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Copyright 
 
By accessing this document, you have a right to private, non-collective and non-exclusive content of this manual. 

All reproduction rights are reserved. 

 

Any networking, redistribution, or reproduction of all or part of this document in any form is strictly prohibited 

without express permission of You’ve Got It Maid. 

 

Reproduction of this manual is permitted on paper, subject to the three following conditions: 

 Free distribution; 

 Compliance with the document reproduced (no modifications or alterations of any kind); 

 Clear and readable quotation of the source in the following form:  

Source: www.youvegotitmaid.co.za reproduction and distribution rights reserved and strictly limited. 
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Chapter 1: Introduction 
 

1.1 Plan your day / week / month 
 

The secret to carrying out your duties efficiently lies in planning your daily, weekly and monthly duties beforehand. 

This avoids repetition of tasks or some tasks being completely left out. When doing the weekly schedule, don’t 

allocate “major” tasks to one day. For instance, don’t do spring cleaning, linen change, and doing laundry on the 

same day as you probably won’t be able to complete these tasks. Please see the schedule below as an example. 

 

 
 
 

1.2 Time management 
 
Once your daily plan has been set, it’s important to plan the time allocation for each task. For example, if you have 

to clean a 3 bedroom house with 2 bathrooms a lounge and kitchen, do laundry and ironing, then try and 

appropriate times to the tasks. If, for instance, washing is done using a machine it won’t take up as much time as 

hand washing and you can allocate time to another more time-consuming task.  

 

 

 

 

 

Week 1 Week 2 Week 3 Week 4

Monday Monday Monday Monday

Driveway Driveway Driveway Driveway

Front and back verandahs Front and back verandahs Front and back verandahs Front and back verandahs

Laundry + bed and bath linen Laundry + bed and bath linen Laundry + bed and bath linen Laundry + bed and bath linen

Clean and polish Clean and polish Clean and polish Clean and polish

Tuesday Tuesday Tuesday Tuesday

Driveway Driveway Driveway Driveway

Front and back verandahs Front and back verandahs Front and back verandahs Front and back verandahs

Clean and polish Clean and polish Clean and polish Clean and polish

Iron + organise wardrobes Iron + organise wardrobes Iron + organise wardrobes Iron + organise wardrobes

Wednesday Wednesday Wednesday Wednesday

Driveway Driveway Driveway Driveway

Front and back verandahs Front and back verandahs Front and back verandahs Front and back verandahs

Spring clean - floors+walls+doors Spring clean - walls and doors Spring clean - walls and doors Spring clean - walls and doors

Thursday Thursday Thursday Thursday

Driveway + refuse collection day Driveway + refuse collection day Driveway + refuse collection day Driveway + refuse collection day

Front and back verandahs Front and back verandahs Front and back verandahs Front and back verandahs

Laundry Laundry Laundry Laundry

Clean all rooms Clean all rooms Clean all rooms Clean all rooms

Friday Friday Friday Friday

Driveway Driveway Driveway Driveway

Clean all rooms Clean all rooms Clean all rooms Clean all rooms

Windows Kitchen cupboards Clean oven and refrigerator Clean light fittings

Saturday Saturday Saturday Saturday

Driveway Driveway Driveway Driveway

Clean all rooms Clean all rooms Clean all rooms Clean all rooms

Monthly Cleaning Schedule
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Task Duration 

Cleaning 5h 30min 

   Kitchen 

   Lounge 

   Bedroom (main) 

   Bedroom 2 

   Bedroom 3 

   Bathrooms 

45min 

1h 30min 

1h 00min 

45min 

30min 

1h 

Laundry 2h 30min 

   Washing 1h30 

   Ironing 1h 

Total 8 hours 

  

 

 

 

Notes: 
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Chapter 2: Cleaning 
 

The rationale behind the order of cleaning: start with the areas immediately used by the family or seen by visitors before 

moving on to the living rooms, bedrooms, and lastly the bathrooms. Bathrooms should be the last rooms to be cleaned in 

the home as they are the least hygienic.  

