
 

 

  

Colleen is based in Zambia 
Payroll and invoicing, recruitment, social media 

Whatsapp +26 096 4207411 or Email colleen@splashclean.co.uk 
  

Angela is based in Alresford 
Schedules, recruitment, team training, product deliveries, spot checks, social 

media 
Call/Text/Whatsapp 0789 1181 267 or Email angela@splashclean.co.uk 

  
  

Postal Address 
Splash Clean, Splash 100, 80 High Street, Winchester, SO23 9AT 

  
Mobile 

0789 1181267 
  

Web 

www.splashclean.co.uk 

instagram.com/splashclean 
facebook.com/splashclean 
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  WELCOME TO THE SPLASH CLEAN TEAM 

We have put together this guide to share tips on how we work.   We are 
always open to suggestions so if you have any ideas, please do let us know.   
  
About Splash Clean 
  
Splash Clean was started by Colleen in October 2010, and the business has 
grown from strength to strength. We are now a small team of cleaners 
servicing the Winchester and Alresford area, offering weekly, fortnightly and 
one off domestic and commercial cleans.  We really do like to work as a team, 
always helping each other out as much as is possible. 
  
We pay an excellent hourly rate, and always offer as much flexibility as we can 
when you need time off for holidays, children etc.  We appreciate that when 
you have children, children come first, and whilst this can often prove difficult 
in the working world, it isn’t with us! In return for this, we do expect 
reliability and hard work! If ever you need time off, just give us as much 
notice as possible and we can arrange cover for you.  We know that cleaning 
can be a bit of a drag, but it’s only a few hours a day, with no office politics, 
boring desk or stress and just think of the difference you are making to 
someone’s life – how lovely to come home to a sparkling house! 
  
We are not “just cleaners”, we are all professional people offering the best 
service we can to our clients. Colleen had never worked as a cleaner until she 
started Splash Clean, and the same goes for almost the entire team, which 
currently consists of only about 11 part time cleaners. 
  
Please take 5 minutes to visit our website and update yourself with all we 
offer, that way you can ensure clients are well informed about our services 
and what we are able to offer them.  You can also like our Facebook page and 
follow us on Twitter & Instagram. 
  
We are also always looking for new team members, so do spread the word!  
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Communication 
If you are ever unhappy/concerned about something that has happened in a 
client’s home, call us to talk about it.   Same goes for if you are not happy 
with a particular client, your hours, anything – just call! We don’t want 
anyone to be unhappy in their work, if there is anything we can do, it’s best to 
chat about it straight away.  Communication is equally important as your 
standard of cleaning. 
Text is not an acceptable form of communication in cases of breakages, 
sickness or being unable to attend a clean. Best judge is, if it is something that 
is going to negatively affect a cleaning shift, the client or Splash Clean; a 
text/whatsapp or email is not acceptable. You need to call, and if Angela is 
not available you are to leave a message.  You can then follow this with a 
text/whatsapp or email if you wish. 
  
Schedule 
You will be sent a link to view your schedule on Google Calendars.  Please 
always inform us of any changes in hours, holidays etc so we can keep this 
updated as this is used for payroll and invoicing.   
You will also be sent a link to a Work Available calendar, keep your eye on this 
if you want extra regular or one off jobs.  
  
Wages 
You will be paid on the 5th of the month by BACS through PAYE and be sent a 
payslip via email.  Always keep us informed of any changes to your bank 
details.  You will need to submit your time sheet on or before the last day of 
the month, you can do this at http://www.splashclean.co.uk/timesheet/ and 
the password is ‘yourtime’. Here you will also notify us monthly of what 
cleaning products you need.  
  
Professionalism  
When arriving, always ring the bell or knock before letting yourself in if you 
are unsure whether the client is home.  If the client is home, always make a 
point of greeting them by name.   Sometimes you may arrive and find friends 
or family without the client present; always introduce yourself and explain 
that you are the cleaner and let them know how long you will be there.   Over 
all – please use common sense and appear presentable at all times, always 
wearing a friendly smile!  No one wants to hear the cleaners troubles and 
woes, and clients have commented on how nice it is to see professional, 
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friendly faces every week rather than the “hard-done-by cleaner”.   Whatever 
you see or hear in a client’s home or office remains there; strict 
confidentiality at all times.  If something bothers you, get in touch with 
Angela straight away and we can advise, or just let you vent!  If you are ever 
having any problems that are affecting your work, do get in touch with 
Angela. That way we can try do something to either fix or ease the situation 
before it turns into a bigger issue. 
  
