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Introduction
Cleanologists:

Welcome
Procedural Manual

Typical WorkdayWelcome1
Ateam member’s day starts at the lo-

cal White Glove office or other place 
where supplies and equipment are stored 
and checked out for the day. This we call the 
“home base.”  Team members who meet at 
the home base continue to the job site to start 
the workday. A job site may be a house for 
regular cleaning or a house for a move-in or 
move-out service.
Home Base
•	 A	team	meets	at	where	they	pick	up	equip-

ment	and	supplies--check out--for	the	day,	
which	is	referred	to	as	the	home base.	This	
is	 generally	 the	 local	White	Glove	office	
or	home	of	the	operations	manager.	It	may	
also	be	the	home	of	a	team’s	supplies	and	
equipment	manager.	

•	 Supplies	are	also	returned--checked in--at	
the	home	base	at	the	end	of	the	workday.

•	 If	 a	 team	member	 is	driving	his/her	own	
vehicle,	White	Glove	reimburses	for	miles	
driven	from the home base to each house 
and back to the home base.

Driving Safely

•	 Safe	and	courteous	driving	is	expected	of	
team	members.	This	means	driving	legally		
including	driving	within	speed	limits.	

If	 a	 team	member	 does	 not	 drive	 a	 company-owned	
vehicle,	 the	 vehicle	 driven	must	 have	 official	White	
Glove	magnetic	signs	on	both	sides.

to
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Review Customer Record

•	 Customer	 records	 contain	 important	
“alerts”--information	 that	 cleanologists	
need	 to	 be	 aware	 of	 while	 in	 customers’	
homes.

•	 One	of	the	team	members	not	driving	should	
verbally	review	alerts	and	cleaning	instruc-
tions	that	are	particular	to	customers’	hous-
es.	This	should	be	done	several	times	until	
the	team	is	fully	aware	of	the	information.	

•	 Changes	 in	 a	 particular	 customer	 record	
will	 be	 provided	 to	 the	 team	 leader	 who	
sees	 that	 other	 team	 members	 are	 fully	
aware	of	changes.

•	 Customer	records	are	completely	confiden-
tial.	 If	 a	 house	key	 is	 included	with	 a	 re-
cord,	it	will	be	in	a	zippered	pouch.	The	key	
should	remain	in	the	pouch	at	all	times	ex-
cept	when	being	used	to	unlock	or	lock	the	
entrance	door.	Special care must be taken 
to ensure that the key is not lost!

Parking
•	 The	driver	should	park	close	to	the	team’s	

entrance	door	while	allowing	customers	to	
have	unblocked	access	to	leaving	and	en-
tering	 their	driveways	and	garages.	Lock	
your	car	as	a	precaution.

Unloading Equipment & Supplies

•	 After	parking,	the	team	jointly	takes	equip-
ment	 and	 supplies	 to	 the	 entrance	 door	
whether	it	 is	 the	main	entrance,	a	side	or	
patio	entrance,	or	garage.	The	team	should	
enter	and	exit	the	same	way	each	service.

•	 Except	 for	 the	kitchen	cart	 and	 the	bath-
room	 bag,	 all	 equipment	 should	 be	 left	
just	 outside	 the	 entrance	 door.	 This	 way	
the	equipment	does	not	get	in	the	way	of	
cleaning.

Entering A Home

•	 Unless	 the	 cus-
tomer	 has	 giv-
en	 instructions	
to	 enter	without	
knocking,	 one	
team	member	should	ring	the	doorbell	or	
knock.	

•	 Upon	entering	without	the	customer	pres-
ent,	whether	the	customer	is	home	or	not,	
team	members	 should	 announce	 their	 ar-
rival	 similar	 to	 the	 following:	 “Hello,	
White	Glove	is	here!”	in	loud	voices.	Even	
if	a	customer	is	not	supposed	to	be	home,	it	
is	certainly	possible	that	someone	may	be	
in	the	home.

