Amazon Salon Inc. technicians are independent contractors they are Not employees of Amazon Salon Inc.
Introduction
Amazon Salon Inc. has developed this technician manual as a guideline for answers to questions technicians frequently ask. All policies, procedures, terms and conditions of the service relationship are subject to change. Specific questions concerning this Manual should be directed to your supervisor and or management.
 
The information contained in this Technician Manual applies to all technicians of Amazon 
Salon Inc. No management official other than the Owners of the Salon has the authority to enter into any agreement contrary to the foregoing or make any oral assurance or promise of continued service.
 
Please read this Technician Manual thoroughly. Copies of this manual are available electronically and in hardcopy form. 

All policies stated in this Manual are subject to change at the sole discretion of the Salon.
This manual will be updated with information regarding changes in Salon policy.
Notification of any changes will be posted on the technician bulletin board. It will be your responsibility to review this change in this technician manual. As always, if you have any questions, please ask.
 
Important: This Manual is not a contract, express or implied, guaranteeing services for any specific duration.
 

Manual Disclaimer
If, at any time, any policy, procedure, rule or regulation of the salon is in 

conflict with, or in violation of, any Federal, State, County or City law, 

those laws will govern and our policy will be changed accordingly.

 

The information in this manual is intended as a summary of Salon procedures.  

If there is any question as to the meaning or intent of any information contained 

in this Technician Manual, the Salon policy in full detail will govern. The owners 

will make any final decision as to the applicability of any policy.

 
 
Conflict of Interest
The Salon expects its technicians to exercise the utmost good faith in the performance of their duties.

 

Technicians have the obligation to avoid any business interest or relationship, financial or otherwise that might adversely affect or influence their judgment in the performance of any Salon services or which might tend to impair public confidence in the Salon.
 Receiving or recruitment of any Amazon Salon business and or clients will result in immediate termination and will also require repayment of all salon losses.
Technicians are personally responsible to avoid the improper use of Salon property

and/or equipment that could result in questionable or illegal payments, gifts, or offers of anything of value.

 

Management must approve any service by Amazon Salon Inc. clients outside of regular salon hours, on salon premises. This includes work as a distributor educator and/or stylist.

 

Violation of this policy may be subject to possible legal action.

 

 

 
Confidentiality of Information
It is vital that the salon maintains the confidentiality of all business operations, 

activities, and affairs as well as its client list. If, during service exchange, you acquire 

confidential or proprietary information about the Salon and its clients, such

information must be handled in strict confidence. Do not discuss any Salon affairs 

with outsiders. Remember that you are also responsible for the internal security 

of such information.

 

The protection of confidential business information and trade secrets is vital to the

interests and the success of the Salon and its clients. Some examples of confidential information include:

 

            1.  Client lists and software
            2.  Compensation data

            3.  New material research

            4.  Financial & sales information

            5.  Pending projects and proposals

            6.  Business & marketing strategies

            7.  Educational materials and processes

  
Technicians will not seek to benefit personally nor permit others to benefit through the use of confidential information obtained as a result of their work assignment. No technician may use or disclose any confidential information, directly or indirectly, without specific written authorization from the Salon Owners either during your service exchange with this Salon or after your services have been terminated.

 

If a violation occurs, the Salon may be held legally responsible.  Violation of this policy may be subject to possible legal action.
  
Safety, Health & Wellness
The health and safety of the technicians the salon is a top priority. The Salon realizes the costs of accidents in terms of individual pain and suffering. This is a major consideration in our attempts to control accidents. There is also the realization that efficiency and productivity are enhanced when accidents and illnesses are controlled. It is the intention of the Salon to maintain a work environment as free of job hazards as possible. While the Salon is willing to provide the resources needed for accident prevention, it is also necessary that all technicians cooperate in maintaining a safe work environment. To carry out its commitment to safety and health within the organization:

 

· Technicians will be given training on the rules and regulations and the Salon will expect technician compliance. 

· The Salon delegates to workplace supervisors, where possible, the responsibility of recognizing job hazards and grants them the authority to abate the hazards. 

· The salon provides information to technicians about workplace safety and health issues through regular internal communication channels such as supervisor/technician meetings, bulletin board postings, memos, or other written communications. 

· Safety inspections are conducted periodically. During the inspections, technician comments and suggestions will be encouraged. Job hazards that are detected as a result of the inspection will be corrected as soon as possible. Unsafe conditions will not be tolerated. 

· Supervisors investigate accidents promptly and thoroughly. 
All technicians are encouraged to participate and cooperate in the Salon's efforts in making the workplace free from accidents and illnesses. Technician concerns will be addressed in a timely manner. In the event of an accident, the Salon will provide guidance or assistance to the injured technician for obtaining medical treatment.  The Salon will also regularly monitor the injured technician's progress during recuperation.  Every effort will be made to provide for a productive return to work. We expect technicians to return to work as soon as possible.
The Salon's policy is aimed at minimizing the exposure of our technicians, clients and visitors to health or safety risks in our facilities. To accomplish this objective, all technicians are expected to work diligently to maintain safe and healthful working conditions and to adhere to proper operating practices and procedures designed to prevent injuries and illnesses.

 

Salon technicians are responsible for the following:

         Maintaining clear pathways around work areas

         Reporting and seeking first aid for all injuries, regardless of how minor

         Reporting unsafe conditions or equipment

         Providing notice to your supervisor before beginning the workday, of any medication that may cause drowsiness or other side effects that could lead to injury to yourself or your co-technicians.