Timekeeping 
Always arrive on time.  If you have been held up, and are going to be late, let 
Angela know by text or phone.  Obviously this is not strictly necessary if the 
client is away at work all day or away.  Make sure you know exactly where you 
are going the before the day of your first clean. 
  
Keyholding 
If you have been asked to be a keyholder for your client, the key needs to be 
labelled with only the numbered key label allocated by Splash Clean.   This is 
so the key is only identifiable by ourselves in the event of it being lost – but 
don’t lose it!  If you have been given a key without a label, please notify 
Angela immediately.  
  
Breakages 
Whilst we need to always work carefully to avoid breakages, accidents do 
occasionally happen.  How these breakages are dealt with is most important.  
The moment you break something, approach the client immediately if they 
are present.  If not, telephone Angela, explaining what is broken and exactly 
how it happened.  If possible, leave the broken item in a safe and visible place 
such as a kitchen counter or table. Angela will then be able to notify the 
client, and as soon as the client is home they will be able to see it. Each case 
is dealt with separately; often we will repair or replace the item.  Sometimes 
the clients refuse our offer, accepting that it is an accident.  Immediate 
communication and absolute honesty is imperative in these situations.  You 
are not going to lose your job because you broke something by accident.  
  
Clients 
We like our clients to feel their homes are being cared for, and by allocating 
them a regular cleaner, they are able to build a relationship and sense of 
security and reliability with that one person.   We always go the extra mile for 



all our clients by tailoring our clean to their needs so we do not do “checklist” 
cleaning.  Some people like us to focus on different areas of their homes more 
than others, and these areas will be highlighted in the client’s job sheet that 
you will be given when you start cleaning for them.   When you are cleaning, 
always keep in mind how you would like to feel and what you would like to 
see if you were returning to your home having paid for somebody to clean it.  
The cleaning may well be just a job to you, but you are making a big 
difference to someone’s life by taking a big weight off their minds (and 
hands!).   
  
Dress Code  
You are not required to wear a uniform, but need to be dressed neatly.  
Jeans/plain trousers with a plain top/shirt are fine.   No tracksuits, frills, 
embellishments, sequins, slogans, holey socks, nothing low cut or revealing.  
Please ensure that your clothes are clean, ironed and no holes! You need to 
remove your shoes when cleaning in most houses; waterproof crocs can be 
useful to wear if you have them. 
  
Pets 
Many of our clients have pets. If you are not comfortable with any particular 
sort of animal, please ensure that we are aware of this. Also be aware that for 
a lot of people, pets are like their children. We don’t clean out cat litter trays 
or clean up pet mess. We do however keep pet areas vacuumed and wiped 
down, unless told not to by the client.  Lift pet bowls and clean the floor 
underneath, don’t just clean around. 
  
Drinks/Food 
No tea/coffee/food is to be accepted from clients. We are there for such a 
short time, it is unnecessary, and we would like to avoid this please.  Take a 
bottle of water/juice with you.  We don’t mind people taking small snacks 
such as energy bar/nuts or something quick as we appreciate it is physical 
work. If you have health issues, such as diabetes, epilepsy, or anything else 
that may affect your work, please let us know. We can then issue you a card 
to stick to the side of your caddy in case of emergencies.  
  
General 
All clients have different priorities and allocated times.  Where possible 
always try and make those extra touches – straightening towels, taking a 



mug/glass to the kitchen, straightening and tidying books/ornaments as you 
dust/clean. Never leave a cushion unplumped. It is very often the little things 
that count!  
  
CLEANING TIPS 
Cleaning Routine & Timings 
Always start at the top of the house and work your way down. Unless of 
course the client is at home and asks you to start elsewhere. Think about 
what you need to accomplish in the time allocated, for example, don’t spend 
more than half an hour scrubbing a bathroom when the clean is only two 
hours and you still have many other areas to clean.  Spray taps, showers etc 
with cleaning product as required, and you could start the dusting/wiping in 
the rooms near the bathroom, this allows the products time to work. Whilst 
getting into a routine is good, it can also cause us to go into auto pilot and 
become complacent. To be able to see things with fresh eyes, try doing things 
in a different order, or take a couple of minutes to walk around a room and 
assess different areas; dust build up, cobwebs, limescale wall marks etc.  Look 
for dirt and really inspect areas as if you were spot checking yourself.  If you 
feel you are just not getting the time to do certain tasks, and things are 
building up, tell us, as in some cases we can request that the client tag on a 
one of extra half or one hour. Communicate with us about any issues on your 
clean.  Always try remember to look at things with fresh eyes. 

