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CLEANING TEAM SUPERVISOR
Job Description & 4-Week Training Toolkit
A practical, editable framework for recruiting, training and developing a cleaning team supervisor.

	ROLE
Clear responsibilities
	TRAIN
Structured 4-week plan
	REVIEW
Assessment & 90-day follow-up



EDITABLE TEMPLATE • DESIGNED FOR CLEANING BUSINESSES


How to Use This Toolkit

This toolkit is designed to help a cleaning business define the supervisor role clearly and then train a new or promoted supervisor in a structured way over their first four weeks.

Before you use it

Add your company name, location, pay details and reporting structure.
Adapt the responsibilities to match the size and structure of your business.
Replace generic references to systems/software with the tools you actually use.
Align the training plan with your own cleaning standards, health & safety procedures and client service expectations.
Decide who will mentor, observe and sign off the supervisor during the four-week programme.

What this toolkit includes

	✓
	Checklist item

	☐
	Cleaning Team Supervisor job description

	☐
	Role purpose and key responsibilities

	☐
	Person specification

	☐
	Key success measures / KPIs

	☐
	Four-week structured training plan

	☐
	Weekly learning outcomes and manager sign-off

	☐
	Final practical assessment and knowledge review

	☐
	30 / 60 / 90-day development plan




Job Description: Cleaning Team Supervisor

	Role
	Cleaning Team Supervisor

	Reports to
	[Operations Manager / Director / Insert role]

	Location
	[Insert location / operating area]

	Employment type
	[Full-time / Part-time]

	Hours
	[Insert contracted / typical hours]

	Salary / hourly rate
	[Insert pay]

	Review period
	[Insert frequency, e.g. 3-month probation review / annual appraisal]



Role Purpose
The Cleaning Team Supervisor supports the day-to-day delivery of cleaning services by leading cleaners, maintaining standards, resolving routine issues and acting as a link between the team and management. The role combines practical cleaning knowledge with people leadership, quality control, client care and basic administration.

Key Responsibilities

Supervise cleaners during day-to-day operations, including task allocation, shift coordination and on-site support.
Conduct quality checks and take appropriate action where standards do not meet company or client expectations.
Train and coach new and existing team members in cleaning methods, safe working practices and company procedures.
Support the preparation and communication of rotas and flag staffing or coverage issues promptly.
Monitor cleaning supplies and equipment, report shortages or defects, and follow company stock-control procedures.
Handle routine client feedback professionally and escalate complaints or service concerns when required.
Promote compliance with health & safety requirements, including COSHH, manual handling, lone working and site-specific risk controls.
Ensure incidents, accidents, maintenance issues and relevant operational concerns are recorded and reported correctly.
Support recruitment, induction and onboarding activity where required.
Lead by example in punctuality, conduct, appearance, confidentiality, customer care and cleaning standards.
Provide regular feedback to management on team performance, training needs, client concerns and operational improvements.
Authority & Escalation

The supervisor should understand what they can decide independently and what must be referred to management. Complete this section for your business:

	May decide
	[e.g. task allocation, minor on-site adjustments, routine quality corrections]

	Must escalate
	[e.g. formal complaints, disciplinary issues, safeguarding concerns, serious H&S incidents, pricing changes]

	Spending / ordering limit
	[Insert amount or process]

	Client communication authority
	[Insert boundaries]




Person Specification

	Area
	Essential
	Desirable

	Cleaning experience
	Good practical understanding of professional cleaning standards
	Previous supervisory cleaning experience

	Leadership
	Able to give clear instructions, feedback and support
	Experience coaching or training others

	Communication
	Professional, calm and confident with team members and clients
	Experience handling complaints

	Organisation
	Reliable, punctual and able to prioritise competing tasks
	Rota or scheduling experience

	Quality
	Strong eye for detail and willingness to address poor standards
	Experience completing formal quality audits

	Health & safety
	Willing to follow and reinforce company H&S procedures
	COSHH / first aid / manual handling training

	Administration
	Able to complete basic records accurately
	Comfortable using scheduling or workforce software

	Driving / travel
	[Insert requirement if applicable]
	[Insert desirable licence/vehicle requirements]



Key Success Measures

Use these as examples and adapt them to suit your business. Targets should be realistic, measurable and within the supervisor’s control.
	✓
	Checklist item

	☐
	Cleaning quality consistently meets agreed company standards.

	☐
	Quality issues are identified, corrected and reported promptly.

	☐
	Team members understand their responsibilities and receive timely feedback.

	☐
	New starters complete required induction and training activities.

