Scheduling

25. Scheduling

Efficient scheduling is as important
as efficient cleaning methods.

Mrs. Smith calls and tells you that she wants to ¢
day to Friday. You see that team 2 does have an o

impact on your overall efficiency. |
the cleaning skills of your emplo

w at a glance which
a you’re servicing. When
e'er cleaning day, you can
her area on the day she is

t calls, you can plug her address
) where she is located and (b)

ks. You can use the rectangle drawing tool to
. You can use the PUSHPIN tool to create your

is area into 5 blocks and labeled them A to D. The
ed on city or community boundaries, population clusters
ndaries.

Then, within each block, we placed numbers from 1 to 5, depending on the

layout of the area we’ve subdivided. The idea here is to more specifically
identify where on the grid existing clients and inquiring callers are located.
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The next step is to locate your office on the map and identify it with a
pushpin. Simply type in the address of your office. The office address will be
located automatically on the map. Then select a pushpin from the tool bar,

and type in the word “OFFICE”.

It will appear on the map a

illustrated

here.
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in (which we’ll use to signify a
on the map. You enter her name,

ning consultation, you’ll check to see what
oked in her zone, if any, and on what days.

n appointment with Mrs. Johnston to meet with her at
tomorrow morning. You can print out a map to her home

from your office, along with specific written directions. The software
tells you that the distance is 5.7 miles and it will take you
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approximately 12 minutes to drive there from your office. This tells

you that you should leave the office at about 10:45 AM.

This ALSO tells you that for a team to drive to Mrs. Johnston’s home
will consume a total of 36 minutes of time — one wa r a team of
three people (12 minutes X 3 people = 36 minute
minutes to return to your office. If she was t
northeast of your office on the day she w
that would mean over an hour of travel tim

one client.

Identify Client Locations

* For this reason, use pushpins
week to identify existing clie
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You can quickly check to see what clients are currently being served in Mrs.
Johnston’s general area, by which teams and on what days.
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In this illustration, 5 are being cleaned on Mondays and 5 on Thursdays.

You can click on the pushpins to see more information about each client.
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ovbecause of the

end in the home. (This can be
e is required) Note that this is
the home, not the total cleaning

y dividing the total team

f team members . . . which is the (3)

quency of cleaning: weekly, biweekly,
clients are all biweekly, so would be

e Monday every other week.

ckly identify which team is servicing these biweekly

icient Routing

* Once the preceding information is entered one time (which takes only
about 20 seconds or so per entry), it becomes very easy to develop
efficient routing to and between clients. This information will also
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help you determine whether or not a given team can take on a new
client on the day they’re in the general neighborhood.

You select ROUTE from the dropdown menu. Click on “SET START
POINT” and either type in “Office” in the “PLACE” di box or enter
your office address in the “ADDRESS” dialogue bo

Next you click “SET END POINT” and again en

dialogue box. The team will start the d
at the office.

You will next highlight “Office” in the
on the CLOCK icon beside it. Sg
whatever time the team is s
can be changed in secondg
have been predeterming

Now it’s time t
Click on th
cleaned . gring their name (such
j ess. You'll find its

OCK icon. In the
d to the client. In
am will spend 50 minutes

t on this day’s schedule. Once
red into the routing schedule, you

¥’ The routing, related travel and
which the clients will be cleaned will be

tware will tell you that if the team leaves the
orning, they should be back at the office by 2:37
otal time for the day should be 6 hours and 7

ix hour day in our illustration, a total of 42 minutes will be
ravel time. This represents 11.4% of this work day, which is
pr efficient scheduling. Remember, though, that this is for three
people in the vehicle, so actual non-productive time is 126 minutes, or
2 hours and 10 minutes.
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thi p of Monday clients

p backtracking to Bennett

ead of 6 hours and 7 minutes, its going to take 6 hours and
19 minutes to do the same clients. Sure, it’s only another 12 minutes
of total team time, but it’s another 36 minutes of time that has to be
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accounted for if it’'s a three-person team. At a PPM of 20¢ a minute
that’s a wasted $7.20.

* Multiply one day’s inefficient scheduling by a month’s worth of
cleanings and that can add up quickly. And that’s o
With several teams this could wind up to be a fair
the end of a month, quarter or year. If you're
not fair to you; if you're paying on piecework
predetermined team share), it's not fair to your

e hour, it's
or

the extra travel ti
client. In the e
few clients, w
day.

nate cleaning
2 client you're

is€@nother 15 minutes you
three-person team). If your
33%, it would cost this client an
nly fair.

we can see that Team Two is in this
day. All five clients are weekly.

s time in their schedule, the team could
Johnston on either a weekly or biweekly basis on

on this team’s Thursday time schedule.

You pull up Team Two’s schedule for this day and you see that the team’s
total time out is 5 hours and 40 minutes, including 35 minutes of travel.
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You know two things:
1. Client Seacraft is moving shortly and will no longer be on Team Two’s

cleaning schedule in another month.
2. The team is willing to take on one more client in this area on

Thursday.

You’re Now Prepared

* When you go to visit Mrs. Johnston tom

ou should check your schedule
accommodate her first-time

ancellation on Team Two’s Thursday schedule,

oing to be able to fit Mrs. Johnston in for a first-time
day. Even if a client does skip a regular Thursday

t or cancel their cleaning schedule altogether, with what'’s
the plate for Team Two it will make for a very long day.

 There are a few viable alternatives for accommodating a first-time
client:
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* Monday is often the day of the week that has the lightest cleaning
schedule. Sometimes it’s possible to shuffle one or more clients from
one team onto another team’s schedule that day. Just keep in mind
that clients generally aren’t all that comfortable with having different
people in to clean their home. However, if it’'s OK wj e clients, this
can give Team Two an opportunity to devote a ha
cleaning Mrs. Johnston for the first time. Be su
that her regular cleaning day will be Thursday
first cleaning on Monday.

 Sometimes it’s possible to shuffle one
weekday, thereby making room for
This won’t necessarily be a Thursday.
accommodate Mrs. Johnston’s i )
habit of doing this too often

* You may have another
time cleaning into thgir 03
Johnston that the
be her regular t

* If you havegmp

do a big, i
ake some extra
he schedule

o work on Saturdays,
ple from two or more
two, a bathroom person
m team three, for example.

wing illustration just how horribly inefficient it would be
to clean a client in each of the 5 Grid Blocks(represented
the same day?

To do this in one day the team would travel a total of 31.8 miles over the
course of the day.
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To do this in one day the team would travel a total of 31.8 miles over the
course of the day.
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To visit these fi

would mean a total of
3 hours and )

ake sense to try to keep your
to your office as possible.

e office in our example is located fairly central
intended to be served. The territory in this
area 10 miles by 7 miles, or 70 square miles.

a happens to have an affluent population of nearly 200,000

r than most cleaning services could comfortably service.
However, even smaller areas should be subdivided into grids.
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The location of your office within the territory you intend to serve should be
as central as possible. When it comes right down to it, you may even decide
to reduce the size of the area you wish to cover.

Other Considerations

* You may have already noticed that we did not in
lunch breaks in our scheduled day. Thisg

where you log
the future. W

Appointme But

Mlients on a recurring
ndar” function of the

in the program, we won'’t

gth here.

heduling software, please visit:
com/Cleaning-Management-Software.htm
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