Arrival Time

•	 White	 Glove	 works	 on	 an	 appointment	
schedule.	Our	policy	is	to	arrive	no earlier 
or no later than 30 minutes before or af-
ter the appointed time.

•	 If	a	team	will	be	earlier or later	than	our	
policy,	 the	 team	 leader	must	 call	 and	 in-

form	the	customer	in advance.	Calling	the	
customer	 is	 only	 required	 if	 the	 custom-
er,	 	 family	members,	or	others	will	be	at	
home.
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Supplies We UseWelcome2

At	White	Glove,	we	 say	 that	 the	 second-best cleaning agent	 is	elbow grease.	This	
refers	to	the	resolve	by	a	cleanologist	to	put	forth	effort and muscle.	While	all-purpose	
cleaners,	scouring	powder,	and	the	like	are	also	cleaning	agents,	they	are	worthless	and	
ineffective	if	elbow	grease	isn’t	present,	too.

The 2 Best Cleaning Agents
What is the all-around, absolute best clean-
ing agent?	It’s	the	skilled	person	doing	the	cleaning!	Really,	
when	you	 think	 about	 it,	 the	 skilled	person	 cleaning	 is	 the	 all-
around	best	cleaning	agent,	of	course!	

Notice	we	say	“skilled.”	Not	everyone who cleans can be consid-
ered the best cleaning agent. ONLY if that person knows how to 
clean—is skilled in knowing what to use, how to properly use it, 
and knowledgeable in effective cleaning methods—can that per-
son be considered the best cleaning agent.  

White Glove  
cleanologist.

Our Other Cleaning Agents

Microfiber Cloths 
If	 you	 are	 like	most	Americans,	you have no idea how GREAT the 
miracle of microfiber is!!	Europeans	have	used	microfiber	cloths	for	
its	amazing	ability	to	clean	and	sanitize	for	years.	The	microfiber	cloth	
Mini	Workshop	explains	the	MIRACLES	of	this	unbelievable	invention		!
Both “C” and “G” are carried in the kitchen cart and the bathroom bag.

Elbow Grease 

You	can’t	buy	elbow	grease,	but	unlimited	amounts	are	available	to	
us	all	with	determination,	attention	to	detail,	and	pride	in	our	work.
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What is it? Why is it so good? How to carefor it.

Mini

The Miracle Microfiber Cloth

Mircofiber 

Cotton Fiber

One Cotton 
Fiber

Dust, Dirt, 
Grunge

Dust, Dirt, 
Grunge

A cotton fiber can 
collect dirt only on its 
single surface leaving 
lots of residue behind.

Each strand is hundreds 
of times smaller than a 

human hair and ten times 
finer than silk

The tiny strands and 
the spaces between 

them are intended to 
lift and trap dirt and 

germs and absorb 
liquids.

When wiping, notice that 
just one frayed microfi-
ber collects dirt on many 
surfaces leaving virtually 
none behind. 

Microfiber	is	a	tiny	synthetic	fiber	that	can	be	up	to	one	fifth	the	width	of	the	narrowest	
of	human	hairs.		If	you	think	that	is	unbelievably	thin,	to	make	microfiber	cloths	the	

fiber	is	frayed	into	lots	of	smaller	strands	making	the	fiber	up	to	20	times	smaller!		By	doing	
this,	a	vast	surface	area	is	created.	Compared	to	one	cotton	fiber,	one	shredded	microfiber	
could	have	hundreds	or	thousands	times	the	surface	area.	Since	the	plastic	microfibers	are	
positively	charged,	they	attract	the	negatively	charged	dust	and	dirt	particles	like	a	magnet.

Just one square inch of a microfiber cloth contains well over 200,000 fibers. With	
such	 a	 vast	 amount	 of	 surface	 area,	 microfibers	 can	 absorb	much	more	 solid	 and	 liq-
uid	 grunge	 than	 any	 other	 type	 of	 cloth.	 Because	 the	 fibers	 are	 shaped	 like	 3-cor-
ner	 wedges,	 their	 shape	 helps	 to	 lift	 up	 and	 hold	 dirt,	 fingerprints,	 and	 other	 grunge.		