 
 Reporting Accidents
All accidents, personal or property are to be immediately reported to Management.  When necessary, you will be transported to the nearest physician or hospital of your choice and your family will be notified at your request. If you are critically injured, we will follow your instructions that are on file. Please inform us of any change in whom you want notified or change of phone numbers. If you are unable to make your own choice and your family cannot be located to assist you, we will arrange for the best care available.

 

Do not overlook an accident. Since untreated injuries can turn into major health problems, the Salon requires that all personal injuries, including minor accidents, be reported within the same workday as the incident. If a technician is away from the office when an accident occurs, the technician must report the incident within 24 hours.  Technicians failing to report a personal injury within the specified time frames are in violation of Salon policy.

  
  
Emergency or Medical Needs
In the event of emergency situations such as fire or an accident, take immediate action.  Notify your supervisor if it will not impede personal safety. If you have a personal or medical emergency or you have any physical limitations, medical allergies or 
any other special medical needs advise the Salon Manager and clearly specify what reasonable accommodations will meet your need.

 

It is the responsibility of technicians to inform management of any changes in their medical needs (i.e. update medicine, personal emergency contact person etc).
 

 Life Threatening Disease (AIDS)
The salon recognizes that technicians with a life-threatening illness such as AIDS may wish to continue their services for personal reasons or because it's therapeutically+ important to recovery.

 

The Salon also recognizes its legal obligation to provide a safe work environment for all technicians, clients, and other visitors to our premises. As long as technicians who have life threatening illnesses are able to maintain acceptable performance standards in accordance with established Salon policies and procedures, and the weight of medical evidence continues to indicate that their illness cannot be transmitted by casual workplace contact, technicians with these diseases will be permitted to continue to work.

 

In determining such a technician's ability to continue their services; salon will consider making reasonable accommodation to the technician's condition, consistent with applicable federal state, and local laws.

 

If you have AIDS or any other life-threatening illness, please inform the Owner.

 

Furthermore, the Salon will take all reasonable precautions to ensure that any information about your condition remains confidential. The salon will also determine what information should be obtained from your physician so that the Salon can research the types of reasonable accommodation that may be recommended consistent with the business needs of your job, Salon policy, and applicable federal, state, and local laws. 

Time-Off
Technician is required to give salon two weeks notice for any scheduled time-off to allow time to reschedule clients.  In order to accommodate our clients reasonable notice for time off is required, no exceptions, violations will result in repayment of salon losses.
  

Classifications of Service
Amazon Salon Inc. technicians are independent contractors they are Not employees of Amazon Salon.
 

Please direct any questions regarding your service classification or exemption status to your Amazon Salon Inc. Managers.

 

Compensation
 All technicians are paid Friday. All compensations are calculated on a bi-weekly basis. The pay period starts Tuesday and ends Saturday. All pay is awarded other Tuesday. All technicians will be paid from their first day of service to the end of that pay period. 
If a technician is not working on a payday, arrangements can be made with their supervisor to have their check mailed or picked up. However, no checks will be given to anyone other than the employee to whom they are issued without authorization from the employee.

Falsification of documents and/or hours worked can lead to immediate termination.

 

Tip Reporting
Technicians are independent contractors tip reporting is solely the responsibility of the technician. Salon will provide a 1099 for each technician at the end of the year.
The Internal Revenue Service (IRS) Tax Bill requires that 811 tipped technicians must report their TOTAL tip income to their employers. If the total reported tips are more than 
8% of the gross sales, the employer will be required to report to the IRS the names of the technicians, wages and total reported tips.

 

Tip reporting procedures are as follows:

1.   All credit card and check tips will now be run through the registers.

2.  Any cash tips not run through the registers will be the responsibility of the technician to report in the same manner as the previous policy.  

 

 

Cleaning and Sanitation
We hold our products and staff to such a high standard; our cleanliness and sanitation policies are extremely uncompromising.
 
General
All workstations should be clean and free of debris and dirt.  All equipment and tools should be washed and disinfected after each use and a new set of unused equipment (combs, brushes, files, sheets, towels, smocks, etc.) should be used on each client. We strongly emphasize that the Illinois State Board of Cosmetology Rules and Regulations be followed to safeguard the public against transmission of disease, including skin tuberculosis. Cleanliness, for work areas generally, is very much on the mind of clients and potential clients.  
 
Between Each Client 
All tools should be washed and disinfected after each use in accordance with the disinfection requirements of the Illinois State Board of Cosmetology. Hands should be thoroughly washed before next guest’s treatment.
When applicable:
· New towels and capes should be used for each client. 

· All interior of stations should remain clear of dirt and debris.  Please make sure that items inside are organized and clean because this is visible to every client. 

 
Stations 
Each station should only have these items left on top at the end of every day: 
· Dryer, flat iron & clippers.  No foil rolls, business cards, products, etc. should remain on top of a station. Non-compliance of this policy you will result in a $3.00 sanitation fee. 
· Maintain a clean environment in and around your station (which includes mirrors, drawers and styling chair).  i.e., sweep hair, keep products and tools organized, place dirty towels in bin, etc. 

· Finish opened products before opening new ones 

 
Licenses
All stylists must be currently certified by Amazon Institute. Certificates must be current and in your station at all times.  

Any fines imposed by the Cosmetology Board for infractions/violations of the rules set down by the Cosmetology Board concerning sanitation of  tools, applicants, stations, brushes, and combs shall be paid by the technician. 
  
