
Team Leader 
Training Manual



THE GOAL 
Your success as Team Leader, your compensation and enjoyment of your job at 
GuestPrep will all be a result of the quality of your team. 

The path to having a quality team is made up of 3 fundamentals: 

1. Pick Good People 

2. Train Them Well 

3. Consistently Supervise and Motivate Them 

This manual, and your training that comes with it - will show you how to achieve 
these 3 fundamentals. 

THE RESULT 
Creating and leading a quality team will; increase your compensation, build 
worthwhile relationships and give you the opportunity to further progress at 
GuestPrep. 



HOW TO USE THIS MANUAL 
Go through the manual in order, it takes you through each step from selecting a 
Team member, through the training process, up till your new hire is a valuable 
part of your team. 

All the TEXT in LIGHT BLUE is instruction for YOU. 

All the TEXT in BLACK is instruction for you to tell your TRAINEE. 

Training Stages color code: 

Storage = Green 

1st Property = Orange 

2nd Property = Purple 

3rd Property = Red  

Online = Brown



Picking Good People 
Phone Interview 

Make sure you communicate all details in the Pre-Employment 
Script, this will: 

• Ensure they understand the nature of the job. 

• Confirm they meet our requirements. 

In addition: 

• Confirm availability. 

• Confirm they have their own car.  

Cleaning / Storage Interview 

• Ensure Candidate turns up on time.  

• David will chose a 1/1  property for the interview. 

• Meet at storage, give the candidate the property address. 

• At the property, let the candidate in, tell them to clean the entire 
apartment. 

• The only piece of information you give them, is the following:  

• “The people that left today are guests and are never coming back.  
People are arriving at 4pm to also stay.  Please clean this as if it’s 
a hotel room” 

• Supervise the clean, answer any question with the above 
statement. 

Decision 

Text David - let him know if they can clean and if you would like them 
on your team.  Tell the candidate: 

“Thank you for you time, we’ll touch either way, and you’ll be paid 
either way.”

https://static1.squarespace.com/static/5a33017590bcceb260ca5df3/t/5bf3033d4fa51a67349151b7/1542652733390/1099_PreEmploymentScript_DC.pdf
https://static1.squarespace.com/static/5a33017590bcceb260ca5df3/t/5bf3033d4fa51a67349151b7/1542652733390/1099_PreEmploymentScript_DC.pdf
https://static1.squarespace.com/static/5a33017590bcceb260ca5df3/t/5bf3033d4fa51a67349151b7/1542652733390/1099_PreEmploymentScript_DC.pdf
https://static1.squarespace.com/static/5a33017590bcceb260ca5df3/t/5bf3033d4fa51a67349151b7/1542652733390/1099_PreEmploymentScript_DC.pdf


TRAIN THEM WELL
The Process 
Location		 Subject 

Storage General Operations, Jobber app

Online Test 

3rd Property Review 2 Jobber App 

3rd Property Review 2 Techniques 

3rd Property   Review 2 Express Clean Method 

3rd Property Review 2 Cleaning Actions

2nd Property  Cleaning Actions 

2nd Property  Review 1 Jobber app 

2nd Property Review 1 Techniques 

2nd Property Review 1 Express Clean Method 

1st Property Cleaning Techniques 

1st Property Express Clean Method



General Operations 
Go through each point below - explain clearly, making sure 
your Trainee understands each one: 

1. You will work as an independent contractor, therefore you will 
file your own taxes because you are your own boss.  

2. After you pass Induction you speak with the GM to agree 
which days you want shifts on.   

3. Once a shift is assigned to you on our Jobber App you are 
committed, if you DO NOT show up for your shift, without 
letting us know the day before you will be charged $20.00.  