Because	these	cloths	are	so	effective	in	picking	up	even	the	tiniest	particles,	they pick up 
microorganisms (germs) just as well.	 In	numerous	government	and	private	 laboratory	
and	clinical	tests,	microfiber cloths have been found to pick up to 98% of bacteria and 

Residue not 
picked up

 next page
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Microfiber Cloths is First Level in White 
Glove’s Basic Cleaning Method (BCM)

White	Glove	has	adopted	a	policy	(Basic	Clean-
ing	Method)	which	says	that	cleanologists	should	
first	consider	using	just	microfiber	cloths	(moist	
or	 dry)	when	 cleaning	 general	 surfaces.	 (Glass	
surfaces	can	be	cleaned	with	either	moist	m/f	or	
Windex,	depending	upon	the	need.)

If	a	surface	is	too	dirty	to	effectively	clean	with	
microfiber	in	a	timely	way,	then	our	all-purpose	
cleaner	with	either	 a	microfiber	or	 cotton	cloth	
should	be	used.	Always use a cotton cloth if the 
surface is  very dirty (rather than a m/f cloth.

93% of viruses from a surface using only water (no chemicals).	In	comparison,	tradi-
tional	cotton	fibers	have	been	shown	to	only	remove	30%	of	bacteria	and	23%	of	viruses.

The fibers attract and hold microorganisms, but they don’t kill them. That’s why when 
cleaning with microfiber cloths, they should be rinsed with water frequently or replaced 
with fresh ones. Used cloths should be machine washed in hot water to kill germs. 

Doesn’t an all-purpose cleaner kill germs? You may be surprised to know that it doesn’t. 
The only thing all-purpose cleaners do is to break up the grunge to make it easier to wipe 
away. Only disinfectants kill germs, and all-purpose cleaners are not disinfectants. 

If an all-purpose cleaner advertises that it “disinfects” or is “anti-bacterial,” it does 
not kill germs on contact. After spraying, the liquid must stand for up to 10 minutes 
or longer, or it must air dry. Even so, these cleaners do not kill all bacteria and viruses.

Therefore, it is true that cleaning with microfiber cloths is more effective in remov-
ing bacteria and viruses than all-purpose cleaners. This is why microfiber cloths, mops, 
and towels are commonly used in hospitals, hotels, restaurants, and other public places.

Microfiber is used throughout European households to a much greater extent than in 
the U.S. There are 2 reasons for this. First, Americans still think that by using all-pur-
pose cleaners they are killing germs. Even if they use antibacterial cleaners or dis-
infectants, they think they are killing germs on contact. Second, manufacturers of 
all-purpose cleaning products purposefully discourage the education of consum-
ers of the benefits of  microfibers so as to not negatively affect sales of their products.

Remove stains on microfiber 
upholstered furniture easily 
with only a moist microfiber 

cloth. 

Mini Workshop--The Miracle Microfiber Cloth, page 2
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When	we	say	“G,”	we	mean	glass	clean-
er,	Windex,	which	is	not	only	excellent	
for	polishing	glass	to	a	sparkling	shine,	
it	 can	 be	 used	 to	 clean	other	 surfaces	
by	itself.	

Both “C” and “G” are carried in the kitchen cart and the bathroom bag.

C

C (leaner) & G (lass) 
When	we	say	“C,”	we	mean	the	
all-purpose	cleaner.	It	an	be	used	
safely	on	almost	all	surfaces.	

G

Ajax Scouring Powder 
Also	referred	to	as	a	“cleanser,”	Ajax	is	a	scratch-free	scouring	powder	used	ei-
ther	with	a	green	or	blue	scouring	pad.	Use	it	with	a	green pad	for	heavy	scouring	
on	stove	grates,	sinks,	toilet	bowls,	soap	scum,	and	mineral	buildup.	A	green	pad	
can	scratch	some	surfaces	if	used	with	a	great	deal	of	pressure.	If	you	think	the	
surface	will	scratch,	use	a	blue pad	with	Ajax.	