Dress Code & Appearance

 
Appearance
Personal cleanliness and appearance are of the utmost importance in the Salon industry. A well-groomed technician in salon uniform (full t-shirt and trousers or appropriate skirt extending to knee or just above; revealing clothing will not be tolerated) immediately creates a favorable impression of the services we provide, especially when it pairs with a friendly smile, a gracious greeting and cutting edge techniques.

 

Dress Code
All technicians are required to arrive at work each day meeting the salon dress code in its entirety.  Any time a technician is performing services in the salon they must be dressed professionally.

 

Management reserves the right to clarify the interpretation of the dress code.  If you are dressed inappropriately for work you may be sent home to change.  When in doubt, please ask a manager prior to wearing the item(s) to work.  Technicians failing to adhere to proper Salon standards with respect to appearance and grooming are in violation of Salon policy.

 

Here are the basic dress code policies:

· All dress will project professionalism and good taste 

· No technician should be attired in such a manner as to be distracting to guests or team members 
· Overly casual clothing is unacceptable (i.e., graphic t-shirts, house shoes, head scarves, twill cargo pants, faded and/or torn garments, etc.) 

· No bare stomachs or backs.  Shirts should cover waistline. 

· No shorts or excessively short skirts.  Skirts must be a professional length 

· All clothes must be in clean, pressed condition 

· Clean athletic shoes on any shoes resembling athletic wear (sneakers) 
· Sandals may be worn, but feet must be groomed 

· All shoes must be in clean, neat condition 

· Apply make-up (if applicable) and style hair prior to coming to work 

· If sleeveless shirts are worn, underarms must be properly groomed 

· Guest Relations must wear an apron  

 

Regulations set forth by Occupational Safety and Health Administration (OSHA) supercede BSSA’s dress code.  Any fines incurred by the technician are the technician’s sole responsibility. Three warnings will be given through out a calendar year after such warnings; disciplinary actions are at the sole discretion of salon managers.
Hours of Operation
Sunday                                      

Monday                                     

Tuesday – Thursday                    

Friday                                       

Saturday                                   

 

Seasonal adjustments by the owner will be accommodated.

 
Hours of Work
Note: If the Salon is to be closed or the regular starting time delayed due to weather conditions, technicians should contact the salon. Do not assume that just because schools or other businesses are closed that the Salon will be closed.
 
Attendance Policies
 
Work Schedule
We view attendance in terms of the client’s time and your commitment to the client.  Tardiness will be interpreted as a lack of commitment and will not be tolerated.  Each morning and evening you should check the appointments on your schedule to ensure you are prepared.  If you must come in later than expected on any given day, you must notify the Manager as soon as possible at least 3 hours before the clients scheduled appointment.
When tardiness exceeds 15 minutes past appointment time technician is required to pay salon a $25.00 late fee. Salon will credit client a $15.00 inconvenience fee. 
 

· Your working hours parallel your appointment bookings. 

· Each technician is required to be in the salon and prepared to work for their scheduled shift. 

· Technicians must stay 20 minutes past the last client's scheduled appointment in case they arrive late rather than no-show. Note: In future client will be required to pay technician late and no-show fee’s
· Tardiness and absenteeism shows a lack of commitment to your career and to the people who ultimately decide your future- our clients. 

· Repeated tardiness or absenteeism will reflect against your performance and will result in disciplinary action. If not corrected, it may result in dismissal from the Salon. 

· Technicians who are absent from work because of illness may be asked to provide a doctor's statement establishing they are, or have been, ill and unable to work. 

· If you are going to be out due to illness or an unforeseen event, please let management know as soon as possible.  This will allow us to make any adjustments to the clients and personnel already scheduled for that day.  If unable to speak with management directly, please consult the list of substitute stylists and arrange for your replacement. 

· Notify your client of your replacement immediately.

· If you are going to be late, follow the same procedures for being out.  (See above) 

 

The Salon will contact the clients on your schedule to either re-schedule with you or, if the client wishes, to be scheduled the same time/day with another stylist. The same policy goes for times when you must leave unexpectedly.

 

Tardiness
You should make every effort to be in the Salon, on time, when scheduled for work. If you are faced with an emergency and must be away from your job, you must report this to Management as soon as possible.  

 
Days Off / Schedule Change / Vacation Request
Personal days off require two (2) weeks notice to effect a change in schedule.

 

Permanent schedule changes require four (4) weeks notice to effect a change in schedule.  All Vacation requests require six (6) weeks notice to effect a change in schedule and must be approved by management.

 Time-Off

Technician is required to give salon two weeks notice for any scheduled time-off to allow time to reschedule clients.  In order to accommodate our clients reasonable notice for time off is required, no exceptions, violations will result in repayment of salon losses.
All changes must be given to management on a schedule request form.  It is the technician’s responsibility to verify changes have been made at least 2 weeks prior to requested days off. 

 

It is the responsibility of the stylist to notify management of their booking hours and days they will be working and/or not working.

 

Recording Hours of Work
 The Salon keeps an accurate record of the time worked in order to calculate pay and benefits.  Accurately recording time worked is the responsibility of every technician to report on assigned personal time-card.  Time worked includes all the time actually spent on the specific job performed. Full responsibility for submission of accurate time falls solely on each technician, not management. 

.  

Altering, falsifying, tampering with time records, or recording time on another employee's time record are violations of Salon policy and will result in immediate termination.

