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Goals of AIR CLN

Be the nationally recognized, go-to brand for vacation rental Turnovers.

 

Provide Clients consistent, hotel-grade Turnovers.

 

Provide Clients the information needed for the operations of their property.

 

Provide our Employees a safe, kind and respectful working environment.

 

Provide our Employees resources and compensation above the status-quo to

empower our Teams in other aspects of their lives.

 

Integrate seamlessly into other AIR Investment Group operations.

 

On-site support services designated to other AIR Investment Group brands.

 

Perpetuate the overall growth and visions of AIR Investment Group brands.

 

Uphold the professional standards that AIR Investment Group brands require.

AIR Investment Group
 

"AIR" stands for "Acquire. Invest. Return" the root of AIR Investment Group.

 

AIR Investment Group is a group of individual companies, branded together

as a suite of products tailored to the specific needs of real estate

investors.  AIR brands share common vision and brand goals.  AIR brands

support one another toward overall growth and success.

 

AIR services are designed to integrate seamlessly amongst themselves so

real estate investors can package the tools and services as they require. 

 

Individual AIR services are also designed to integrate with external systems. 



AIR CLN Origin
 

AIR CLN launched as the sister company to AIR MGMT. AIR CLN's original

assignment was to be the on-site team for the AIR MGMT properties, as

AIR MGMT is a virtually-based listing and guest management service. 

 

AIR MGMT understood the importance of having a strong, reliable on-site

team that 'makes it work,' so AIR CLN was designed to be this Team. 

 

Quality, consistent Turnovers are a necessity for any vacation rental

operation to find success, so AIR CLN was also designed to integrate with

other property management companies or property owners that manage

their guests. This provides AIR CLN the opportunity to become the 

nation-wide, go-to brand for vacation rental Turnover services.

 

 

AIR CLN & AIR MGMT
 

AIR CLN has some additional functions it provides it's sister company 

AIR MGMT on a business-to-business level. 

 

Both AIR CLN and AIR MGMT rely on each other to perform exceptionally.

 

They both rely on the exceptional performance of the other to perform

exceptionally themself - a cycle that can greatly help both companies, 

but if not upheld, will greatly damage both companies.

 

The most public, guest reviews always fall on AIR MGMT's profile, and less

than five-star reviews severely impact a properties ability to book.

 

AIR MGMT relies on AIR CLN to verify at every Turnover that a guest will be

extremely satisfied with the accommodations so the ratings remain high.

 

AIR CLN relies on AIR MGMT to capture as many bookings as possible so

we can ensure a full schedule of Turnovers.



Section 1. Introduction   

 
1.1. Purpose of this Handbook    

The purpose of this Handbook is to familiarize you - the employee - with

the policies, rules and other key aspects of AIR CLN (the "Company"). The

information in this handbook supersedes all rules and policies that may

previously have been expressed or implied, in both written and oral

format. Compliance with this Handbook is compulsory for all employees.

The Company reserves the right to interpret this Handbook's content as it

sees fit, and to deviate from policy when it deems necessary.  

  

1.2 Changes of Policy     

AIR CLN reserves the right to change this Handbook's content, at any time

and at our sole discretion. Its provisions may not be altered by any other

means, oral or written. You will receive written notice of any changes we

make to the employee handbook and are responsible for understanding

and complying with all up-to-date policies. If you are confused about any

information defined herein, please contact the Human Resources

Manager.    

 

1.3 Employment Forms     

All new employees are required to complete and submit the following

forms. Starred (*) forms can be found on the Turn Team Zone. All others

have been or will be provided separately.     

 

At-Will Employment Agreement and Acknowledgement of Receipt of

Employee Handbook *     

Employment Eligibility Form I-9   

  

On the day of hire, each new employee is legally obligated to complete

the Employment Eligibility Verification Form I-9 and submit documents to

verify identity and employment eligibility within the next three (3) business

days. The same policy applies to re-hired employees whose I-9's are over

three (3) years old or otherwise invalid.  



Non-Disclosure Agreement 

 

This Handbook expressly prohibits the unauthorized disclosure of any

confidential Company and/or Client information via any means of

communication, including, but not limited to, face-to-face, over the

phone and via the Internet, for employee's own benefit or the benefit of

any third party.  All documents, methods, processes, procedures, training

materials, designs, AIR CLN branding, brand language, logos or any other

materials, intellectual property or shared information developed by 

AIR CLN or any other AIR Investment Group brands are considered

confidential.   All internal information is owned by AIR Investment Group,

no operational or confidential information is to be saved, at any capacity,

on personal computers or drives; All working documents are to be

processed and handled through AIR CLN computers and systems to

maintain security and confidentiality. 