  
Kitchens 
Kitchen sinks need to be scrubbed so they shine! Stainless steel sinks can be 
sprayed with descaler and sprinkled with a bit of bicarb and left whilst you 
clean other surfaces, go back and scrub clean, to remove all marks.  Use the 
toothbrush in the plugholes and around the taps. Use your toothbrush to 
scrub and run over the outer edge of the sink where it meets the counter, this 
area is often overlooked.  Also clean the actual plug, inside and out, not just 
the plughole. 
Whenever you clean the outside of metal bins, make sure you dry them down 
or else it not only streaks, but can rust too.  Not all clients have their bins 
emptied. Remember to wipe down the fronts of ovens, microwaves and 
fridges.  Always wet wipe handles of kitchen cupboards even if they look 
clean. You may not have time to wipe entire cupboard fronts every week, 
depending on the allocated time, but always just scan for major marks.  When 
wiping down the tops of ovens, remove the grids first to ensure you can clean 



underneath them properly and wipe down the grids too. If they are 
particularly greasy spray with multi-surface spray or use a small amount of 
liquid soda crystals and rub over with your scrubbie or cloth. 
  
Bathrooms 
When cleaning in a bathroom, remove all bottles from sink, shower tray etc, 
spray with descaler, and then move onto cleaning something else to give the 
descaler a bit more chance to work.   We don’t use Cillit Bang or Viakal.  The 
descaler does work, but you do need to leave it a little longer, and you can 
add a little sprinkle of bicarb for extra oomph if needed. Always keep your 
glass cloth dry so that you will be able to leave the shiny surfaces streak free. 
Use your toothbrush to scrub around the tap handles, tap joints and 
underside of tap spout.  Wipe the entire tap down, including the tap outlet. 
Also use your toothbrush in the plug hole, including the outer groove of plug 
hole.  Wipe the outer/underside of the basin, as well as the basin pedestal. If 
limescale is a problem on taps and plugholes, they can be sprayed with 
descaler and sprinkled then left for a while to work before scrubbing away. 
Use your toothbrush to scrub and run over the outer edge of the sink where it 
meets the counter, this area is often overlooked.   Also clean the actual plug, 
inside and out, not just the plughole. This all applies for baths too. 
Empty all bathroom bins (if stated on the job sheet).  Straighten towels.  If the 
loo roll holder is empty, replace it with a new one if there is one nearby.  
Shower screens, tiles and baths have soap scum as well as limescale, liquid 
soda crystals work well for this, as does the multisurface cleaner.  Use 
toothbrush around hinges and in corners. Shower mirrors get scale build up 
around the edge, make sure it is scraped off otherwise new scale just builds 
onto it. 
  
Toilets 
To clean a toilet, lightly spray down the lid, seat and top of porcelain bowl 
with anti-bacterial spray on the spray setting.  Place a small squirt of Liquid 
soda crystals in the bowl and use the toilet brush to scrub very hard around 
the bowl, above and below the water line, and up under the ridge all the way 
round, and the trickle line that often develops scale from a slow trickle from 
the cistern into the bowl.  The front of the seat often has buildup/staining and 
needs an extra scrub. If it is bad, try liquid soda crystals. You can add a 
sprinkle of bicarb or spray some descaler if needed. We do have a thicker 
liquid form of the descaler, which can be used in toilets and will be given to 



you if limescale in the toilet bowl is a particular issue, but please speak with 
Angela if you are having issues with limescale. Wipe down the seats etc with 
a small amount of toilet paper and flush away.  The outside of the bowl must 
also be cleaned with anti-bacterial spray, and the joint between toilet and 
floor sprayed before mopping the floor.  Always leave toilet seats down. If 
your client has a particular scale problem, be sure to spray the areas on 
arrival, and clean last, this will allow the products to have maximum time to 
work effectively. Scrub hard – don’t just lightly swish the brush around, 
otherwise you will soon have limescale building up.  If bowls are stained 
brown, it is often scale that has absorbed the dirt.  Push as much water as 
possible out using the toilet brush, and leave a good dose of descaler or 
descaler/bicarb to soak until the rest of the house is done, then scrub and 
flush.  Over a few weeks, it should improve. The pipework behind the toilet, 
and the gap behind must we dusted to keep dust and cobwebs away. 
  