 
Holidays
The Salon will be closed on the following holidays?
· Easter 

· Memorial Day 

· Independence Day 

· Labor Day 

· Thanksgiving 

· Christmas 

· New Year’s Day 

· Christmas Eve and New Year’s Eve (limited hours) 

All closings are at the salon’s discretion and can change at any time.
 
Salon Rules
Salon Atmosphere

Measures will be taken to uphold the salon atmosphere. Musical selection will be of a neutral sort so as not to offend the ear of the clientele as well as to maintain the focus of stylist.  Music volume will be pre-selected.  

Amazon Salon Inc. prides itself on providing an atmosphere for its clients of the highest quality. As such, profane language, loud vocalizations; personal discussions between stylists while on floor will not be tolerated.  Challenges of a personal or professional nature will be discussed either during pre-arranged dining hour or during the hour of the scheduled management conference or on your own time. Client polls reveal that the quality of our work and times during which the salon environment is calm and quiet reflect their more positive experiences.  As we know there are many other salons from which our clients may select, optimizing the environment of Amazon Salon Inc. is a priority.
 
Parking
Status is subject to change at any time.
 
Computer Policy
Producing, exchanging and retrieving information electronically by taking advantage of computer technology presents valuable opportunities for the Salon. While technicians are encouraged to use this new technology, its use carries important responsibilities. Technicians are expected to exhibit the same high level of ethical and business standards when using this new technology as they do with more traditional workplace communication resources.

 

Computers, computer systems and electronic media equipment (including computer accounts, voice mail, laptop computers, printers, networks, software, electronic mail, Internet and World Wide Web access connections) at the Salon are provided for the use of technicians for Salon business-related use. Personal use is not prohibited but should be kept to a minimum. It is the responsibility of technicians to see that these information systems are used in an efficient, ethical and lawful manner.

 

The use of information systems is a privilege extended by the Salon, which may be

withdrawn at any time. A technician's use of computer systems may be suspended immediately upon the discovery of a possible violation of these policies.

 

Internet Use
If you use the Internet as part of your job, a browser will be activated on your system
to enable you to take advantage of this tool.  The salon has no control over information accessed through the Internet. We cannot be held responsible for its content. We ask that you only access appropriate sites. Accessing sexually explicit sites at any hour is not appropriate.

 

Ethical Use:
The Internet may not be used for criminal or illegal purposes.

Other unacceptable uses include, but are not limited to: 

· Harassment of other users 

· Libeling or slandering other users 

· Destruction of or damage to equipment, software, data belonging the Salon or other users 

· Disruption or unauthorized monitoring of electronic communications 

· Unauthorized copying of copyright-protected or licensed material. 

· It is not acceptable to use salon Internet resources to seek to infiltrate a computer or computing system and/or damage or alter the software or hardware components of a local or remote computer or computing system. 

· The basic rule of thumb is, "If in doubt, don't." 

 
Personal Phone Calls 
Technicians cannot accept calls from family or friends while styling clients hair. If in the event an emergency call is received, technician is limited to no more than a 3 minute conversation. Technician is absolutely prohibited to have loud cell phone conversations while styling clients hair. All phone calls must be made during the pre-arranged dining hour.  The pre-arranged dining hour should be agreed upon between stylist and client.   In the event you receive such calls to the Salon directly, they will be forwarded to your Voice Mail.  Only calls from your official “caller list” will be taken and delivered to you at the convenience of the Salon.  

 
Service Practices
 

Equal Service Opportunity
The salon provides equal service opportunities to all technicians and applicants for services without regard to race, color, religion, sex, national origin, age, disability, or status as a Vietnam-era or special disabled veteran in accordance with applicable federal laws. In addition, the Salon complies with all applicable state and local laws governing nondiscrimination in service. This policy applies to all terms and conditions of service, including but not limited to, hiring, placement, promotion, termination, layoff, recall transfer, leaves of absence, compensation, and training.
Where this manual refers to 'he', 'his', 'him', 'her', 'she' or 'hers/he' it should be understood its use is for simplicity and implies no discrimination to either gender.

 
Open Door Policy
Your relationship with us is an extremely important one. The best way to develop a lasting relationship is to be honest, open and frank. It is important that any problems between technicians or involving management must be discussed with management in the administrative area at a scheduled hour.  Most problems can be solved, but they will be discussed in a respectful manner and not to the inconvenience of the client.  It is our policy to assure each technician that it is his/her right and privilege to follow a formal procedure without fear of censure or reprisal.  When a problem arises, discussing the problem with your supervisor is encouraged as a first step. If you do not believe a discussion with your supervisor is appropriate or the problem was not resolved, request a meeting with the Salon Manager.

 

It is everyone's responsibility to help maintain good working relationships by discussing their problems and cooperating to resolve the issues.  If there is anything you do not understand, you are responsible for seeking clarification.
 

The Management team of the salon has an open door policy allowing you to discuss any questions, problems, complaints or suggestions that may arise as a result of your job. 

 

 
Harassment Policy
We believe that every technician should be treated with common decency and courtesy. Every member of our organization is entitled to a working environment free of harassment or hostility because of race, color, religion, sex, national origin, age, disability, veteran status or any other basis protected by federal state or local laws. The purpose of this policy is not to regulate a technician's personal morality but rather to assure that, in the work place, no technician harasses another on any of these bases.

 
We define harassment as any conduct that has the effect of unreasonably interfering with an individual's work performance, creating an intimidating, hostile or offensive work environment, or otherwise adversely affecting an individual's service.
 