 

 

 

 

Section 2. Terms & Definitions     

 

AIR CLN typically employs less than 20 employees regular and temporary

employees on an "at-will" basis. This section defines the terms of "at-will"

employment, as well as the different types of employees we hire.    

 

2.1 Definition of "At-Will" Employment     

The job of an "at-will" employee is not guaranteed. It may be ended, at

any time and with or without notice, by the employee or, for a lawful

reason, by the Company. The Company also reserves the right to alter an

"at-will" employee's benefits, pay rate, and assignments as it sees fit. The

"at-will" terms of employment may only be changed with the approval of

the President, CEO or CFO, and must be signed off by the President or

the CEO.



2.2 Types of Worker 

This section distinguishes between the different types of workers the

Company employs. Employee status is established at the time of hire and

may only be altered via a written statement signed by the Company.

 

Exempt vs Non-Exempt    

Most employees are non-exempt, meaning they are entitled by law to at

least minimum wage and premium pay for overtime. Exempt employees

are not subject to these laws. Exempt status is defined by standards set

by state law and the Federal Labor Standards Act (FLSA). This class of

employee is usually an executive, an administrator, or a highly paid

specialist such as a programmer.    

 

Regular vs. Flex vs. Temporary     

Regular employees work a regular schedule, either on a full-time or part-

time basis. Flex employees are scheduled certain regular days, with

additional variable days and hours offered.  To be considered full-time,

an employee must work at least 30 hours per week. A temporary

employee is a person we hire for a short period (usually 3 months at

maximum) to assist with a project or remedy a staff shortage. A

temporary employee is also employed on an "at-will" basis (defined

above).

 

Independent Contractors & Consultants     

Independent contractors and consultants are not Company employees,

but rather self-employed professionals whom we hire for specific

projects. Unlike employees, they do not operate under Company

direction, and control their own methods, materials and schedules. They

are not eligible for Company benefits
 



Section 3. Payroll
 

3.1 Payment Schedule

Employees are paid bi-weekly generally on Friday.

 

In cases where the regular payday falls on a holiday, Employees will

receive payment on the last business day before said holiday.

     

3.2 Wages

Wages vary from employee to employee and are based on level of skill

and experience. The Company conducts regular evaluations of all

employees and issues promotions as it sees fit. Employees who feel

entitled to higher pay may contact Blake Gallagher to discuss.     

In addition to regular pay, employees may have the option of earning

overtime pay and/or bonuses.

Overtime

 

A non-exempt employee may work overtime on the terms defined by

Colorado law pending prior authorization by his or her manager.

     

3.3 Deductions & Garnishment    

Deductions     

Federal and state law requires that we deduct the following from every

paycheck:

 

· Social Security

· Income tax (federal and state)       

· Medicare               

· State Disability Insurance & Family Temporary Disability Insurance               

· Other deductions required by law or requested by the employee

        

A Wage and Tax Statement (W-2) recording the previous year's wages

and deductions will be provided at the beginning of each calendar year.

        

If at any time you wish to adjust your income tax withholding, please fill

out the designated form and submit it to Accounting.      



        Wage Garnishment

        

Sometimes, the Company receives legal papers that compel us to garnish

an employee's paycheck - that is, submit a portion of said paycheck in

payment of an outstanding debt of the Employee. We must, by law, abide

by this either until ordered otherwise by the court or until the debt is

repaid in full through withheld payments or otherwise. 

Section 4. Rights & Policies
     

The following section summarizes your legal rights as an employee of AIR

CLN. Questions about any policy detailed in this section may be

addressed with a Human Resources representative.     

 

4.1 Equal Opportunity Employment Policy     

The Company provides equal employment opportunities to all applicants,

without regard to unlawful considerations of or discrimination against

race, religion, creed, color, nationality, sex, sexual orientation, gender

identity, age, ancestry, physical or mental disability, medical condition or

characteristics, marital status, or any other classification prohibited by

applicable local, state or federal laws. This policy is applicable to hiring,

termination and promotion; compensation; schedules and job

assignments; discipline; training; working conditions, and all other aspects

of employment with AIR CLN. As an employee, you are expected to honor

this policy and to take an active role in keeping harassment and

discrimination out of the workplace.    