Carried in the kitchen cart and the bathroom bag.

Scouring Pads
It Is Important To Know The Difference Between 

The Green And Blue Scouring Pads, 
And Where To Use Them!  

The green pad is a strong pad that can scratch some  surfaces.  Use 
green for stove grates and drip pans. Do not use on polished or easily 
scratched surfaces. 

The blue pad is safe on almost all surfaces. It does not scratch, but it 
does not have the strength to remove stains and dried food and liquids 
that the green has.  Use blue for countertops and other laminates, 
glass, appliances, and even some woods and  painted surfaces with 
gentle care. 

Carried in both the kitchen cart and bathroom bag.

Sprayaway Glass Cleaner 
Sprayaway	is	a	good	glass	cleaner	when	polishing	large	glass	areas	such	as	mirrors.	
But,	consider	using	moist	m/f	and	dry	glass	m/f	first.	

Carried in the bathroom bag only.
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Milsek Stainless Steel Polish 
A	small	container	of	Milsek	is	carried	along	with	a	polish	applicator.	Simply	use	the	
polish	applicator	to	stainless	steel	surfaces.	When	the	applicator	starts	to	become	dry,	
just	add	a	few	drops	from	the	container	and	squeeze	to	distribute	it	throughout	the	ap-
plicator.	Wipe	in	circular	motions.	

The Works 
The	Works,	a	disinfectant	for	toilet	bowls,	is	squirted	around	the	top,	inside	rim	of	the	
bowl	as	one	of	the	first	steps	in	cleaning	a	bathroom.	

Carried in the kitchen cart caddy.

Carried in the bathroom bag.

CLR
CLR		is	an	effective	agent	for	dissolving	mineral	build-up	and	heavy	soap	scum.		This	
is	a	powerful	substance	and	must	be	used	with	caution.		You	do	not	have	to	wear	gloves	
when	using,	but	wash	your	hands	thoroughly	after	using.

Cotton (or Terry) Cleaning Cloths
Cotton	cleaning	cloths	are	used	instead	of	microfiber	when	cleaning	something	requiring	
“C”	or	Ajax,	CLR,	etc.	Microfiber	should	be	used	only	with	water	or	“G”.

Magic Eraser
Because	these	are	expensive,	use a magic eraser only on grunge on the 3rd level.	Do 
not use for general cleaning--that’s	why	we	have	microfiber	cloths	and	“C.”	Use	on	
skuffs	at	bottoms	of	doors	and	baseboards;	strong	buildup	of	fingerprints,	hand	oils,	and	
other	grung	around	door	handles	(cabinet	and	cabinet	handles,	too),	stubborn	marks	on	
walls	and	doors.	Be	careful	because	the	eraser	gives	a	strong	clean	but	may	be	harmful	
to	some	surfaces	such	as	some	painted	surfaces	like	walls.	Use carefully at first to make 
sure there is no damage. 

Carried in the bathroom bag.

Carried in both the kitchen cart and the bathroom bag.

Endust 
The	silicone-free	formula	is	designed	to	leave	a	natural	shine	without	any	wax	resi-
due	or	build-up.	
Carried in the kitchen cart.

Continuing List of Cleaning Supplies...

Carried in both the kitchen cart and the bathroom bag.

Air Freshener
Air	freshener	is	used	at	departure	if	someone	is	at	home.
Carried in the bathroom bag.
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Equipment refers to the tools used jointly 
with supplies to get our customers’ homes 

“fastidiously” clean.  Our basic equipment is 
made up of the following five (5) items:

Kitchen Cart

All	supplies	for	
the	“A”	cleanol-
ogist,	who	starts	

Bathroom 
Bag

All	supplies	for	the	“B”	clea-
nologist,	who	starts	with	the	
bathrooms,	are	carried	in	the	
bathroom	bag.	