Examples of harassment would include name-calling, slurs, negative stereotyping, intimidating or hostile acts (including "jokes" or "pranks"), different or demeaning treatment and written or graphic material that degrades or shows hostility or repugnance toward an individual or group.

Report all incidents to your Supervisor, Salon Manager or Owners. Once it is established beyond doubt that this policy has been violated, swift and appropriate action will be taken.  This policy applies to all technicians. Furthermore, the Salon Will establish appropriate procedures to ensure that non-technicians (vendors, agencies, contractors, trades people, etc.) on our premises are also made aware of the intent of this policy.

 

Failure to report (Applies to both the Harassment and Sexual Harassment policies) Failure to report any type of harassment will be considered by Management to indicate an acceptable relationship or that the incidents do not create unreasonable working conditions.  However, you can be assured that the Salon will not retaliate for reporting an incident.

 

 

Harassment
Verbal, physical or visual conducts of racial, ethnic or other types which impair a technician's ability to perform their job.

 
Sexual Harassment
Sexual Harassment is contrary to basic standards of conduct between individuals and is prohibited by Equal Service Opportunity Commission (EEOC) regulations. Our commitment as an equal opportunity employer applies to all technicians including members of management, and we intend to enforce it by immediately investigating all known incidents or complaints of technicians and taking necessary disciplinary action where incidents are found to be in violation of the salon policy.

 

Definitions:
Sexual Harassment
Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when such conduct:

· Is made explicitly or implicitly a term or condition of service 

· Is used as a basis for service decisions 

· Is used to create a quid pro quo environment 

· Has the purpose or effect of interfering with work performance or creating an intimidating, hostile, or otherwise offensive working environment. 

 

Unwelcome Sexual Relation
Under this policy, unwelcome sexual relationships or unwelcome harassment will be defined as any behavior that is not welcome, that is personally offensive, that lowers morale and that, therefore, interferes with the technician's work effectiveness. 
  
Hostile Environment
Defined as containing sexual advances, innuendoes, vulgar statements, pranks and so on that the technician objects to or considers hostile.

 

Quid Pro Quo
Defined as being forced to choose between acquiescence to a superior's demand or forfeiting a service benefit, (i.e., promotion, wage increase, leave of absence or continued service.)
 

False Accusations (Applies to both the Harassment and Sexual Harassment policies)
False accusations of harassment can have serious effects upon the accused. Therefore, any false accusations may result in the same disciplinary action applicable to one found guilty of harassment, up to and including termination.
 
Complaint Procedure (Applies to both the Harassment and Sexual Harassment policies)
Complaints should be reported to Salon Management. The name of the person (s) involved must be disclosed. Information will be kept confidential or released on a "need to know" basis.

 

Workplace Violence
The salon is concerned about the increased violence in society, which has spread too many workplaces throughout the United States. It is the policy of the Salon to expressly prohibit any acts or threats of violence by any Salon technician or former technician against any other technician in or about the Salon's facilities or elsewhere at any time.  The Salon will not tolerate any acts or threats of violence against its technicians, clients, or visitors at any time while engaged in business with or on behalf of the Salon, on or off the Salon's premises.

 

In keeping with the spirit and intent of this policy and to ensure the Salon's objectives are attained, the Salon is committed to the following:

 

· To provide a safe and healthful work environment, in accordance with the Salon's safety and wellness policy. 

· To take prompt disciplinary action up to and including immediate termination, against any technician who engages in any threatening behavior or acts of violence or who uses any obscene, abusive, or threatening language or gestures. 

· To take appropriate action when dealing with clients former technicians, or visitors to the Salon's facilities who engage in this type of behavior.  Such action may include notifying the police or other law enforcement personnel and prosecuting violators of this policy to the maximum extent of the law.   
· To prohibit technicians, former technicians, clients, and visitors from bringing unauthorized firearms or other weapons onto the Salon's premises. 

· To establish security measures to ensure that the Salon's facilities are safe and secure to the maximum extent possible and to properly handle access to Salon facilities by the public, off-duty technicians, and former technicians. 

 

Technicians have a "duty to warn" their immediate supervisor or the Salon Manager of any workplace activities or situations involving other technicians, former technicians, clients, or visitors that appear suspicious.

 

Examples of this type of behavior include:

1. Threats or acts of violence 

2. Inappropriate aggressive behavior (i.e., fighting) 

3. Offensive acts (i.e., vandalizing Salon property) 

4. Threatening or offensive comments or remarks 

 

Technicians who report violations of this policy should know that their report will be held in strict confidence. The Salon will not tolerate any form of retaliation against technicians for making reports under this policy.

 

The Harassment, Sexual Harassment and Workplace Violence policies apply to all technicians of the salon as well as our clients and vendors.
 
Substance Abuse Policy
 

The salon strives to provide a drug-free, healthful and safe workplace. To promote this goal, technicians are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

 

While on the Salon premises and while conducting business-related activities off Salon premises or in any vehicle used for Salon business, no technician may use, possess, distribute, sell or be under the influence of alcohol or illegal drugs.

 

The use of prescribed drugs is permitted on the job only if it does not impair a technician's ability to perform the essential functions of their job effectively and does not endanger other individuals in the workplace.

 

As a condition of continued service, technicians under reasonable suspicion will be asked to undergo alcohol and drug screenings when specified by the Salon. The Salon will receive a full screening report from its examining physicians regarding the technician's state of health.