 

4.2 Accommodation for Disabled Employees     

We are happy to work with otherwise qualified disabled employees in

order to accommodate limitations, in accordance with the Americans

with Disabilities Act (ADA). It is up to the employee to approach his or her

supervisor with this request, and to provide medical proof of his or her

needs upon the Company's request.   



We are also happy to accommodate employees diagnosed with life-

threatening illnesses. Such employees are welcome to maintain a normal

work schedule if they so desire, provided that we receive medical papers

proving their working cannot harm themselves or others and their work

remains at acceptable standards.   

 

4.3 Employment of Minors     

Our policy on employment of minors adheres to all FLSA standards,

including the following:  

· Minimum employment age (14 for non-agricultural work)

· Maximum weekly hours for employees under 16

· Minimum hazardous job employment age (18)

· Minimum wage standards for students, apprentices, disabled employees,

and employees under the age of 20.    

 

4.4 Employment of Relatives     

The employment of relatives can prove problematic, particularly in

situations where relatives share a department or a hierarchical

relationship. The Company will not hire relatives to work in any potentially

disruptive situation. An employee must inform us if he or she becomes a

co-worker's relative. If at any time we perceive the situation to be

dysfunctional, we may have to reassign or ask for one relative's

resignation in order to remedy the situation.  

 

4.5 Religion & Politics

AIR CLN is respectful of all employees' religious affiliations and political

views. We ask that if you choose to participate in a political action, you

do not associate the Company in any way. We are happy to work with

employees 

to accommodate political and religious obligations, provided

accommodations are requested from a manager in advance.

 

4.6 Private Information

Employee information is considered to be private and only accessed on a

need-to-know basis. Your healthcare information is completely

confidential unless you choose to share it. In some cases, employees and

management may receive guidelines ensuring adherence to the Health

Insurance Portability and Accountability Act (HIPAA).



 Personnel files and payroll records are confidential and may only be

accessed for legitimate reasons. If you wish to view your files, you must

set up an appointment in advance with Human Resources. A Company-

appointed record keeper must be present during the viewing. You may

only make photocopies of documents bearing your signature, and written

authorization is needed to remove a file from Company premises. You

may not alter your files, although you may add comments to items of

dispute.

 

Certain information, such as dates of employment and rehiring eligibility,

are available by request only. We will not release information regarding

your compensation without your written permission.

     

4.7 Leaves of Absence

Employees requiring time off from work may apply for a leave of absence.

 

All leaves must be approved by management. For planned leaves,

employees must submit requests at least 14 days in advance. Emergency

leaves must be requested as soon as possible. Accepting/performing

another job or applying for unemployment benefits during leave will be

considered voluntary resignation.

    

We consider all requests in terms of effect on the Company and reserve

the right to approve or deny requests at will, except when otherwise

directed by law. Any request for a leave of absence due to disability will

be subject to an interactive review. A medical leave request must be

supported in a timely manner by a certification from the employee's

healthcare provider. Extension of leave must be requested and approved

before the current leave ends. No employee is guaranteed reinstatement

upon returning from leave, unless the law states otherwise. However, the

Company will try to reinstate each returning employee in his or her old

position, or one that is comparable.



 Below are the three main types of leave that AIR CLN offers employees.

Some, but not all, are governed by law. 

 

Work-Related Sickness & Injury    

Employees eligible for Worker's Compensation rendered unable to work

because of a work-related injury or illness will receive an unpaid leave for

the period required. For eligible employees, the first 12 weeks will be

treated concurrently as a family and medical leave under FMLA.    

 

Maternity

An employee disabled on account of pregnancy, childbirth, or a related

medical condition may request an unpaid leave of absence of up to four

months. Time off may be requested for prenatal care, severe morning

sickness, doctor-ordered bed rest and recovery from childbirth.

     

Election Days

Provided an employee's schedule does not allow time for voting outside

of work, and that he/she is a registered voter, he/she may take up to two

hours, with pay, at the beginning or end of a workday, to vote in local,

state or national elections. 

 



5.2 Workers' Compensation

Workers' Compensation laws compensate for accidental injuries, death

and occupational disabilities suffered in the course of employment. AIR

CLN provides Workers' Compensation Insurance for all employees.

