Guidelines
Strict Rules
· Do Not Steal!

· If anyone give you anything, you must let Mum know first.

· If you find money in our pockets or anywhere in the house, you must place it on the dining table and inform Mum. 

· If Mum gives you money to buy food, leftover money must be returned to Mum.

· Trust must be earned. Never abuse the trust we have in you.

· If you buy anything, you must let Mum know what you buy and how much you spent.

· Do Not Lie to Us or Our Children.
· Help to discipline the children.

· Do Not Be Stubborn!

· Do Be Honest and Truthful!

· Do Show Initiative.

· If performance is good and you are obedient, we will reward you.

· Do Not Be Lazy!

· Do Not Argue with Us!

· Try to understand the reason why we do things this way, rather than blindly follow. If you think there is a better way to do some things, you are always welcome to suggest, but it is up to Mum if she want to change.

· Do Not Talk to Men Outside!

· Do Not Have Boyfriends!

· Do Not Compare with Other Maids!

· Learn good points, don’t learn the bad points, if affect your behavior, we will send you back.

· If you have any concerns or needs, talk to Mum, not to other maids.

· Do Not Bring People to Our House!

· Do Not Go into Other Maids’ Employers House!

· Do Not Leave the House without Our Permission!
· Do Not Turn On the TV or Radio without our Permission!

· Do not shift the boxes in your room without our permission.

· Ask our permission if you want to use the house phone to call home.

· Do Not Hit Our Children!

· Do Always Smile!

· Do Remember what you learn!. 

· Learn to remember our preferences.

· Ask if you are not sure, please do not assume!
· Before doing anything, check with Mum. E.g. changing sponge, rearranging cabinets.

· Do be prepared to follow our ways because different family does things different ways.
· Drink lots of water.

· Stay Healthy.

· Be flexible, schedule will change, duties will change.

· Dress properly, dress nicely when we go out.

· Change out of pyjamas before starting work.

· Sleeveless, low cut tops and shorts are not allowed.

· Always turn off the lights or other electrical appliances if you are leaving the room.

Manners

· Always greet us when we wake up.

· Always greet us at the door when we come home and see if we need help to carry anything.

· Always greet guests and offer drinks immediately.

· Before sleep, check with us “Anything else you need me to do?” if there is nothing, let us know that you are going to bed.

· Always answer us when we talk to you.

· When we ask you to answer us, please do.

Laundry
Washing

· Collect the laundry to be washed the night before.
· Always check clothes pocket, otherwise things like coins can jam and spoil the washing machine.

· Always remove the collar bone for Sir’s working shirts.

· If tissue is not taken out, it will make a mess.

· Always turn clothes inside out before washing, especially Sir’s sleeping pants.

· Separate clothes into whites/light colored, dark colored, heavy material and towels.

· Wash floormats, kitchen cloth or other cleaning cloth separate from our laundry and towels.

· Always replace the towels and floormats with fresh ones when you collect the old ones for washing.

· Always finish the washing and drying of clothes before sleeping, because clothes will smell if left overnight in the washing machine.

· If there are stains on clothes, must be treated and washed on the same day to prevent stain from setting in.

· Do not wash your clothes and towels together with ours.
Drying

· No drying of clothes during cooking.

· Always clear lint before removing clothes from dryer.

· Bras with underwire cannot be put into dryer, hang them on clothes rack.

· Always make sure bra cup is pulled into shape before hanging.

Folding & Keeping

· Fold clothes neatly until ready for ironing.

· Put the fresh clothes at the bottom so that we rotate all the clothes.

Ironing

· Please be fast in your ironing.

· Make sure iron Sir’s work pants and shirt properly, the lines must be defined.

· Always remember to put back the collar bone for Sir’s shirts.

· Always off the iron if you are moving away from the room, especially when the children are home.

· After ironing, must pour out all the water from the iron and spray bottle.

Daily Duties

· Always make sure Sir’s towel is in his bathroom before his morning and evening shower times.

· Floor must be swept/vacuum and moped before we wake up.

· Sweep the dust into dustpan, room by room.

· Vacuum sofa & carpet every morning.

· Rinse the mop in the water often.

· Mop inside the house first, then mop the kitchen and lastly mop the terrace.

· Change water to mop the master bedroom and keep it to clean the kitchen after lunch and dinner.

· Rotate sir’s shoes

· Make sure there are 4 water bottles ready every morning, let Sir bring one to work.

· Make sure there is always a pot of green tea on the dining table.

· Check with us what we would like for breakfast.

· Make sure Mum and Donald’s towel is in the bathroom before 6pm.

· Always bring in the shoes, check door is locked and sliding doors and windows are locked.

· Toys are to be put into the right baskets.

· Pack the living room neatly before sleeping.

Cooking

· If boiling something on the stove, put on timer to remind yourself.

· Never leave knives, scissors and other dangerous things lying around or easy to reach by children.

· Prepare some mop water before cooking. Immediately after cooking, mop the floor to remove oiliness.

· Always on the cooker hood when frying things.

· Always separate raw meat with vegetables or cooked food.

· Wash your hands if you have touched raw food.

· Always use separate chopping boards. RED for raw meat and fish. BLUE for vegetables, fruits and cooked food.

· Wash sink every night.

· Keep knives sharp, food will taste nicer.

· Clean up as you cook.