 

It’s important to keep your cleaning focused. If, for example, you’re cleaning the lounge, then you must sweep (or vacuum) 

and mop the floor, polish the furniture in the lounge and ensure the lounge is in order before moving on to clean the next 

room. This ensures that the house remains orderly while you are cleaning. 

 

Although using a mop is a convenient way to clean floors, using a mop has its disadvantages. Hard-to-reach places (like 

corners) are not effectively cleaned by mops. One therefore has to use a cloth and assume the kneeling position to get 

into the areas and to clean skirting boards. 

 

2.1 Outside area (if applicable) 

 Sweep outside the house (paved, tarred, tiled and cemented areas within the yard and driveway just outside 

gate) 

 Mop tiles 

 Clean outside window sills (and under the window sills) 

Note: It’s important to clean outdoor entertainment areas e.g. patios after they have been used, usually over weekends. 

Therefore cleaning them on Mondays after use or Fridays before use is necessary. If there is a guest toilet, this should 

also be cleaned regularly and consumables like toilet paper and hand wash soap should be replenished. This, however, 

can be done when cleaning of the inside of the house has been concluded. 

 

1.1. Kitchen 

 Wash, rinse and hang up dirty/used dish cloths. This should be done at the beginning of the day to enable them 

to dry on the washing line during the course of the day. Fresh dish cloths should be used every morning. 

 Wash, rinse, wipe and pack away all dishes. Do not wash, rinse and leave dishes on the dish rack. Make sure 

these are thoroughly dry before packing them in the cupboard. If time is an issue, only plastic dishes may be left 

on the dish rack to let dry, but these should also be cloth dried and packed away within an hour or two of washing. 

 Wipe down counter tops, stove top and general cooking area, microwave, kettle, toaster (empty crumbs), coffee 

machine. Appliances like the kettle should be cleaned regularly (once a month) with a water-vinegar solution to 

keep it clean on the inside. 

 Wipe cupboard doors and handles, fridge doors and handles daily. 
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 Wipe in and around the sink 

 Sweep and mop floor. Where the floor is tiled, dirt gets between the tiles over time. A scrubbing brush should be 

used to clean between tiles once a month. 

 Clean window sills and skirting boards (twice or three times a week). 

 Empty the dustbin, wash it, and insert new refuse bag (daily) 

Note: The kitchen must be cleaned daily. 

 

1.2. Lounge and dining area: 

 Remove mats and shake them out to free dust outside. Vacuum them or use a broom to beat them if necessary.  

 Remove couch cushions for sweeping underneath, fluffing up and replacing 

 Move furniture around for cleaning underneath 

 Sweep and mop/polish floor moving furniture around  

 Wipe window sills and skirting boards with cloth (getting into the corners) 

 Apply furniture polish to wooden surfaces and Windolene to glass and mirror surfaces 

 Wipe down electronics and wipe underneath the DVDs and video recorders. Wipe remote controls and arrange 

them neatly near the tv 

 

1.3. Bedrooms 

 If there are any clothes on the floor or clothes that have been worn, place them in the washing basket 

 Make the bed -  

 Mattress cover 

 Pillow covers 

 Fitted sheet 

 Flat sheet 

 Blanket  

 Duvet – the duvet inner must fit properly into the duvet cover 

 Turning down at bed time 

 Sweep and polish floor  

 Wipe down window sills and wall skirting boards 

 Apply furniture polish to wooden surfaces and Windolene to glass surfaces (use newspaper to shine glass) 

 Wipe down electronics and remote controls 

 Arrange remote controls neatly 
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1.5 Bathrooms 

 Hang out wet face towels and underwear for drying 

 Spray soap scum remover in the shower or bath tub and allow to stand for about 10 minutes before scrubbing 

 Clean basin (sink) (using colour coded cloth) 

 Clean the toilet seat and lid, and use a brush to clean the bowl. A different colour coded cloth from the one used 

in the sink should be used. The colours must be different to prevent mixing them up. The toilet cloth should 

NEVER be used to clean the basin or kitchen!! 