Generally, this includes lost wages, disability payments and hospital,

medical and surgical expenses (paid directly to hospital/physician) and

assistance for injured employees in returning to suitable employment.

     

5.3 Social Security Benefits (FICA)    

Both employees and the Company contribute funds to the federal Social

Security Program as prescribed by law, providing retirees with benefit

payments and medical coverage where applicable. 
 

Section 5. Employment Benefits
     

5.1 Unemployment Insurance     

Employees rendered unemployed through no fault of their own or due to

circumstances prescribed by law, and who meet the State eligibility

requirements for time worked or wages earned, may receive

unemployment insurance (also called unemployment benefits or

compensation). State agencies directly administer this insurance and

determine benefit eligibility, amount (if any), and duration.    



Section 6. Rules of Conduct    

 

6.1 On the Job     

 

While working for AIR CLN, all employees are expected to strive toward

executing and furthering all company goals to the highest, most

professional capacity.

 

Reporting for Work     

Employees are expected to begin and end each shift at the time and on

the day appointed. Employees may clock in up to 5 minutes before their

scheduled shift.  You must inform your supervisor before the start of the

workday if you will be absent or late and obtain his or her permission to

leave early. Absences and late arrivals will be recorded. Should your

absences or tardiness exceed a reasonable limit, you will be subject to

disciplinary action and possible termination. Failing to call one's

supervisor or report to work for consecutive workdays will be considered

voluntary resignation and result in removal from payroll.

 

Reliable Transportation

Employees are expected to have and properly maintain reliable

transportation, it is expected they show up to every shift with a

functioning vehicle as it is a condition of our original employment offer. 

 Employees are expected to find suitable replacements if their regular

vehicle is not operable. As an essential part of the job, Employees must

be able to drive themselves to and from each assigned property.  Due to

self-transportation being considered an essential function of the job,

Employees that arrive without transportation must be sent home and the

employees absence will deduct from available sick days, if no sick days

are left, the absence is marked and treated as a no show. Repeatedly

arriving to work without transportation will result in reduced scheduling;

Every day without a vehicle severely impacts the scheduled operation and

adds unnecessary workload to your other Team Members. 

 

Clocking In     

If you are a non-exempt employee, it is your responsibility to clock in

when you begin your shift and clock out when you finish. If you forget,

bear in mind that your timecard cannot be updated without your

supervisor's approval. 



AIR CLN Brand & Marketing

All AIR CLN Employees agree to carry and present themselves within the

guidelines of the AIR CLN Brand Agreement and Guidelines. All

Employees are expected to assist and participate in the positive

marketing, brand visibility and representation.  Car magnets, Turnover

door hangers, business cards, bed tents, appropriate attire, and

professional behavior, along with various other elements, are all

representations of AIR CLN brand. 

 

Employees are expected to display provided marketing materials, which

include but are not limited to:

1 Car Magnet on each side of the vehicle.

1 Door Hanger displayed on the exterior door, during the Turnover

 

Staying Safe

Safety in the workplace is the Company's number one priority. You must

inform your supervisor in the event of unsafe conditions, accident or

injury, and use safe working methods at all times.  

     

Meals & Breaks    

Unless defined otherwise by Colorado state law, non-exempt employees

are entitled to a paid 10-minute break for every four hours of work, as well

as a 30-minute meal break for any shift lasting longer than five hours.

Due to the self-directing nature of the job, it is the responsibility of the

Employee to work meals/ breaks into their schedule and practice time-

management to ensure they are meeting all operational standards.

 

Dress Code Policy    

AIR CLN branded top with black pants.  

 

Smoking, Smells and Linens

AIR CLN Employees transport linens and towels, in their personal vehicles,

to and from each property throughout the day. It is our responsibility to

maintain fresh-smelling linens; Smoking, or anything that may emit a

smell, inside of your vehicle is strictly prohibited while having any linens or

towels in the vehicle. Smoke and other smells, such as fast-food, easily

attach to cloth surfaces and will cause the linens and towels to hold the

smell. Guests can be extremely sensitive to these smells, even if you are

not; Keep linens separate from any source of non-fresh smells.



Client Quotes & Prospect Interactions

When approached by potential clients (prospects), inquiring about our

services, Employees are expected to provide the prospect with an AIR

CLN business card, pointing out and encouraging them to visit our

website, use our Instant Quote generator, or email our management team

directly with further questions. Professional demeanor is always expected.