4. Complaints about the cleanliness of the properties you service 
will result in fewer shifts being available to you.    

5. A No-Show will result in NO shifts being available to you in the 
future.  

6. You will always need to provide your own reliable 
transportation. 

7. You will always need a reliable smartphone to use our app. 

8. You should have brought with you your own cleaning 
supplies: cleaning rags, vacuum and mop.  Check these are 
suitable. 

9. We supply linens, towels and restocking supplies for our 
clients, before you clean, you pick up supplies here at 
10.45am.  Bag Packing Denver:   Dirties Sorting 

10. Don’t be late, we do not tolerate tardiness or unreliability! 

STORAGE



Make sure your Trainee has downloaded the App and 
has created their own login.   

David will have sent them an email invite and assigned 
them at least one property for their first day. 

Make them open it on their phone, then go through the 
following explanations: 

Understanding the Jobber App is the most important part of 
your training - Jobber gives you all information needed to 
perform your job at GuestPrep, it allows you to:


• See your schedule: for the upcoming week 

• Track your time: on the days you work 

• See the addresses and entry instructions: for the 
houses you clean 

• Give you the specific instructions: for each house 

• Allow GuestPrep: to pay you for all your hard work 

For all these reasons it is ESSENTIAL YOU UNDERSTAND 
how the app works, if you have any questions as we work 
today, please ask me!

The Jobber App SEE YOUR SCHEDULE 

When you open the app, you are immediately 
take to your schedule page (Figure 1).


Here are listed your jobs for the day. Almost 

every  day your cleaning jobs will start at 11am.


You can see each Job in a green box, it shows 

the client name and the property address.


To see your schedule for other days, click on 
the dates at the top of the screen.

Figure 1

Clicking on the month name will bring 

up the annual calendar (Figure 2) and 
you can check your schedule further in 
advance.


Schedules are roughly set one week at 
a time, although due to late bookings 
and others being cancelled it may 

change during the week, so make 

sure you check it everyday!

Figure 2

STORAGE



STARTING YOUR DAY


Your day starts when you 
arrive at storage at 10.45am.  


When you arrive - open the 

Jobber App and check you 

schedule of the day. 

Make sure you have a supply 
bag for each of the properties 
on your schedule.


Once you have collected your 
supplies from storage drive to 

your first job ASAP.

Figure 3

YOUR FIRST JOB OF THE DAY 

Once you arrive at your first property you 
need to clock in for the day.


Click on the timesheet tab at the bottom 

of the page (Figure 4). 


To clock in for the day : click the green 

‘Clock In’ button.


Once you have done this, click back on 

the SCHEDULE tab then onto the first 
job on your schedule.

This screen gives you more 
information about the job, 

when you click on the INFO 

tab:


This page shows you:


•  How many bedrooms and 
bathrooms the property has.


• How many linen sets are 
needed. 

Figure 4

STORAGE



To ENTER the property: 

Click on the Notes Tab 

Figure 6

The Notes Tab details the 
Property Specific Instructions:


YOU MUST READ AND 

FOLLOW THESE 

INSTRUCTIONS AS THEY ARE 

DIFFERENT FOR EVERY 

PROPERTY. 

At the bottom of the Notes are 
the Entry Instructions (Figure 7).

Figure 7

Once you have finished the clean 
and made sure you have completed 

ALL PROPERTY SPECIFIC TASKS   

Click the MARK COMPLETE 
button once you have left the 

property.

Figure 7

This completes your first job.

STORAGE



YOUR NEXT JOB 

Click back to your schedule screen and drive ASAP to the next job on your schedule. 


ENDING YOUR DAY 

When you have completed the last job on your schedule you need to head back to storage.


Once you drop your dirty linens bags off here, go to the Timesheet Tab.


Click the Orange Clock Out button.

STORAGE



Cleaning Techniques

How to clean Counter Tops & Surfaces 

• Use general purpose spray and a rag.  DON’T use 
soap and sponge. 

• Make sure you lift items OFF the counter and spray 
then wipe under them. 

How to clean Glass 

• Use windex spray or a vinegar & water mix. 