 Mop the floor 

 Check if hand towel and mats need replacement 

 Check if soap, toilet paper and other supplies need replenishing 

 

1.6 General 

 Wash and hang out all your cleaning implements (e.g. mop, broom, cloth, yellow duster) in the sun and allow 

them to dry.  

 Again, take care to keep sink and kitchen cloths separate from toilet cloths 

 

1.7 Maintenance of your cleaning appliances 

 

To keep appliances in good working order they must be maintained (cleaned) regularly… at least once a week 

or after daily use. 
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Dishwasher: 

 To clean a dishwasher, every few weeks, fill a dishwasher-safe mug two-thirds full with white vinegar, 

and place on the top rack of your dishwasher. Run the dishwasher on the normal cycle with hot water 

for extra sterilization. The vinegar loosens soap scum, food particles, and grease from the dishwasher's 

walls and racks and washes down the drain. 

 

Top Loader washing machine: 

 Cleaning the top loading washing machine is simple, all you need is white vinegar and some cleaning cloths. 

Start by setting your washer to its hottest temperature, highest capacity and longest cycle. 

 Add four cups of white vinegar to the hot water, close the lid and allow it to agitate for several minutes. 

 Open the lid (so the machine stops) and allow it to sit for an hour so that the vinegar can do its job to get rid of 

the bacteria hiding in all those nooks and crannies and the hoses of your machine. 

 After you have run a complete cycle with the vinegar solution, you can stop or repeat the process if your washing 

machine is extra dirty. The vinegar does a fantastic job of removing any mineral buildup that has accumulated, 

not to mention softening any soap scum and other residue that may be building up within the washer and hoses. 

Let your machine agitate the solution for several minutes and open the lid. 

 While you allow this solution to sit for an hour, it’s time to tackle the exterior of the washer as well as the fabric 

softener and bleach reservoirs. Using a cleaning rag or microfiber cloth, dip it in the vinegar solution and wring 

it out. Wipe down the exterior, lid and control panel, taking care to not get it too wet. Carefully remove the bleach 

reservoir and wipe down around this area where scum and dirt tends to collect. Rinse your cloth and remove the 

softener reservoir from the agitator and wipe the exterior and interior of it as well. Close the lid and allow the 

washer to complete its cycle. 

 

Front Loader washing machine: 

Front loading washers use less water and less energy which in turn results in more mildew, mould, detergent residue and 

build up in your washer. Some washers have a separate cleaning cycle as an option, so use that if yours fall in to that 

category. If not, all you need is some white vinegar and a little time. 

The best way to clean your front loading washer is simple: 

 Select the hot water setting. If your machine does not have a hot water setting, then select a “white” or a “stain” 

cycle setting. 

 Select the “extra rinse” option if your washer has that choice. 

 Add ¾ cup of white vinegar to the bleach dispenser or fill to its max level. 

 Allow the cycle to run until it has completed. 

 To ensure that no vinegar remains in your washer, manually select an additional rinse cycle if your washer does 

not have a 2nd rinse cycle selection 
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 After you have finished washing the interior of the washer, it’s time to clean the bleach and fabric softener 

dispensers. These can be easily cleaned by simply removing and washing in warm, soapy water to remove any 

residue. Dry them thoroughly before reinserting them. 

 Next up, the rubber seal on the door is a perfect hiding place for mold and mildew. Carefully pull back the gasket 

and inspect to see if you have mold, mildew or socks (as is the case with mine). Carefully wipe down the area 

with white vinegar and a soft, white cleaning cloth. Dry thoroughly with a clean cloth to prevent any moisture 

build-up. 

 After cleaning these three zones, you can wipe down the exterior and control panel with a gentle all-purpose 

cleaning spray to remove any dust and dirt build up. Maintaining a clean washer and eliminating the stinky 

laundry issue is easy – be sure to leave the door open to prevent moisture build-up in between loads and clean 

it inside and out every month. 

 Add cleaning your washer to your cleaning schedule and the washer and laundry will thank you for it! 

Tumble dryer: 

 Empty the water tank. 

 Clean around the drum area and in the crevices, using a stainless-steel cleaner. 