Bedrooms 
We don’t make beds unless this has been arranged with the client.   If you 
find children’s bedrooms in a total mess, you obviously cannot be expected to 
clean it. It is made clear to all clients that we do not tidy up.  If there are a few 
items on the floor, then just scoop them onto the nearest bed, sofa or play 
table. We have a few regular offenders, so keep Angela informed if it starts 
becoming a problem.  Sometimes clients just need a friendly reminder as they 
don’t always realise it is a time waste for us. 
  
Offices 
Always take great care when cleaning in offices around computers, gadgets, 
cords etc.   Remember to wipe down phones, office chairs, printers etc. Office 
appliances attract a lot of dust! Use your clean glass cloths on screens and 
glass desks. 
  
Living Areas 
Never use any cleaning products or water on televisions, only use your dry 
microfibre glass cloth, or specialised product where applicable.  Plump 
cushions, straighten rugs etc.  Remember to wipe the cross bars under 
furniture. Vacuum under rugs and behind furniture where possible. If you are 
unable to lift entire rug, flip over the sides, and try vacuum the underside of 
the rug as well as the floor. You might only vacuum the floor, place the rug 
back down not realising something has stuck to the rug and has now landed 



on the floor, making it appear that you have not vacuumed. Remove chair 
seat cushions and vacuum. Dust inside lampshades. Dust the tops of books on 
bookshelves. 
  
Dusting/Polishing/Wiping 
When dusting and cleaning mirrors or pictures always do so whilst carefully 
holding in case they are not securely fitted to the wall.  The same supplies to 
glass shelving above basins, these very often slide out easily.  Sometimes it is 
useful to dust with a damp cloth if a house has a particular dust problem.  
Bear in mind that you might leave streaks when doing this, so double check 
yourself at the end of the clean once everything has had a chance to settle 
and dry. Wiping doesn’t just remove dust, it also pushes dust into corners, so 
from time to time the corners need to be cleared with a toothbrush.  Mirror 
or picture frames should be wiped thoroughly, not just in the middle, 
especially mirrors with detailed edging and grooves.  Check ceilings and 
corners, and behind curtain rails and doors for cobwebs. Remember to close a 
door and wipe down the frame, the hinge area is often overlooked and then 
cobwebs and dirt build up.  Light switches and plug sockets must be wiped as 
well as the area of wall around them. Keep rinsing the cloth thoroughly and 
wringing out, especially when moving on to the next room. The microfibre 
cloths hold a lot of dirt. 
  
Vacuuming 
Always be aware of where you are leaving the power cord when vacuuming.  
Avoid having the cord running across hallways and corridors where someone 
could trip over it if there are children or elderly people in the house.  When 
vacuuming on stairwells, be aware of the suction hose behind/above you so 
that it does not knock hanging picture frames.  After vacuuming, remember 
to replace any rugs you may have lifted.  Use the removable suction hose to 
get into crevices around the skirting boards, stairs, beneath radiators, under 
beds etc.  Don’t vacuum up large items of dirt, they can lodge in the pipework 
and cause blockages, pick them up and throw them in the bin. 
  
Mopping 
Never leave the mop and bucket on a rug or carpet or in the middle of the 
room.   Once you have completed mopping the area, leave a Wet Floor safety 
sign (only applicable in some commercial cleans) if appropriate or dry mop 
over the floor. 



  
End of Clean 
If you have been unable to complete something or you notice that something 
such as specialised product or bin bags are running low, always leave a note 
for the client, or inform us via text whilst you are still at the clients home or 
office.  Most important thing – ALWAYS walk throughout the entire house 
and check everything you have done – even if you are running late. 
  