• Use a clean microfiber cloth or paper towel and use a 
circular motion to wipe so you don’t leave water marks 
or streaks. 

• If you are cleaning a mirror, hold it with your other hand 
while you wipe to make sure it’s stable. 

• A clean mirror is a streak free, dirt free, hair free mirror!!

During your first property cleaning together, you need to teach your Trainee all of the following Techniques:

How to clean Stainless Steel 

• Use either Stainless Steel Cleaner and a microfiber 
cloth, or just a DRY microfiber cloth. 

• DO NOT use general purpose spray!

How to make sure there is no hair in a Bathroom 

• First thing you do is remove any bath mats, leave them 
outside the bathroom. 

• Then vacuum the bathroom before you start cleaning, 
vacuum everywhere, in the sink, bath, shower, toilet in 
order to get rid of all hair.   

• This will make cleaning the bathroom much quicker 

and easier!

1st 
PROPERTY



Cleaning Techniques

What is a Duvet, how it’s different from a 
Blanket or Comforter 

• A duvet is like a large pillow you sleep under.  It 
has a cover (like a large pillow case) and then 
stuffing in the middle. 

• A comforter or blanket will just be one piece, a 
Duvet has two pieces, the Cover and the Stuffing. 

• NEVER ever bring a Duvet cover back to storage, 

these are NOT owned by GuestPrep. 

• If duvet is badly stained - call your team leader 
to report it and get next steps.

How to Make a Bed 

• Strip dirty sheets & pillow cases off the bed. 

• DO NOT remove Mattress Covers.  

• DO NOT put duvets, comforters or blankets on the dirty floor. 

• Start with Fitted Sheet, then with Flat Sheet.  Tuck in the 
Flat sheet along the sides and bottom and make sure it is 
PULLED TIGHT with no creases. 

• Then put on clean pillow cases and place pillows upright 
against the headboard or wall.  DO NOT lay them flat. 

• Then replace the duvet, blanket or comforter.  Again, make 
sure it pulled tight and flat. 

• Finish with any decorative pillows / cushions.

During your first property cleaning together, you need to teach your Trainee all of the following Techniques:

1st 
PROPERTY

Bathroom Sanitation 

• Always use a separate rag to clean the toilet - DO 
NOT use this again afterward.



Cleaning Techniques

Pre-Packed Linens 

• Some properties have Sofa or Aero beds that are only 
used part of the time.  For these beds, we provide 
special ‘Pre-Packed’ sheets and towels that are 
wrapped in plastic bags. 

• The line items in the Job on your Jobber App will tell you 
when we provide Pre-Packed Linens. 

• ONLY replace the pre-packed bag if it has been 
OPENED and used.   

• If there is already, an UN-OPENED bag at the property, 
leave it where it is, and take the new one you brought 
with you, back to storage.

During your first property cleaning together, you need to teach your Trainee all of the following Techniques:

1st 
PROPERTY

Pre-Stripped Beds 

• Sometimes a guest will strip their bed when they leave 
and leave everything in a large pile, in the bedroom or 
even put it all in the washing machine. 

If this happens, do the following: 

• Make sure you put any Shams, Mattress Covers or 
Duvets back on the bed when you make it - DO NOT 
bring any of these items back to storage with the dirty 
sheets. 

• Only bring back dirty fitted, flat & pillow cases that 
belong to GuestPrep - these are always 100% white, 
with colored thread seams. 

• If any of the Shams, Mattress Covers or Duvets have 
been washed or are wet - dry them before you put 
them back on the bed.



Express Clean Method

1. STOVE: clean stove top, wipe out oven, check and double check no gas is left 
on! 

2. DISHWASHER: empty of any clean dishes and put away, wash any other dirty 
dishes in sink, then dry and put away. 

3. REFRIGERATOR: check inside, discard all contents except condiments (some 
units have different requirements).  Clean any stains from inside shelves then 
wipe down outside and top if accessible. 