 Remove the lint filter, brushing off accumulated fluff with your fingers. 

 Vacuum the lint filter area, using a narrow attachment to get at loose fluff, dust and hair. 

 If the machine has a condenser as in the picture below, remove the condenser and rinse hot water 

through the vents until all the lint and debris is removed. Air dry the condenser before replacing it in the 

machine. 
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Notes: 
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Chapter 3: Laundry (Washing and Ironing) 
 

Bedroom and bathroom linen must be changed on a weekly basis. When changing bathroom mats, the hand towel must 

also be changed.  

 

2.1 Washing 

 Sort clothes by colour and/or ownership (load whites separately, colours separately, and dark colours separately) 

 Empty all pockets 

 Check care labels on clothes ALWAYS!! Prevention is better than cure. 

 

 Soak stained or soiled clothing items prior to washing 

 Wash the clothes (whether by hand or machine)  

 Hanging of clothes on washing line and/or clothes horse 
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 Hang dark and coloured clothes in the shade and never in the sun as this would cause the colour to 

fade 

 Hang whites in the sun as this makes them brighter 

 Don’t hang clothes by the hem 

 Hang linen and other large items first and the smaller items in-between 

 Jerseys and other woolen items should be shaped and dried flat  

 Always use a basket to take down clothes from washing line  

 

 

2.2 Ironing 

 Remove any fluff or lint before ironing clothes. 

 Mend hems or missing buttons before ironing. 

 Check that clothes have been properly washed before ironing. Never iron on stains. 

 Iron the clothes (taking care to check care labels). 

 Start ironing the lighter items / delicate fabrics first with the iron temperature on the lowest setting and 

gradually adjust the heat setting upwards as the garments get thicker. 

 Use a pressing cloth or iron clothes inside out for sensitive fabrics. 

 Fold and pack away ironed and un-ironed clothes in relevant baskets. 

 Organise wardrobe shelves. 

 Organise clothing according to use i.e. linen, formal wear, casual, kids. 
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2.3 Organising your wardrobe 

 

Items to hang: 

 Jackets 

 Shirts 

 Blouses 

 Dresses 

 Skirts 

 Trousers / Chinos 

 Scarves  

 Ties 

 Belts 

Make sure that the hanger hooks face away from you and that the front side of the garments face the left for 

right-handed employers, and vice versa for left handed employers. 

 

 

 

Items to fold: 

 Jerseys 

 Cardigans 

 T-shirts 

 Golf shirts 
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 Shorts 

 Pyjamas  

 Vests 

 Underwear 

 Socks 
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2.4 Shoe, Handbag and Coat care 

 Shoes that have been worn should be wiped/cleaned before being placed back in the cupboard  

 Make sure you use the appropriate cleaner for the material of the shoe i.e. leather cleaner on leather shoes, 

suede cleaner on suede shoes 

 Handbags should be routinely cleaned to maintain their look and prevent build-up of mould (especially in damp 

areas)  

 Same applies to coats jackets. 

 

Notes: 

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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Chapter 4: Recycling household waste 
 
We offer a few tips on how to deal with household rubbish – and do you bit for the environment as well. Most households 

generate vast amounts of rubbish, much of which can be recycled or reduced. Finding space to store your waste between 

refuse collections or trips to the recycling centre is an important consideration. 

 

Sorting 

Sorted into separate containers, a large quantity of household waste is reusable. This may seem like a lot of hard work 

for those not already in the habit of sorting, but once a system is set up it only takes a few seconds to put it into practice. 

There are recycling centres and drop off zones for those living in areas that do not practice recycling as part of good 

waste management, but sorting your household waste will also make you think twice about what you are throwing away 

and how it could be reused in the home. 

 

The simplest method of sorting rubbish is to set up a row of hooks to hold plastic bags, or have separate bins. Label each 

so that it is clear which bag or bin is for plastic, glass, or aluminum. When each bag or bin is full you can simply drop it 

off at your nearest recycling centre – if there is one close to you – or pop it in the dustbin as a separate waste item. 
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Chapter 5: Etiquette 
 
This guideline document endeavours to reflect a good image of the domestic worker by encouraging her to dress and 
behave in a decent and respectable manner at all times. 
 