	☐
	Client concerns are handled professionally and escalated appropriately.

	☐
	Stock, equipment and operational issues are reported before they cause disruption.

	☐
	Required paperwork and digital records are completed accurately and on time.

	☐
	Health & safety procedures are followed and reinforced within the team.





4-Week Supervisor Training Plan

Objective: By the end of week 4, the supervisor should be able to lead routine cleaning operations confidently, maintain standards, support team members, complete required administration and recognise when an issue needs to be escalated.

	Week 1
	Company induction & core processes

	Week 2
	Supervisory skills & quality control

	Week 3
	Administration, compliance & advanced operations

	Week 4
	Independent supervision & final assessment



Training principles

Explain the standard, demonstrate it, then allow the supervisor to practise it.
Increase responsibility gradually rather than handing over everything at once.
Give feedback quickly and specifically.
Record any areas requiring further coaching.
Do not sign off an area until the supervisor can demonstrate it consistently.


Week 1: Company Induction & Core Processes

Build a strong understanding of the company, its standards, its people and the safe way work should be carried out.

	Day / Stage
	Training & Activity
	Manager / Mentor Notes

	Day 1
	Welcome, introductions and meet the team
Overview of company values, mission and structure
Review employment contract, policies and handbook
Health & safety induction: COSHH, manual handling and risk assessments
Fire safety and emergency procedures
	



	Day 2
	Introduction to cleaning standards and checklists
Cleaning products, equipment and safe usage
Shadow an experienced supervisor or team leader
	



	Days 3-5
	Hands-on cleaning alongside the team
Observe team communication, pace and quality expectations
End-of-week review and agree priorities for week 2
	





Week outcome

Understands company culture, core operating processes, cleaning standards and key safety requirements.

End-of-week sign-off

	What went well
	____________________________________________________________

	Further support needed
	____________________________________________________________

	Ready to progress?
	☐ Yes       ☐ Yes, with support       ☐ Not yet

	Manager / mentor
	____________________________  Date: ____________

	Supervisor
	__________________________________  Date: ____________




Week 2: Supervisory Skills & Quality Control

Develop the confidence to lead people, allocate work, maintain standards and deal with routine client interactions.

	Day / Stage
	Training & Activity
	Manager / Mentor Notes

	Days 1-2
	Leadership basics: communication, motivation and giving feedback
How to run a short team briefing
How to allocate tasks clearly and fairly
How to handle low-level conflict or misunderstandings
	



	Day 3
	Quality control procedures
Using site / job checklists
Recording defects, missed tasks and corrective action
	



	Day 4
	Client service standards
Receiving and responding to feedback
Handling routine complaints and knowing when to escalate
	



	Day 5
	Practise supervising a small team under observation
Receive structured feedback
Review week 2 and agree week 3 objectives
	





Week outcome

Can lead a small team, communicate expectations, complete quality checks and handle basic client interactions professionally.

End-of-week sign-off

	What went well
	____________________________________________________________

	Further support needed
	____________________________________________________________

	Ready to progress?
	☐ Yes       ☐ Yes, with support       ☐ Not yet

	Manager / mentor
	____________________________  Date: ____________

	Supervisor
	__________________________________  Date: ____________




Week 3: Administration, Compliance & Advanced Operations

Build confidence with the administrative and compliance responsibilities that support smooth day-to-day operations.

	Day / Stage
	Training & Activity
	Manager / Mentor Notes

	Day 1
	Scheduling and rota management using company systems/software
Managing cover and identifying staffing gaps
Stock control, inventory and ordering processes
	



	Day 2
	Reporting procedures
Incident and accident forms
Maintenance and equipment issues
Timesheets / attendance / other company records
	



	Day 3
	Health & safety refresher
Site-specific risks and control measures
Insurance and compliance responsibilities relevant to the role
	



	Day 4
	Supporting recruitment
Helping with induction and onboarding
Coaching new starters during early shifts
	



	Day 5
	Manager Q&A
Identify any areas requiring additional support
Review week 3 and prepare for independent supervision
	





Week outcome

Can manage routine administrative tasks, recognise compliance issues and support recruitment and onboarding.

End-of-week sign-off

	What went well
	____________________________________________________________

	Further support needed
	____________________________________________________________

	Ready to progress?
	☐ Yes       ☐ Yes, with support       ☐ Not yet

	Manager / mentor
	____________________________  Date: ____________

	Supervisor
	__________________________________  Date: ____________




Week 4: Independent Supervision & Assessment

Bring the learning together by supervising routine work with reduced support and completing a final assessment.