4. MICROWAVE: check and clean inside and outside thoroughly. 

5. TOASTER: clean out crumb catcher over sink, wipe clean. 

6. COFFEEMAKER: check, empty and clean. 

7. COUNTERTOPS: wipe down using all-purpose spray and microfiber cloths, 
move everything on counters to wipe, clean walls above counters as well. 

8. CABINET DOORS: wipe down using all-purpose spray. 

9. SINK: scrub & wipe down using all-purpose and magic eraser, then dry sink 
with microfiber cloth. 

10.WASHER: make sure it’s empty, if there are wet items inside, dry in dryer. 

11.DRYER:  clean lint trap in dryer. make sure it’s empty, if not fold and put away 
dry items. 

12.TRASH: empty and replace liner.

1. BATH MAT: remove. 

2. MIRROR: use windex and magic erasers to clean, wipe dry 
with CLEAN microfiber cloth. 

3. BATH/SHOWER: if door is present, use windex and magic 
erasers to clean, then clean floor/tub with scrubbing bubbles 
and rinse with water.   

4. COUNTERTOPS: wipe down using all-purpose spray, then dry. 

5. SINK: scrub & wipe down using all-purpose spray, then dry. 

6. TRASH: empty and replace liner. 

7. TOILET: clean with bleach then leave a couple sprays in toilet 
water for smell/sanitizing effect, fold toilet paper into triangle. 

8. BATH MAT: replace.

     KITCHEN

     BATHROOMS

During your first property cleaning together make sure 
your Trainee has access to a copy of this Method, either 
on her phone (they were sent it via email) or with a hard 
copy. 

Instruct them to clean each room in order, working 
through the Method, point by point.

1st 
PROPERTY



Express Clean Method

1. BED: strip sheets and pillowcases and store in bag, then make bed with fresh 
linens. arrange pillows in an upright fashion. 

2. TABLES & SURFACES: dust then wipe down using all-purpose spray. 

3. FURNITURE: wipe furniture with dry rag removing hair, debris etc. check 
underneath, then arrange neatly and straighten. 

4. PLANTS: if present, water any plants.  FLOWERS, water if alive, throw out if 

dead.    

5. STAGE: according to any photos provided 

6. TRASH: empty and replace liner.

1. VACUUM: all floors except for stairs. 

2. UNDER BEDS & FURNITURE: make sure you vacuum under 
the both!! 

3. BATHROOMS: leave NO HAIR anywhere!  Vacuum, wipe and 

clean floors, behind toilet too. 

4. SWEEP: stairs starting from top. 

5. MOP: any tile or wood floors.  Use mop or wet swiffer.  Do not 

walk on floors after they have been mopped.

     BEDROOMS & LIVING AREAS      FLOORS

     PROPERTY SPECIFIC DETAILS : On the NOTES Tab on Jobber 

DO NOT FORGET!!

THERE SHOULD BE NO EVIDENCE THAT THE PREVIOUS GUESTS HAD 
STAYED IN THE PROPERTY!

1st 
PROPERTY



Cleaning Actions
2nd 

PROPERTY

PROPERTY REPORTING 
If the answer to any of the following questions are YES, please 
IMMEDIATELY send an email to reportingdc@guestprep.com 

• Is anything broken or damaged? 

• Is anything missing, that should be there? 

• Are there any potential insect / bug problems? 

• Have the previous guests leave any possessions or money 
behind? 

• Are the restocking supplies running low? 

In the email write a description and attach a photo

GUEST RELATIONS 
You are cleaning the property between a group of Guests leaving 
and a new group arriving, occasionally you will interact with them - 
here are the rules: 

• If the guests are still at the property when you arrive, contact your 
supervisor immediately - do not start cleaning until they have left. 

• If guests have left but their luggage is still at the property, you can 
start cleaning but also contact your supervisor. 