· Food cleanliness is VERY important. Dirty food or utensils not washed clean can make people sick!

Kitchen / Yard Cleaning

· Wash Rubbish Chute. (remove laundry basket).

· Your own room and yard area must be kept clean and neat at all times. Inspection will be done periodically.

· Cooker Hood

· Cabinets external

· Clean stains off the walls.

Bathroom

· Wash and dry one bathroom at a time, so that we have one bathroom to use.

· Wash the toilet bowls everyday and clear the hair on the bathroom floor at the same time.

· Keep bathroom floor dry.

Surface Cleaning
· Always use correct cloth for different things.

· Dry cloth for PC, TV, Piano

· Remember how we put our things, in the bedroom, in the bathroom etc.

· Wipe outside bench, floor and walls. 
· Do not shift the paintings. If shifted, please make straight again.

· Always leave the previous day’s newspaper when you clear the papers. 
Internal Cleaning

· Find ways to pack the wardrobe or cupboards neatly and create more space, do not just anyhow throw the things into the drawers.

· Only clean drawers that you are allowed to open.

Bedsheets

· Clear the hair off the mattresses before making the bed.

· Take care when changing the quilt cover. Always check the length and width is correct.

· Check if Mum whether need to wash waterproof sheets.

· Make sure every inch of bed is protected by the waterproof sheet.

· Change mirror cloth together with bedsheets.

Children

· Make Victoria sleep every night.

· Make sure they have good manners.

· Do not hit them, but you can help to discipline them.

· Always check with Mum before giving them any food or letting others give them food.

· Always hold their hands in carparks and roads.

· Always watch out for them during shopping. DO NOT LOSE THEM!

· Let them explore, just keep a watchful eye for them. Do not overly protect them.

Going Out

· Always make sure aircon is off.

· Always pack and get ready the bag once we come home, so that when we need to rush out, the bags are ready.

· Bring own water bottle.

· Be watchful of children, do not be distracted by shopping.

Things To Bring

· Toria diaper 1 (2 if no car)

· Donald diaper 1 (2 if no car)
· Toria socks 1

· Toria change of clothes 1

· Diaper cloth 1

· Bib 

· Food (check with Mum)

· Snacks

· Wet Tissue for diaper change

· Wet Tissue for hand

· Dry Tissue

· Toria water bottle

· Donald water bottle

· Mum water bottle (if with car)
· Your water bottle

· Donald spoon and fork set

· Toria spoon and cutter set

· Plastic bags for rubbish

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	6:00 AM
	Wake Up / Clean Up / Change into Work Clothes / Breakfast

	
	Sweep / Mop / Sofa & Carpet / Newspaper / Sir's towel & shoes / Sir's breakfast / Water Bottles / Green Tea

	7:00 AM
	Laundry
	Bedsheets
	Laundry
	Towels / Floor mats
	Cushion Covers /    High Chair
	Laundry
	Towels / Floor mats

	
	
	
	
	
	
	
	

	8:00 AM
	Prepare Lunch & Dinner Items
	Terrace
	 

	
	Mum & Children Breakfast / Feed Toria breakfast
	
	 

	9:00 AM
	Master bedroom / Toilet bowl washing / Dustbin

	
	

	10:00 AM
	Master Bedroom
	Living Room
	Baby's Room
	Kitchen / Yard
	Sir's Room
	All Toilets
	Donald's Rugby

	
	
	
	
	
	
	
	

	11:00 AM
	
	
	
	
	
	
	

	
	Cook Lunch
	 
	

	12:00 PM
	Lunchtime
	 
	 

	
	Clean up
	 
	 

	1:00 PM
	aircon / fan / bedsheets / surface & internal cleaning / windows / under bed / vacuum / mop
	aircon / fan / surface & internal cleaning / toys / windows / shoe cabinet / storeroom / clear newspapers / vacuum / mop
	Surface & Internal Cleaning / aircon / windows / vacuum / mop
	Fridge / Surface & Internal Cleaning / Windows / Microwave / Soak kitchen cloth / vacuum / mop
	Surface & Internal Cleaning / aircon / fan / windows / vacuum / mop
	 
	 

	
	
	
	
	
	
	 
	 

	2:00 PM
	
	
	
	
	
	 
	 

	
	
	
	
	
	
	 
	 

	3:00 PM
	
	
	
	
	
	 
	 

	
	
	
	
	
	
	 
	 

	4:00 PM
	
	
	
	
	
	Church
	 

	
	
	
	
	
	
	
	 

	5:00 PM
	
	
	
	
	
	
	 

	
	Open Beds / Hang Towels / Cook dinner / kitchen floor
	
	 

	6:00 PM
	
	
	 

	
	Dinner time
	Business Cell Group
	Dinner time
	
	Change Bedsheets

	7:00 PM
	
	
	
	
	

	
	Kitchen Clean Up
	
	Kitchen Clean Up
	
	

	8:00 PM
	
	
	
	
	

	
	Wash Donald's school shoes
	
	shoes
	
	shoes

	9:00 PM
	Collect Next Day's laundry
	
	Collect laundry
	
	Collect laundry

	
	Ironing
	Ironing
	Ironing
	
	polish sir's shoes
	Ironing
	Vacuum Car

	10:00 PM
	
	
	
	
	 
	
	

	
	
	
	
	
	 
	
	

	11:00 PM
	Rest time