	Day / Stage
	Training & Activity
	Manager / Mentor Notes

	Days 1-3
	Independently supervise cleaning shifts
Allocate tasks and brief the team
Complete quality checks
Handle minor client issues
Submit agreed daily / shift reports
	



	Day 4
	Formal feedback session
Review strengths and development areas
Agree objectives for the next three months
	



	Day 5
	Final practical observation
Short knowledge review / quiz
Final sign-off or agree additional training
Recognise completion of the induction programme
	





Week outcome

Ready to supervise routine cleaning operations independently, with ongoing management support and clear escalation routes.

End-of-week sign-off

	What went well
	____________________________________________________________

	Further support needed
	____________________________________________________________

	Ready to progress?
	☐ Yes       ☐ Yes, with support       ☐ Not yet

	Manager / mentor
	____________________________  Date: ____________

	Supervisor
	__________________________________  Date: ____________




Final Supervisor Assessment

Use this assessment at the end of week 4. Rate each area based on observed performance, not simply whether training has been delivered.

	Competency
	Needs support
	Competent
	Manager notes

	Communicates clearly with team members
	☐
	☐
	

	Allocates work effectively
	☐
	☐
	

	Maintains cleaning and presentation standards
	☐
	☐
	

	Completes quality checks accurately
	☐
	☐
	

	Gives constructive feedback
	☐
	☐
	

	Handles routine client feedback professionally
	☐
	☐
	

	Uses company systems / paperwork correctly
	☐
	☐
	

	Understands stock and equipment processes
	☐
	☐
	

	Follows and reinforces H&S procedures
	☐
	☐
	

	Recognises issues that must be escalated
	☐
	☐
	

	Demonstrates reliability, professionalism and good judgement
	☐
	☐
	



Overall assessment

	Outcome
	☐ Ready for independent supervision          ☐ Ready with support         ☐ Further training required

	Key strengths
	____________________________________________________________

	Development priorities
	____________________________________________________________

	Manager / assessor
	____________________________  Date: ____________

	Supervisor
	__________________________________  Date: ____________




Supervisor Knowledge Review

Use these questions as a discussion or short written quiz. Adapt them to your own policies and procedures.

1. What should you do if a cleaner does not arrive for a scheduled shift?
________________________________________________________________________________
________________________________________________________________________________
2. What are the first steps if you identify a quality issue during a check?
________________________________________________________________________________
________________________________________________________________________________
3. When should a client complaint be escalated to management?
________________________________________________________________________________
________________________________________________________________________________
4. What should you do if a cleaning product is being used incorrectly?
________________________________________________________________________________
________________________________________________________________________________
5. Where can you find the relevant COSHH information for a product?
________________________________________________________________________________
________________________________________________________________________________
6. What action should you take following an accident or near miss?
________________________________________________________________________________
________________________________________________________________________________
7. What information must remain confidential when working in client homes or premises?
________________________________________________________________________________
________________________________________________________________________________
8. What should you do if equipment is damaged or unsafe to use?
________________________________________________________________________________
________________________________________________________________________________
9. How would you give feedback to a team member whose standards are slipping?
________________________________________________________________________________
________________________________________________________________________________
10. Which decisions can you make independently and which must be referred to management?
________________________________________________________________________________
________________________________________________________________________________


30 / 60 / 90-Day Development Plan

The end of induction is the start of development. Use this page to agree what good performance should look like over the supervisor’s first three months.

	Review point
	Priority / goal
	Measure of success
	Support required

	30 days
	



	



	




	60 days
	



	



	




	90 days
	



	



	






Suggested review questions

What are you now confident handling independently?
Where are you still relying heavily on your manager?
What recurring team or quality issues are you noticing?
What could we improve in the way work is organised?
Which leadership skill would make the biggest difference over the next month?


Template Customisation Checklist

	✓
	Checklist item

	☐
	Add company name and branding.

	☐
	Complete role, pay, hours and reporting details.

	☐
	Adjust responsibilities to match the actual authority of the supervisor.

	☐
	Insert the systems/software used for scheduling, quality checks and reporting.

	☐
	Align H&S references with your own policies and risk assessments.

	☐
	Add your complaint escalation route.

	☐
	Add your stock ordering and spending limits.

	☐
	Decide who will mentor and sign off each training week.

	☐
	Set realistic success measures for the role.

	☐
	Store the completed training and assessment records with the employee’s HR file.



Important: This document is supplied as an editable business template. It should be adapted to reflect the actual role, responsibilities, policies and working practices within your business. It is not a substitute for professional HR, legal or health & safety advice where this is required.
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