• If guests have left a thank you note, or a complaint note, take a 
photo of it, send to your supervisor, then throw it away. 

• If guests have left money behind, contact your supervisor 
immediately and report it. 

• If the new guests arrive while you are cleaning, be polite, tell them 
how long it will take you to finish, then get back to work.

The following actions should be explained to your Trainee, these are problem solving habits that we want all cleaners 
to consistently do as they make everyone’s life easier. 

When you first get to the 2nd Property, run through these with the Trainee, ensure they understand each point and 
remind them that they are all detailed in their Employee Manual which they should read and re-read!

mailto:reportingdc@guestprep.com
mailto:reportingdc@guestprep.com


Training Reviews

REVIEW 1: 2nd Property 

• Once the Trainee has completed the first property (with your help) you should let them clean the next property 
on their own. 

• Be available to answer questions if the Trainee has them, but do not do any of the cleaning yourself. 

• Once cleaning of the 2nd property is complete, do a detailed inspection with the Trainee present and point out 
any errors or mistakes that have been made. 

• If it is obvious that the Trainee has not learnt any of the Cleaning Techniques - go through those again and re-
teach. 

• If the trainee has missed items off the Method list, make sure they have access to it on their phone as ask 
them to go back and read through it. 

• If the trainee has missed any Property Specific tasks, ask them to use the Jobber App and read the tasks 
back to you - this ensures they know how to use the App correctly. 

2nd 
PROPERTY



REVIEW 2: 3rd Property 

• Again on the 3rd Property, the Trainee should complete the clean themselves.   Return to the property at the 
end of the clean and do a detailed inspection. 

• Look for mistakes in: 

• App Use  

• Technique  

• Method   

• Actions 

• After 3 cleans, they should understand everything contained within the GUESTPREP 10 CLEANING 
COMMANDMENTS (next page).  Ask them questions from this list, to see if they understand them all.   

• If they understand the Commandments, they should be ready to take their Test and clean independently.  At this 
point talk to your General Manager about their progress and he will send them the Test if you think they are 
ready.

3rd 
PROPERTY Training Reviews



TIME : Be on time

10 Cleaning Commandments
1

PHONE : Have it + charger with you all shift

EMERGENCY : If your car won’t start or you can’t 
make your shift - call your manager IMMEDIATELY

BEDS : Should look tight like no-one’s ever slept in 
them

DUVETS : Do NOT take duvets, blankets or 
comforters from properties!

STAINLESS STEEL : DON’T use general cleaner or 
windex.  Only use Stainless Steel cleaner or a dry rag

FLOORS : Hard-surface floors MUST be vacuumed 
AND mopped (with a clean mop head).  ALL dirt, lint, 
hair & crumbs MUST be removed from carpets & rugs

PRE-PACKED LINENS : Your Jobber App will tell you 
which properties have these.  Only leave these in 
each property if the last one has been opened, used 
or is not present.

DETAILS : Always check the NOTES tab for each job 
you clean - there are specific instructions for each 
property we clean.

STANDARDS : Keep them CONSISTENTLY high.  
Every clean has to be RIGHT - we don’t get a chance 
to correct mistakes!

2

3

4

5

6

7

8

9

10

3rd 
PROPERTY



CONSISTENTLY SUPERVISE & MONITOR THEM

INSPECTIONS 

• Your General manager will communicate how many inspections you should be doing a day. 

• Generally, attempt to inspect each of your team members at least once per week. 

• If a Team Member has had a recent a complaint(s), prioritize them on your inspection list.  

FEEDBACK 

• During an inspection is find mistakes or misses from your team member, please take a photo. 

• Then email the photo(s) to teamdc@guestprep.com with the Property Address in the subject line. 

• Depending on the nature of the mistake, your General Manager will advise who will give the feedback to the 
staff in question.

mailto:teamdc@guestprep.com
mailto:teamdc@guestprep.com