Upright Vacuum

Canister 
Vacuum

The	Oreck	Ironman	is	a	very	
powerful	and	effective	canis-
ter	vacuum	used	in	pre-vacu-
uming	before	mopping	floors,	
and	 vacuuming	 upholstery.		
It is described in Section 4, 
Pre-Vacuuming.

Mop Box
with	the	kitchen,	are	carried	
in	the	kitchen	cart.	See next 
page for a description. The	mop	box	contains	two	

steam/spray	mops,	floor	
nozzle	and	pole	for	the	canis-
ter	vacuum,	base-
board	broom,	and	
a	long-handled	feather	duster	
for	for	hard-to-reach	places	
such	as	ceiling	fans.	

The	bagless	
Shark	upright	
vacuum	cleaner	
is	an	efficient	
and	well-de-
signed	vacuum.	
It is described 
in Section 5, 
Vacuuming.

Equipment We UseWelcome3

3rd Cleanologist Caddy

When	3	cleanologists	make	up	a	team,	an	
extra	caddy	of	supplies	is	carried	so	the	3rd	
person	doesn’t	have	to	use	supplies	from	the	
kitchen	cart	or	the	bathroom	bag.
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The Kitchen Cart & Its Contents
Kitchen carts may be one of several models, and the contents may vary as supplies and orga-

nization are updated for effectiveness and efficiency. Please remember when finished  always 
put supplies and equipment back in their proper places.

Top Section
Cleaning Cloths, etc.

Drying Towel Use to dry things  that 
customers would prefer you use other 

Cart Towel After first cleaning the surface, spread 
the towel on a kitchen counter or table to protect the 
surface as the kitchen work station is set up.  Place 
both cart sections on towel, and set caddy out from 
bottom section.

than a cleaning cloth, which they may perceive 
as unclean even if it is fresh and unused.  Use for 
microwave glass plate; if a few dishes were left 
in sink; coffee carafe, etc.

Cleaning Cloths Use 
with cleaning agents. Tip: 
Place a cloth being used on
the cleaning agent so it doesn’t 
get mixed up with other cloths.

Mop Pads 
Extra mop pads 
are conveniently located here. 

Rag Bags Place bags on 
hooks on  cart side for easy 
disposal of cleaning cloths, 
mop pads, and other things 
needing washing. 

Bottom Section
Cleaning Supplies

Protective Sink Mat Place in 
sink to prevent sink from being 

Microfiber Cloths
Use for wipe dusting 
when a great deal of 
dust is present. You may 
otherwise use Endust 
and a cleaning cloth. 

Use these cloths both wet and dry. 

Caddy & Cleaning Agents used by the A team 
member are stored in a handy caddy that should 
be lifted out and placed on the cart towel for handy 
access. 

Putty Knife is very helpful in many sit-
uations. Wrap a cleaning cloth around 

grease along the edges. Without a cloth, use it to scrape lime 
scale from base of faucets, etc.--be careful not to scratch 
any surface when using without a cloth.

the blade to get into 
narrow places, or to 
pull around a stove 
top to get caked-on 

Kitchen Cart Caddy

scratched while scouring stove 
grates, etc., and to prevent break-
age of fragile items being washed 
such as microwave plate. 
Feather Duster Brushes of various sizes for various purposes 

include a grout brush, stiff toothbrush-like 
brushes, and deep-cleaning brushes. You’ll
 find them handy in lots of situations.
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Clean--to	use	appropriate	utensils	and	cleaning	
agents	to	remove	marks,	spots,	and	other	remov-
able	material	and	leave	desirable	finish.

Grunge--any	 unwanted	material	 that	 can	 be	
removed	during	cleaning;	general	term	that	can	
mean	dried	food,	dead	bugs,	fingerprints,	dirt,	
built	up	hand	oils,	dust,	pet	hairs,	etc.