 

All Salon requested alcohol and drug screenings are paid in full by the Salon and will be kept confidential.

 

Violations of this policy may lead to required participation in a substance abuse rehabilitation or treatment program. Violations may also have legal consequences.

 
Salon Policies & Procedures
 
Service Requirements
· Amazon Institute Certification or Esthetician license
· Participation in all salon promotions, special offers, and or client rewards
· A completed service application 

· Meet all technical standards and educational requirements for the given position 

· Agreement to all policies in the Technician Manual 

· Enthusiasm and willingness to grow 

· Abide by all state and Federal regulations 

· Give consistent level of service to every client 

· Possesses excellent customer service skills 

· Knowledge and follow-through of sanitation and cleanliness policies 

 
Disciplinary Procedures
Whenever and wherever people work together, they must conform to standards of

reasonable conduct in order to maintain an orderly, workable, congenial and efficient atmosphere.

 

When a technician acts in a manner that, in the judgment of the Salon, is unacceptable or contrary to the best interests of the Salon, the technician may be the subject of corrective or disciplinary measures. Such measures are not intended to inflict punishment, but rather to correct whatever problems may exist and/or to make technicians aware of the importance of abiding by our policies, procedures and standards of conduct and behavior which we believe are essential to the well-being of all of us. In some cases, it may be necessary to suspend or dismiss a technician because of the seriousness or continuation of behavior unacceptable to the Salon.

 

The level of discipline takes into consideration such factors as (1) the severity of the

Discipline problem, (2) the nature of the discipline problem, (3) how recent the offense was, the frequency of the offense and any prior discipline, and (4) the technician's overall performance. All disciplinary actions will be documented by the supervisor and placed in the technician's personnel file.

Disciplinary action may take any of the following forms, depending on the seriousness of the problem and Management's evaluation of the likelihood of satisfactory improvement. Technicians have a "duty to warn" their immediate supervisor or any member of Management of any workplace activities or situations involving other technicians, former technicians, customers, or visitors that appear suspicious.

 

INFORMAL COUNSELING
If a technician's performance or conduct fails to meet specified requirements, his/her supervisor will meet with the technician to discuss the problem. During informal counseling the problem may be defined, corrective action identified, and the consequences of continued deficient performance or conduct outlined. This is usually the first step in dealing with the least serious problems.

 

FORMAL WARNING
A technician may be placed on a formal warning for more serious problems or if there has been little or no improvement following informal counseling. A formal warning may be either oral or written, and informs the technician that termination procedures may result if the deficient performance or conduct continues.

 

TERMINATIONS
If the technician fails to achieve the improved conduct or performance after counseling and/or warnings, his or her services may be terminated.

 

IMMEDIATE DISCHARGE
A technician may be discharged immediately if the problem involves illegal conduct on Salon property or if the technician's performance or conduct is such that continued service would no longer be in the best interest of the salon. More serious examples of such conduct include physical violence, gross inefficiency or inaccuracy, theft, breach of honesty, violations of Salon policies and procedures, etc. 

(See Disciplinary Rules Policy for further details)

 
There may be circumstances where one or more of these steps are bypassed.
 
Termination of Services
As mentioned elsewhere in this manual, all service relationships with the salon are on an "at-will" basis. Although the Salon wishes that all relationships with technicians would be long term and mutually rewarding, we recognize that some technicians will leave.  Below are examples of some of the most common circumstances under which service is terminated:

 
· Resignation- Voluntary service termination initiated by the technician, with a two (2) week advance notice. 

· Discharge- Involuntary service termination initiated by the Salon. 

· Layoff - Involuntary service termination initiated by the Salon for non-disciplinary reasons. 

· Retirement- Voluntary service termination initiated by the technician meeting age, length of service and other criteria for retirement from the organization. 

 

Technicians desiring to terminate their service relationship with the Salon are urged to notify the Salon at least two weeks in advance of their intended termination. Notice should be given in writing to your supervisor. This act of courtesy will be entered on our service record and will reflect in future references. We will require you to return any property belonging to the Salon before your last day of work. Proper notice generally allows the Salon sufficient time to calculate all moneys to be deducted from your final payment arrangement.

 

*Without proper notice however, your final salon fees may incur late fees until paid in full. Salon clients (those clients you received after your service date & while working at the salon) will be advised of your leaving, through Management. They will be encouraged to remain a Salon client.   Receiving of or recruitment of any Amazon Salon business and or clients after or before termination of service will result in immediate termination and will also require repayment of all salon losses.

Disciplinary Rules
As a general rule, any action that interferes with the orderly operation of the salon, 

the safety of its technicians, clients, and equipment, or is contrary to generally 

accepted standards of human conduct or behavior will be cause for disciplinary

action, up to and including discharge. The following are typical reasons for disciplinary action. These lists are not intended to be all-inclusive.