 

Social Media Policy 

AIR CLN recognizes the importance and relevance of social media and its

benefits in allowing us to receive feedback from customers as well as

encourage loyalty and maximize revenue. Thus, we encourage employees

to use their personal social networking channel to accomplish these goals

provided the following guidelines are respected: 

 

When referring to our Company in any way, AIR CLN employees must

always conduct themselves in a professional manner and must respect

the views and opinions of others.

Behavior and content that may be deemed disrespectful, dishonest,

offensive, harassing or damaging to the Company's interests or

reputation are not allowed and will not be tolerated.

The use of social media channels on company time for personal purposes

is not allowed.

Employees must not disclose private or confidential information about the

Company, its employees, clients, suppliers or customers on social

networks.

AIR CLN reserves the right to monitor company-related employee activity

in social media networks; violations of this policy are grounds for

discipline in the Company's sole discretion. 

 

 

Cell Phone Use 

Cell phones brought to work must be on silent or vibrate mode to avoid

disrupting coworkers.  Cell phones are used for inter-team

communications and you are expected to answer calls and texts to other

AIR CLN Team Members and Supervisors during your shift.  During

individually assigned tasks, and only using earphones, Employees may us

their cellphones/ personal device to listen to music/media.  



Earphones are required as to not disturb neighboring guests. During

group tasks, Employees are expected to verbally communicate and

respond to each other for efficiency; Due to this, earphones are not

permitted to be used during group tasks.

 

For personal use, they may only be used during breaks and meal periods,

away from where others are working. If cell phone use interferes with

operations in any way, an employee's cell phone privilege may be

rescinded and disciplinary action, up to and including termination, may

be used. 

 

Employees who receive Company cell phones should strive to use them

for Company business only. All phones must be shut off during meetings.

 

The Media

Employees do not speak to the media.  Should the media approach an

employee for comments, the Employee is expected to only provide them

an AIR CLN business card and direct them to email their inquiry to our

Corporate Team.  No other comments shall be made as they can be

quoted in ways that may damage the AIR CLN brand.

 

Death and Crime Scenes

As with any industry that provides people housing, entering a property to

discover a non-alive or severely injured person is a possibility.  In the

event an Employee discovers such situation, they are expected to:

 

1) Stay calm and immediately exit the unit, do not touch anything.

2) Call the police and/or 911 to report your finding.

3) Call your direct supervisor and communicate to them the situation.  If

the Police have requested you stay at the scene to collect a report,

inform your supervisor so we can re-arrange our teams while you are

providing your statement to the authorities.

 

6.2 Rules & Policies   

 

Confidentiality

No previous or current employee may disclose or give access to

confidential Company information, in any way or at any time, unless

otherwise authorized by Management.

     

 

  



Discrimination & Harassment

In keeping with our Equal Opportunity Employment clause, the Company

will not tolerate on-site discrimination or harassment on any legally

protected basis, including that of physical characteristics, mental

characteristics, race, religious or political views, nationality, disability,

medical condition, sex, sexual preference, or gender identification.

Harassment and discriminatory behavior among employees or contractors

will result in disciplinary action, with the possibility of termination.

Discrimination and harassment by customers or other business associates

should be immediately reported to your supervisor, at which point the

Company will investigate and take corrective action. You are welcome to

seek legal relief if you find the Company's actions inadequate. 

 

 

     Drugs & Alcohol    

Good performance on the part of our employees is crucial to AIR CLN's

success. For this reason, we strictly forbid employees to do the following

while at work*:  

Drinking alcohol and selling, purchasing or using illegal drugs at work. An

"illegal drug" is any drug that has not been obtained by legal means. This

includes prescription drugs being used for non-prescribed purposes.

Possession of any non-prescribed controlled substance, including alcohol

and legal but illegally obtained prescription drugs.

     

Reporting for work intoxicated. We reserve the right to test employees for

substance abuse. Illegal drugs, illegal drug metabolites, or excessive

alcohol in your system will result in disciplinary action up to and including

termination.

 

The Company cares about the overall health and well-being of its

employees. Any employee who feels that he/she is developing a

substance abuse problem is urged to seek help. The Company will grant

time off (within reason) for rehabilitation. Be advised, however, that this

will not excuse a substance-related offense. In some cases, completion

of a Company-approved rehabilitation program may serve as an

alternative to termination.

 

*Including any part of Company property, Company vehicles, and during

work hours.