Angle View--after	and	while	cleaning,	closely	
looking	from	different	angles	to	check	surface	
in	different	lights	for	missed	spots	and	streaks.

Sight-Check--Visually	 look	 over	 to	 look	 for	
marks	to	be	removed	but without wiping.		If	you	
are	wiping	while	looking,	you	are	wipe-checking	
(see	above).

wipe checking 

(well, maybe not to 

this extreme)

Cleanse--Clean	using	Ajax	cleanser	and	either	
blue	or	green	scrub	pad,	depending	upon	surface.

Protective Mat--	 a	 soft	mat	 that	 is	 placed	 in	
a	 sink	 along	 the	 bottom	and	 sides	 as	well	 as	
the	counter	to	protect	the	sink	and	items	being	
cleaned	from	being	damaged.	

Leg Bunnies--In	homes	with	a	great	deal	of	dust	
and	pet	hair	on	the	floors,	dust	bunnies	with	pet	
hairs	that	accumulate	and	become	stuck	under	
bottoms	of	legs	of	tables,	chairs,	and	stools.	This	
happens	 as	 the	 legs	 are	moved	 on	 dirt	 floors	
trapping	and	compressing		dust	and	pet	hairs.		If	
leg	bunnies	do	not	drop	off	when	the	leg	is	lifted	
from	the	floor,	wipe	off	with	a	cloth	or	suck	them	
up	with	the	hose	of	a	canister	vacuum.

Partner Vacuum--to	expedite	vacuuming	with	
one	person	lifting	or	tipping	back	furniture,	and	
moving	things	so	the	person	vacuuming	can	get	
underneath	faster	and	easier.	Partner	vacuuming	
is	a	good	idea	if	there	are	lots	of	furnishing	on	a	
rug	or	carpet	needing	moving.

Our Cleaning VocabularyWelcome4
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A two-person team (“A” cleanologist and “B” 
cleanologist), the “A” team member  starts 

with the kitchen, and the “B” team member 
starts with bathrooms.  

Kitchen    
Dust 
Clean

Bath-
rooms

&

Vacuum 
Pre-Vac 

Spray  
Mop

Steam  
Mop

Post
Vac

Depar-
ture 

A	house	is	cleaned	in	a	particular	order	with	8	steps	(counting	spray	mopping	
and	 steam	mopping	 as	one	 step).	Think	
of	each	step	as	a	part	of	a	jigsaw	puzzle.	
Each	cleanologist	is	responsible	for	doing	
certain	steps,	and	as	each	step	is	finished,	
that	part	of	the	puzzle	is	in	place.	When	all	
8	steps	are	finished,	the	puzzle	is	complete	
and	the	house	is	finished.

Upon	 arrival,	 the	 “A”	 person	 starts	 by	
cleaning	the	kitchen.	The	other	(the	“B”	
person)	cleans	the	bathrooms.		Each	then	
continues	individually	with	other	modules.	

Once	cleaning	a	customer’s	home	for	 the	first	
time,	a	team	member	should	do	the	same	module	
set--either	“A”	or	“B”--each	time	in	the	future	
for	that	house.		

for White Glove’s Basic Home Cleaning & Move-In/Move-Out Services

Job Modules

“I’m pre-vacuuming. 
(Oops, I certainly didn’t 
dress properly today!)”

“I’m pre-vacuuming. 
Why I wore a dress to-
day I sure don’t know.”

“Hi! I’m vacuuming. 
Gotta get back to 

work now.”

“I have know idea what I’m 
doing. That’s why I don’t 
work for White Glove.”

Job ModulesWelcome5
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Yes, you may wear gloves.
If you want to protect your 
hands, you are welcome to 
wear rubber cleaning gloves. 

You may also consider dispos-
able latex gloves, which are 
more expensive but they give 
your fingers greater dexterity.

latex
gloves

They are inexpensive ($1 at dollar stores) 
and you may keep them in your team’s 
kitchen cart or bath bag (please put your 
name on them.)