When you do this, imagine you are the paying client and look through their 
eyes. To help you avoid disappointment, these are some very common things 
that clients will do and look for: 
  
Place small items under rugs, bowls, behind cushions, ornaments. 
Leave things like toothpaste marks or hairs in basins, baths, showers, tricky 
areas. 
Check their alarm systems, and ask their neighbours, gardeners, children to 
monitor your starting & leaving time. 
Run their finger along picture frames, skirtings, door moldings, behind 
radiators to check for dust. 
Bend down eye level with shiny work surfaces to check for smears, the same 
along tiled floors. 
Move bowls and items to check for marks of being wiped around and not 
under. 
Open or close doors to check if you have vacuumed and mopped right behind 
and into the corner. 
  
Once you have finished the clean, walk through the entire property with a 
damp cloth, dry cloth and your glass cloth, checking each room, making sure 
you have completed everything to the required standard. 
  
Check that:

 All rugs are replaced.
 Cushions have been straightened/plumped.
 Taps turned off properly.
 Lights switched off.
 Check for things like streaked mirrors, taps, appliances etc.
 Toilets have been flushed, are clear of cleaning product, seat and lid 

down.



 Towels/bath mats have been folded and placed neatly on towel rails and 
bath edges or on floor.

 Make sure that where bin bags are used you have placed a clean bin 
bag.

 There are no bits on the carpets that have been missed. 
  
End every clean as if you are being tested, because at some point, if not every 
clean, you are being tested. Unfortunately clients will not always say anything 
either, they will just continue to look for things, and complain to their friends 
and family about it, getting continually dissatisfied.  Some will cancel the 
clean, otherwise will carry on, feeling too awkward to deal with it.  So let us 
do our best to always encourage clients to tell us if there is something we are 
not doing, or not doing the way they like it. This will help them feel 
comfortable to tell us.  Never, ever take it personally if a client tells you they 
have noticed something they are not happy with, they are doing you a favour 
– trust me!  Immediately thank them for making you aware so that you can 
try do better, don’t ever be defensive, just apologise. An example: “Thank you 
SO much for telling me.  I will look out for that today and in future. I am really 
glad you told me, I often worry I am overlooking things.  Please do tell me if 
you notice anything else or if I miss it again” 
  
CLEANING PRODUCTS & EQUIPMENT 
  
Cleaning Products 
Cleaning products should be placed back in the clean plastic caddy at all 
times.   Never leave them on furniture or floors, as you could risk leaving 
marks should there be any product residue on the base of the product 
bottles.  When children, animals or vulnerable people are about, always 
ensure all cleaning products are securely closed and out of reach.  We only 
use eco-friendly cleaning products unless specified by the client. 
  
When you start running low on cleaning products, let us know and we can 
arrange to get some to you.  You must always have one of everything in your 
cleaning caddy, and then a further one of each ‘in stock’, that way you will 
never get to a point of running out completely. 
No other products are to be used unless requested by the client.  Products 
should be used as needed and sparingly, we don’t need to drown surfaces in 
product.  Use damp microfibre cloths for cleaning general surfaces, door 



frames, skirtings etc and rinse it out regularly otherwise the fibres get clogged 
and just smear the dust and dirt.  Shiny surfaces must be wiped with a dry 
cloth afterwards to remove and watermark smears if necessary.  You do not 
need to use multi-surface spray on everything – using a plain damp cloth 
reduces the probability of streaking, which not only saves you time, but it 
leaves a really good shine! 
  
Cleaning Caddy 
Your cleaning caddy should always be kept clean and tidy. Empty it often to 
wipe it out and repack it. You don’t want a client to peer into it and find grime 
and bits of hair and leaked bicarb and products – won’t instil a feeling of 
cleanliness! It is also a good idea to carry a bottle of drinking water with you 
in your caddy. It should only contain: 
  
Descaler                         Multisurface Cleaner     
Bicarb powder 
Liquid bicarb      Liquid Soda Crystals 
Bathroom Cloth & Scrubber & Toothbrush  
Kitchen Cloth & Scrubber & Toothbrush  
Glass Polishing cloth & extra Coloured microfibre cloths 
It is useful to have a plastic bag to put wet cloths into after use. 
  
Cloths  
All the cloths should be hot washed after use – please do not add any 
softeners as this will clog up the fibres. Adding half a cup of vinegar to the 
rinse cycle acts as a softener, but actually makes cloths and towels more 
absorbent. During a clean, if your cloth does start getting a bit too wet and a 
towel rail is on, drape over the radiator/rail whilst cleaning nearby to help dry 
it out a bit. If you ever feel you need fresh cloths, let Angela know. 
  
