the client’s premises (not outside) and also covers any damage over the value of $100 done by you, through negligence, to a client’s property or possessions. Damage within this $100 ‘excess’ is either paid for by the client or funded out of any surplus $20.00 deposits.

7. HOLIDAYS AND SICKNESS:

Let us know if you want time off. Check with your clients whether they want a temporary replacement while you are away. Never simply fail to show up without letting us and the client know.
8. UPON LEAVING THE AGENCY:

Give as much notice as possible if you intend to leave us. You should ideally give us at least a week notice of any change in your arrangements.

9. SAFETY PRECAUTIONS AND GENERAL CONDUCT WHILE ON A CLIENT’S PREMISES:

Our clients trust the agency and its workers to be careful, professional, experienced cleaners who are knowledgeable about household safety and what is expected:

a) SMOKING IN A CLIENTS HOME:
don’t. Non-smokers can smell stale tobacco smoke for days afterwards. If you are permitted to smoke, DO NOT flick ash into a waste bin – use an ashtray. Too often I have seen smokers flick ‘live’ cigarette ash into waste bins full of paper and other rubbish. This is an unacceptable risk.
b) IRONS:
 Switch off after use. Never place flat down, even when switched off. If you feel it has cooled down, still take care to position it on its end, upright.
c) COOKERS: Beware the flat topped cooker hobs. It’s easy to brush against a switch and turn the hob on accidentally when cleaning. Be careful about this. A fire was once started by a cleaner this way. She left a dishcloth on a flat ceramic effect cooker hob and accidentally switched the hob on when wiping the knobs clean. $6,000 of damage was done. Do not rest clothes, magazines or anything on these flat topped cooker hobs.
d) GAS: Gas hobs, gas cookers, and gas fireplaces can all be accidentally switched on or left on by someone unfamiliar with the controls in a strange house. Watch for smell of gas. Be careful when wiping or dusting any controls.
e) ABRASIVE CLEANER AND FLAT SURFACES: Beware of smart white sinks and white kitchen surfaces, or any smart surface. These can all too easily mark or chip. Clients do notice these things and some are very fussy – one client wanted a whole new kitchen because of one tiny little chip on her prized unit tops. So, do be careful.
NEVER use abrasive cleaning fluids or cloths on any surface – ask for Jif or an equivalent.

f) LOCK UP SECURELY WHEN YOU GO: Be sure to lock doors and windows upon departure. Push against a door as you close it behind you to check it is secure.

g) TAPS: These can easily be left dribbling slightly. This doesn’t matter much – except when you have also left the plug in the plug hole. Many a flood has been caused this way, and when it happens in a block of flats you can bring down ceilings and floors for many storey’s below. Water damage can run into $100,000’s and is as serious as a major fire. So be sure to turn off all taps firmly, and always leave plugs out of the plug holes.
h) NEVER give your jobs to a friend or relative. We need to interview everyone who starts work with a client. By all means refer any friends or relatives to us so we can interview them – then we will be able to give them work.
i) CONCLUSION: Switch off iron, gas and taps after use, make sure the doors and windows are locked when you leave, be careful, and never smoke on a client’s premises.
j) DO’S AND DON’TS – A QUICK LIST:
1. Tell us when you arrange an interview if we employ the interviewers.

2. Tell us how the interview went.

3. Phone us if you want more work.
4. Always return clients messages – and any messages from us.

5. Let us know if you stop working for a client.

6. Return clients keys when you leave – THIS IS VERY IMPORTANT.

7. Keep in touch with us – give us a call once a month or so.

8. Don’t overcharge clients.

9. Don’t let clients down – tell them (and us) if you can’t make it.

10. Let us know as soon as you know you are leaving the agency so we can re-allocate other         workers to your clients. Failure to let us know may mean the clients go elsewhere – remember: workers coming into the agency after you will want the work as badly as you need the work now. Give new workers a chance and let us know if you are planning to leave.
11. Don’t smoke on client’s premises – they can smell stale tobacco.

12. Follow safety procedures. Be careful of cooker hobs and gas cookers.

13. Notify us of any change in your address and telephone number.

14. Don’t give work out to friends – send them to us for interview first.

Lastly…….

BE PUNCTUAL
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