 



6.3 Disciplinary Action

 

The Company takes disciplinary matters very seriously and will exact

discipline as it sees fit for any unacceptable action or behavior. These

may include:

            

· Excessive lateness and/or absence           

· Improper or indecent conduct              

· Poor communication 

· Uncooperative attitude     

· Abuse, perfunctory or unauthorized use, or unauthorized possession of

Company property              

· Unauthorized use or disclosure of Company information             

· Possession and/or use of illegal drugs, weapons or explosives              

· Illegal harassment and/or discrimination - of any kind              

· Violations of Company policy

        

Disciplinary action may consist of anything from verbal/written warnings

and counseling, to demotion, transfer, suspension or termination. Rather

than follow rote procedures, the Company will handle each matter

individually to ensure fairness to all involved. Please review and

internalize the list of "Don'ts" above and try to use good judgment 

at all times.

        

Workplace Inspections    

At AIR CLN we have a responsibility to protect our employees and our

property. For this reason, we reserve the right to inspect the following, at

any time, with or without notice:             

· Offices        

· Computers and other equipment       

· Company vehicles              

· Any personal possessions brought onto Company premises, such as

handbags, briefcases, and vehicles.

        

All inspections are compulsory. Those who resist inspection may be

denied access to Company premises and be subject to 

disciplinary action. 

       
 

 



Section 7: Laundry Process and Procedures: 

 

Refer to the AIR CLN Laundry Manual for current and specific

procedures.  The general laundry system is as follows:

 

7.1 Laundry Workflow

 

AIR CLN provides laundry racks for incoming dirty laundry and completed

clean laundry. Pending laundry is prioritized by the date of the next turn.   

All laundry is placed inside a labeled bag, indicating the unit name and

size of the property. Rack labels are colored and broken-down by studio,

one bedroom, two bedroom , and three+ bedroom.

 

Unit Color Code Key Includes:

Orange: Studio

Green: One bedroom

Blue: Two bedroom

Red: Three + bedroom  

 

 

Laundry Associate utilizes the AIR CLN Laundry Board to ensure optimal

workflow, by notating the progress of each load of laundry being

completed with a pending or completed label. Unit specific labels will be

placed on the board for each day of the week that the unit has a

turnover. Laundry will need to be completed for all next-day turnovers at

the end of the associates shift, the day before the turnover is required. 

 

Laundry board includes:

Day of the week

Unit Name with associated color

Laundry Complete Tag

Laundry Pending Tag

 

Laundry Associate utilizes the Laundry Machine Unit Tags to identify which

unit is currently being laundered. Every machine being used will have a

Laundry Machine Tag to ensure clients' items are properly managed. It is

very important to keep all items with the dedicated bag, as AIR CLN is

responsible for any misplaced items.



 

To complete a load of laundry, the following steps will be taken:

 

Step 1:  Locate the laundry bag from dirty laundry rack

Step 2: Items from the bag placed in the machine with 

powdered detergent

Step 3: Place Machine Tag on Laundry Machine to identify 

the load being laundered

Step 4: Place pending label on the Laundry Board for the 

unit being completed.

Step 5: Place load in dryer when washing cycle is completed 

and ensure to move Laundry Machine Tag.

Step 6: Once dry load is completed, fold load as follows :

 

 -2 AIR CLN folded bath towels with remaining towels in tri-fold. 

- One AIR CLN folded hand-towel per bathroom 

- One AIR CLN folded kitchen towel

 -Ensure that linens are folded with the tag-size displayed.

 

Step 7: Place on the clean rack and mark as 

completed on the Laundry Board.



7.2 Stain Treatment and Reporting

 

Refer to the AIR CLN 4-Point Laundry Inspection Manual for current

and specific procedures. 

 

Turn Team Technician is required to document any stained or damaged

items in documentation app as soon as the item is noticed. Technician is

required to provide as much detail regarding the item as possible, as all

claims against a guest require thorough documentation. This includes

dates, times, description of damaged item, if it can be fixed, how it's

being treated, etc. 

 

Upon submitting documentation, Turn Team Technician is required to

attempt to correct any stain on-site with tools provided in the AIR

Cleaning Kit. If the stain requires additional treatment, technician will

replace with a fresh item, and bring the soiled item back to the shop to

treat. It is the Technicians responsibility to treat the item before the

laundry load is completed. After the completion of the laundry load and

the stain is not corrected, please place soiled item inside of the 'stained'

bin for additional treatment. If the item can not be utilized, the item must

be documented and sent out in AIR CLN Stained Laundry

Report to the owner. 