 

Group I: These types of actions may result in immediate discharge:
· Neglect, abuse, or disrespect toward a customer, visitor or Co technician 

· Falsification of any Salon records 

· Reporting to work or working under the influence of intoxicating beverages and/or narcotics or having possession of some on Salon property 

· Insubordination 

· Failure or refusal to perform reasonable assigned duties 

· Willful destruction of property 

· Theft of technician, Salon or visitor property 

· Possession of firearms or other illegal weapons on Salon property 

· Immoral conduct on Salon property 

· Discussion or disclosure of confidential information 

· Concerted, deliberate restriction of output 

· Assault, bribery, gambling, or other illegal acts 

· Requesting tips or gratuities from clients 

· Threatening, intimidating, coercing, disorderly conduct, fighting, instigating a fight or interfering with technicians or Management at any time on Salon premises 

· Any form of sexual harassment of technicians  or visitors 

· Dishonesty, deception or fraud 
· Excessive tardiness
· Excessive absenteeism regardless of reason 

 

Group II: These types of actions may result in a written warning followed by suspension and/or termination:
· Inefficient or careless job performance, poor productivity 

· Malicious practical joking or horseplay 

· Profanity or vulgarity 

· Unauthorized use of Salon telephone or equipment 

· Absence and tardiness without reasonable cause or without providing adequate notice
· Absence from Salon without permission 

· Extension of lunch or breaks 

· Defacing, tampering, removal of signs from bulletin boards 

· Improper attire and appearance 

· Loitering on Salon property or having frequent visitors 

· Waste or personal use of materials and supplies or abuse of Salon property 

· Failure to report injuries immediately according to prescribed policy 

· Engaging in outside service or activities that interfere with duties and obligations to the Salon 

· Performing personal work on Salon time without permission 

· Jeopardizing the personal safety of co-technicians, self or client. 

· Failure to abide by Salon policies and procedures 

 

If your performance, work habits, overall attitude or conduct becomes
unsatisfactory in the judgment of the salon, or you commit any of the 
above offenses or violate any other Salon policies, you may receive
disciplinary action, up to and including termination of service.
 
Salon Guarantee
The salon guarantees each and every service. If a client expresses dissatisfaction, immediately seek Management's assistance so the client's concerns are properly addressed. 

 

A client has the option to return to the Salon to have a service 'redone' if they are not pleased with any service performed by a member of our staff. Our policy is to allow the client 2 weeks to have another service performed to correct any problems. Clients will be encouraged to return to the same technician however, should the client choose to have another technician perform the service, the fee for the corrective service will be deducted from the original technician.
Always guarantee your work and let your client know they can return if they are unhappy on their first visit. All 'redo' services will be documented to track any trends or abuses of our policy.
 

Personnel Files
The salon maintains a work history file on each technician. These files contain documentation of many aspects of the technician's history with the Salon.  Required documents in each Work History File include but are not limited to:

· Application for service 

· Offer of service 

· Position contract 

· Signed Acknowledgement Form stating that the Technician Manual has been read and understood 

· Educational (reimbursement) agreement 

· Signed performance reviews 

· Attendance/tardiness records 

· Citations of excellent performance 

· Disciplinary forms and original record of complaint 

· Signed form of benefits 
· Signed Amazon Salon Inc. Commission Contract Agreement
 

Because these records are used for accounting, emergencies, and personnel decisions, be sure to keep your personnel file up-to-date at all times. Notify the Salon Manager of any change in your name, telephone number, home address, marital status, and number of dependents, beneficiary designations, scholastic achievements, emergency contacts or any other pertinent change. Any misrepresentations or falsifications of this information or data are a violation of Salon policy.

 

You may review your personnel file at any time by making a request to the Salon Manager in writing.

 
 
Smoking
The salon is a smoke-free environment and promotes itself as such.  Guests know when they come to the Salon; they will not be subjected to the odors associated with smokers.

 
Theft
Security measures are in place to hinder theft. Theft involves more than the taking of money and/or products. All client information and records, sales and marketing information and Salon records are the legal property of the Salon and must not leave the premises without explicit permission from Management. If you are caught stealing, you will be immediately and permanently dismissed and charges will be brought against you.  Additionally, background and credit checks will be run on all technicians. Any non-compliance with this policy will be grounds for termination.

 
Salon Property
The salon equipment and products are expensive and difficult to replace.  When using equipment and handling products, technicians are expected to exercise care and follow all operating instructions, safety standards and guidelines.

 

Technicians may use the Salon's equipment for personal use with Management's approval. Personal use of equipment does not include family and friends. The Salon will not be liable for any injuries to technicians or damage to the equipment. 

 
Improper, careless, negligent, destructive or unsafe use or operation of equipment and products are violations of Salon policy.
 

Dispensary
Our salon has selected the finest of professional products for your use. These products must be used and inventoried properly. Finish opened products before opening new ones.  Refill your station with Back Bar products only. All products, including color are not to be taken out of the Salon for any reason without authorization from Management.

 
Personal Property
The company is not liable for lost, misplaced or stolen property. You should take all precautions necessary to safeguard your personal possessions. Your work area and any other company property are subject to inspection/search at any time, with or without notice. Work stations and work areas are to be kept neat and as organized as possible.
 
Benefits
The salon strives to provide one of the best technician benefits programs available.  These benefit programs are available to all full-time regular technicians. These benefits are designed to assist you and your eligible dependents in meeting the financial burdens that can result from illness and death, and to help you plan for retirement, deal with job-related or personal problems, and enhance your job-related skills. 
 
The benefits listed are detailed more fully in the summary descriptions provided by the insurance carriers. While the Salon pays the cost of many benefit programs, the technician may be required to contribute to some of the benefit programs.


Benefits program includes

· Time Off 

· Holidays 

· Jury and Witness Duty Leave 

· Hair Services 

· Education Fund 

· Hairstyling School Re-imbursement 

· Discount on Products 

· Educators and Training Classes 

 

 

The Salon's contribution for all benefit programs constitutes a silent but significant addition to each technician's fees. 