Introduction  
The Code of Conduct for You’ve Got It Maid (Pty) Ltd requires Candidates during company duties, to dress and behave 

in a manner that enhances the reputation of the company. 

 
Scope of application  
This policy is applicable to all You’ve Got It Maid candidates; full-time, part-time and casual placements. 

 
Purpose 
The purpose of this policy is to provide guidelines on the appearance of Candidates in the work environment and during 
working hours. 
 
Definition 
Clothing  : means articles worn to cover the body. 
Dress Code : means a set of guidelines on what is considered appropriate dress standard.  
Candidate : for the purpose of this policy, means any person placed by YGIM. 
Inappropriate : means not conforming to accepted standards.  
Smart/casual : means a style of dress which is informal yet well-dressed to conform to a particular dress code. 
 
 
Attitude 

 Always come to work with a good attitude and a smile, regardless of whatever personal difficulties you may be 

going through. 

Behavior 

 Do not invite visitors to your place of work. Should you have visitors, make sure they visit you outside of your 

working hours, and they should not come onto your work premises without prior permission being granted by 

your employer. They must not use the main house intercom to contact you. 

 No lying or sleeping on couches in the living rooms. 

Courtesy 

 When employers have visitors, excuse yourself from the room and go to your room unless told otherwise. 

 Do not join into employer’s conversations with friends, family or any visitors unless invited. 

 Offer visitors tea, coffee or juice upon arrival, but check if these are actually available before you offer. 

 Always knock before entering an occupied room. 

 Do not leave cosmetics in the bathroom. Take them back to your room after bathing. 

 Face towels, bath towels and underwear to be hung out to dry on washing line after bathing. 

 Relinquish the tv and decoder remote control if there is someone watching tv with you. 

 If you are going to be late for work, notify your employer as soon as possible and give an estimated time of 

arrival. 

 If you are unsure about how to do something, ask. 

 Always keep your cell phone close as your employer may need to get hold of you urgently. 
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 Should you not have any airtime and need to contact your employer, send a “Please call me”, but one is 

sufficient. There is no need to send multiple messages. 

 If you damage anything while doing your duties in the home, notify your employer as soon as possible. Do 

not hide it or keep quiet about it. 

 No swearing 

 No loud chewing of bubble gum 

 No playing of radio or employer’s CDs or DVDs. 

 Do not use any of employer’s belongings, or wear or try-on employer’s clothes. 

 Do not borrow anything without asking first. 

Appearance 

 Always come to work dressed in full uniform, clean and ironed. 

 Hair must be clean, neatly tied up and covered. Nails must be clean and short. 

 No make-up is to be worn at work. 

 No dangling jewellery 

 Do not wear clothing with offensive imaging or wording 

 Do not dress in revealing (see-through, short, tight) attire. Do not show any cleavage or wear low cut jeans, or 

miniskirts. 

 Underwear is to be worn at all times whether on or off duty except when in the privacy of your own room. 

 
Examples of prohibited clothing include, but not limited to the following: 

 Dresses, shorts or skirts where the length is shorter than five centimeters above the knee,  

 Revealing (see through) blouse, shirt or dress,  

 Halter neck or boob tube tops or dresses (without covering top/scarf), 

 Items of clothing with low cleavages, 

 Leggings, torn jeans or pants, clothing with foul languages or obscene images, 

 Visible piercing other than pierced ears, 

 Caps and hats. 
 
No candidate should come to work untidy, and smelling of liquor as that creates a negative image of the company. 
 
Roles and Responsibilities 
Candidates must: 

 Always strive to project a professional image while at work, meeting with clients and in the public eye. 
 Be conservative when selecting work attire. If there is doubt as to whether a piece of clothing or outfit 

is appropriate, do not wear it in the workplace. 
 Proper appearance includes personal hygiene; daily grooming and bathing is required. 

 
Breach of policy 
Candidates who consistently abuse these guidelines may be dealt with under You’ve Got It Maid’s disciplinary 
procedures. 
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