 

7.3 Maintenance, Stained Laundry, and Stock Report

 

Refer to the 

AIR CLN Maintenance, Stained Laundry and Stock Report Manual 

for current and specific procedures. 

 

In efforts to keep AIR CLN clients aware of any Maintenance, Laundry, or

Stock-related issues, AIR CLN has implemented a reporting system to stay

on top of these items. Turn Team Technicians are required to document

these items when completing the turn, which notifies management to

complete a report for the mentioned item. It is best practice to over-

document any items than to under document items.



Section 8: Cleaning Process and Procedures:

 
Refer to the AIR CLN Turn Team Manual for 

current and specific procedures. 

 

8.1 AIR CLN Touchpoints

The AIR CLN Touchpoints are what set us apart from other cleaning

companies. AIR CLN Touchpoints include but are not limited to AIR CLN

style folds, AIR CLN Bed tents, AIR CLN internal documentation systems,

AIR CLN's 4-Point Laundry Inspection, AIR CLN's staging methods, and all

other AIR CLN standards that encompass the cleaning operation. Each

Turn Team Technician is required to utilize the AIR CLN Touchpoints on

every turn to ensure that the AIR CLN standard is being met for every

guests' stay. Sharing this information with outside parties is a direct

violation of this agreement.

 

 8.2 Problem Solving

There are times that will require a property owner to call a professional

for a maintenance related task, however our goal is to keep the

operation going until that can occur. If the damaged item prohibits the

rentability of the unit, such as heat or unit flooding, there is nothing our

team can do and we must immediately notify our Shift Lead or Supervisor.

If the damaged item is regarding linens, consumables, broken decoration,

etc., our team needs to improvise as much as we can and document how

we improvised to ensure the reservation can continue with the guest.

 

8.3 AIR CLN Scheduling

Turn Team Technicians will be assigned their units through third party

application. It is the technicians responsibility to complete the assigned

properties by the check-in times for each listing. Scheduling is completed

by Management and technicians are required to adhere to the issued

schedule. There is always a reason for a schedule being assigned a

specific way, so Turn Team Technician is expected to respect all

scheduling methods.

 

 



Turn Team Technician standard schedule is as follows:
 

Step 1: Clock-in for the day

Step 2: Review turn assignments, grab fresh AIR CLN kit, and place

laundry in your vehicle.

Step 3: Assist with Secondary tasks until time to depart to first turnover.

*All Turn Team Technicians should be out of the shop by 9:45 every

morning*

Step 4: Return to shop after cleans and reset kits and vacuums for

following day.

Step 5: With any remaining time to shift-end, complete secondary tasks

list 

Step 6: Clock-out for the day.

 

 *Please note, AIR CLN breaks are the responsibility of the associate

 

 

8.4 Secondary Tasks

Upon completion of scheduled turns, Turn Team Technicians are required

to call/text their Supervisor/Shift-lead to see if any other Team Members

need help finishing their units by check-in time.  

 

Upon completion of all unit Turnovers, Turn Team Technicians are required

to work on all secondary tasks established by the Manager. Secondary

tasks might include shop cleans, machine cleans, detail cleans for vacant

units, stock management, training, laundry, and more.



Section 9: Administrative Procedures:
 

Refer to the specific guides regarding further operational details

 

9.1  General Communications

Every communication from a client, prospect or team member requires

receipt and acknowledgment to the sender; AIR CLN responds to every

type of submission at some capacity.  All client communications must be

addressed or acknowledged before the close of each business day.  All

communications are required to be in line with 

AIR CLN Brand Guidelines and AIR CLN Email Standards.

 

9.2  Lead Handling

Refer to the AIR CLN Lead Handling Manual for specific lead handling

procedures.  All leads are required to be addressed before the end of the

business day they were received.

 

9.3 Property & Client Onboarding

Refer to the AIR CLN Onboarding Manual for specific onboarding

procedures and documentation needs.  Using the AIR CLN Onboarding

Checklist, properly manage the Onboarding process.  Ensure timely

communications and feedback are had with the Property Owner so we

maintain professionalism and trust, from the 

beginning, with our Property Owners.

 

Ensure all documentation is collected from the Property Owner, including

the Agreement, Onboarding Questionnaire, Consumable Restock

Authorization.  