Equipment 
Periodically check clients vacuum bags and either change, if we know where 
the bags are kept, or leave a note.  If the client has a bagless type vacuum, 
empty as needed. If the client runs low on vacuum bags – let them know 
when they are down to the last few, rather than letting them know when they 
are on the last one – or worse – finished. If you notice any problems with any 
of the clients cleaning equipment (vacuum cleaner, mop, bucket, dusters etc), 
then let us know straight away. Where possible, it is better to let them know 



about dying equipment rather than dead equipment. Remember to rinse 
mops and mop buckets after use.  Store mop with the head upwards to 
enable it to dry quickly 
 
USING OUR CLEANING PRODUCTS  
  
Please take the time to read the labels on each bottle as well. 
  
Liquid Soda Crystals can also be used to get rid of limescale and grime.  Read 
instructions on label – not to be used on aluminium.   Good for sticky 
cupboard fronts, grimy floor tiles, blocked drains, cleaning and removing 
grease and burnt food from oven tops, cleaning soap scum, mould and 
limescale off bathroom suites as well as tiles. If you don’t like the pouring 
bottle, take the cap off and use one of the green squirting lids off one of your 
old empty bottles. Do not use on natural stone tiles or marble. If in doubt—
ask. You can seriously damage the tiles. Do not use on plated taps and 
fittings.  
  
Soda Crystals can be diluted and used to wash tiled floors. Clean wall tiles 
with a regular Soda Crystals solution, this will bring new life to grouting too.  
Put a large mug of Soda Crystals down the plughole and leave it to dissolve 
slowly by adding some hot water. Do this once a week. It will help dissolve 
grease and prevent the build-up of shampoos, soap and so forth, which can 
lead to blockages. These are safe to use with septic tanks 
  
The Descaler is an extremely adaptable cleaning product, suitable for 
removing limescale, soap scum and greasy grime from surfaces and bathroom 
fittings. Perfect for any surface where limescale can develop - taps, sinks, 
showers, grout and showerscreens.  If you can leave the sprayed product on 
the item to be cleaned for 10 minutes, it will be even easier to remove 
limescale build up.  Simply give it a scrub with a clean cloth or scourer and 
rinse! As we dilute the product ourselves, please let Angela know if the 
product is not removing limescale as well as it should and we can adjust the 
dilution. Do not use on natural stone tiles or marble. 
  
Multisurface Cleaner is suitable for use on all types of hard surfaces around 
the house, and can even be used on delicate areas such as wood, marble and 
natural limestone.  We use this cleaner to clean floors, place approx.  10 or so 



squirts in a small amount of water in the bucket.   
  
Bicarbonate of Soda can be used as a mild abrasive or scouring agent on 
shiny materials, as it cleans without scratching.  It is suitable for use on 
aluminium, chrome, jewellery, plastic, porcelain, silver, stainless steel and tin.  
Bicarb is an excellent deodoriser for the refrigerator, carpets, upholstery, 
vinyl, bins, drains.  Add a small sprinkle to descaler  or liquid soda crystals to 
give a more powerful scrub.  If a client has a greasy plughole, pour a mug of 
soda crystal powder down.  Come back to it later and pour hot water to rinse 
through.  Soda Crystals, Bicarbonate of Soda are all safe to use with septic 
tank sewage systems. 
  
Liquid Bicarb is a versatile multi-surface cream cleaner that’s ideal for 
cleaning sinks, baths and cooker hobs. It contains a plant-based surfactant for 
extra cleaning power. It will not scratch surfaces and is suitable for use on 
aluminium, chrome, jewellery, plastic, porcelain, silver, stainless steel and tin. 
  
If you are not sure about anything, do let us know and we can happily come 
along to a clean with you and show you how we use them. If a client is having 
a particular problem with limescale or you are struggling to clean something, 
get in touch with Angela so we can resolve. 
  
OTHER SERVICES 
We have contacts who offer various services: 
Oven & Aga Cleaning 
Carpet Cleaning 
Window Cleaning 
Dog Walking 
Ironing 
Deck, Patio & Gutter cleaning etc 

  

 