 

Using the Onboarding Checklist, ensure all internal documentation,

operational labeling, software integrations, etc. are properly collected,

created and/or saved to the appropriate folders. 

 

Use the AIR CLN Onboarding Inventory and Stock form to collect the

initial documentation of the property and its operations, all files are

submitted, approved and saved to the appropriate folders.



9.4  Maintenance Report

In the event that our Turn Team Technician notices damage and reports it

through our documentation center, AIR CLN corporate will receive this

information and send the Maintenance Report to the client.

 

9.5  Stock Report

It is the responsibility of the Turn Team Technician to report the stock of

each turn. Once documented, AIR CLN corporate will A) add this to our

consumables shopping list (or) B) send the information to the client if they

did not opt into our re-stocking program.

 

 

9.6  Laundry Report

In the event that we are unable to properly treat a stain, AIR CLN

corporate will send this image and details to the client in efforts to obtain

new laundry stock for the unit.



Section 10: Accountability for Operations Process 

and Procedures

 

10.1 Operational Positional Chain

 

Corporate Team: 9:00-5:00

Manager 9:00-5:00

Turn Team Tech: 9:30-4:30

 

10.2  Position Responsibility Breakdown

 

Refer to each positions' Manual for specific policy and procedures.

 

Corporate Team: 

- Manages contracts, owner disputes, financials, marketing, legal,

implementation of processes and procedures, reporting, HR, structures

training rollouts, and much more.

 

Manager:

-Manages employee questions, ensure's the operation is functioning in

accordance to AIR CLN standards,  quality control inspections, daily turn

team scheduling, employee-hiring, employee-training, ensuring laundry is

completed, client communication and resolution, and much more.

 

Turn Team Tech: 

-Completes AIR CLN Turnovers in accordance to AIR CLN standards. Turn

Team Technician is required to uphold the highest quality and in the event

there are areas of weakness, it is the Managers responsibility to address

with the Turn Team Technician. In the event that the Turn Team Technician

is consistently receiving complaints on their work, turn team technician

will be put on a performance plan and further disciplinary actions will be

taken against them up to termination. 



10.3  Scheduling Time Off

 

Time-Off Requests

All time-off requests must be submitted through the Turn Team Zone, at

least 14 days in advance of the time-off request.  All time-off requests

should be accompanied by a replacement Team Member; It is the

Employees responsibility to ensure proper coverage of their assigned

shifts.  Please keep in mind that this request must be approved before

taking further actions. If two associates request the same date and we

are able to accommodate one request, the associate who submitted the

request first will have priority in allowing time-off.

 

Flex-schedule Employees will also submit time off requests.  All proposed

days off should be submitted for review so we may properly arrange and

assign upcoming "flex days" with other flex-schedule Employees. For

regularly-scheduled days, a replacement and approval is required before

taking further actions.  

 

 

Sick Days

Any sick days are un-paid from AIR CLN. Our team at AIR CLN

understands that things can happen and we can get sick, however it is

the associates responsibility to ensure that they are communicating to

Management in a timely fashion to ensure we can properly schedule our

day. In the event that the associate calls-in sick more than 5 times/ year,  

associate will be at risk for scheduling replacement. 

 

No Show

In the event that an associate does not show-up for their shift and

without communication, they will be subject for termination immediately.  

 

 



At-Will Employment Agreement and Acknowledgement of Receipt of

Employee Handbook

          

Employee Initial: _______

 

I acknowledge that I have received a copy of the AIR CLN Employee

Handbook, which contains vital information on the Company's policies,

procedures and benefits.  

  

I understand that this Handbook's policies are intended only as guidelines,

not as a contract of employment. I understand that my employment is on

"at-will" terms and therefore subject to termination, with or without

notice or obvious reason, by myself or the Company. Changes to my "at-

will" status may only take the form of a written agreement signed by an

authorized member of the Company as well as myself. This agreement

supersedes all prior/contemporaneous inconsistent agreements. 

  

I understand that the Company may change its policies, procedures and

benefits at any time at its sole discretion, as well as interpret or vary them

however it deems appropriate.

 

 

I have read (or will read) and agree to abide by all policies and

procedures contained therein.

 

 

 

 

 

 

        

_______________________                    __________

Employee Signature                           Date

   

 

_______________________                      __________

Employer Signature                         Date

 

 