 

 Technician Benefits
  
Technician discount 
Products in the salon are for sale to the technicians at 55% off the regular retail price.  All products must be purchased through Guest Relations.  Products bought at this discount are for technicians and their household only.  Technicians may use the discount to purchase gifts, as long as they are not compensated (receive money, services, etc.) for the purchase.  Abuse of this privilege may result in loss of this benefit and/or termination.

 

Hair services 
All technicians may have their hair shampooed free of charge while select cuts and styles will be available at a discount.  There will be no work performed for free on technicians or immediate family member without permission of management.

 

All technicians performing services (class, day off, etc.) must be in dress code- no exceptions.  Management must approve technicians having services done during their scheduled workday.   All hourly technicians must clock out to have services performed during a scheduled shift.

 

  

Education Classes
All technicians are required to take advantage of courses offered by the salon.  

 

 

Advanced Education
Continued advanced education is the responsibility of the technician. Education will be required for advancement within the Salon as well as promotions for service personnel. 
The technician will be required to conduct an In-Salon training to share information acquired during the session.

 
Performance
 

Performance Reviews
The salon wishes to recognize you for good performance and provide you with appropriate suggestions and guidelines for improvement and increased effectiveness when necessary.  Consistent with this goal, technicians' will be informally evaluated on an ongoing basis and will be notified of any performance or disciplinary problems or commended for extraordinary performance.

 

All performance reviews will be based on your overall performance in relation to your job responsibilities and will include the following: 
Attitude

Dress

Attendance

Dependability

Job knowledge

Quality of work

Technical competence

Work efficiency and productivity

Overall effectiveness and cooperation

 

All technicians are required to meet these standards of performance and conduct that have been established for their position. When they do not, it is the policy of Management to provide counseling sessions with the technician in a positive and constructive manner. During these sessions, concerns or problems are mutually discussed, defined and outlined with action plans for improvement. It is then up to the technician to redirect and improve his/her conduct or work performance within the time frame specified.  Failure to redirect the problem may result in a Written Reprimand notice.

 

 
Professional Development
Please refer to Education in this Technician Manual.

 

Team Meetings
The entire staff of the salon will meet Tuesday 9:00 A.M. each month. Regularly scheduled meetings benefit everyone. All technicians are required to attend these meetings as attendance to team meetings and events are assessed during performance evaluations.

  
Director’s meetings are once a quarter.  If rescheduled, it will be held at Management’s discretion.

 

Individual Development Plan (IDP)
At Amazon Salon Inc., our policy is to pay each technician according to the value and quality of his or her contribution to the efficient operation, profit and growth of the salon. In this regard, both the salon and our technicians have obligations to each other as follows:

· The salon accepts the obligation to pay competitive commissions and to provide good technician benefits and working conditions. 

· The technician accepts the obligation to perform at prescribed standards and achieve results (in accordance with the accountabilities of his or her job) that further the goals of the salon. 

            

Therefore, performance evaluations are used to insure that all obligations to technicians and the salon are met. Performance evaluations should not be confused with merit raises for commission or salary review, although these evaluations form the basis for raises. The objectives of Amazon Salon Inc. are:

· To recognize, in a uniform and equitable manner, the performance of individual technicians so that specific salary increases can later be determined on a merit basis. 

· To provide opportunities for counseling technicians so that they know their strong and weak points related to their jobs, and can develop to their maximum potential for their own benefit and that of the salon. 

            

To establish how well each technician has met the responsibilities of his or her job and how well the results were achieved in regard to these stated goals.  Technician progress is based on theses factors:

· Retention Rate- How effective a technician is in keeping assigned clients based on client retention standards set by the salon. This is one of the most important factors that determine a stylist's success at this salon. 

· Service Breakdown- Each stylist has standards to achieve in the service and retail area. 

· Attendance: Attendance in all areas is evaluated, including meetings, educational events and special projects. 

· Continuing Education- All advanced education requirements and extra non-required education is evaluated.   

· Level of Cooperation- Each technician's level of cooperation and support of the team is evaluated. 

· Attitude- The ability of the technician to maintain a positive and enthusiastic attitude with clients and other technicians is evaluated. 
· Follow-Through- The ability of each technician to follow through on both existing and new salon programs and projects is evaluated. 

· Quality of Service- As a service business, the ability of each member of the team to provide the utmost in service is crucial to the image of this salon. This area includes all client relations and efforts directed at making each client's visit to this salon as satisfying as possible, i.e. (refrain from the following: profane language or topics around clients; cell phone usage; extending dining break beyond agreed upon length)
 
Evaluation Periods
All technicians will be evaluated every 60 days throughout the calendar year by a member(s) of management. 

 

Retention
The single most important factor relating to the success of all stylists at Amazon Salon Inc. is their ability to retain the clients assigned to their chair.  Retention rate percentages that must be achieved are as follows for all stylists:

· After three months on the floor - at least 40% of new clientele must be retained to the salon. 

· After six months on the floor - at least 45% of new clientele must be retained to the salon. 

· After one year on the floor - at least 50% of new clientele must be retained to the salon. 

· After two years on the floor - at least 75% of established clientele must be retained to the salon. 

 

The salon will do everything it can to help you meet these standards. Failure to comply with these standards may result in dismissal from the salon.
 
Meeting and Class Attendance % 
Education is the key to all technicians’ success.  Quarterly Salon Education is complimentary to all stylists and interns. Continuing education is paid for by the salon and pertains to current trends, new & traditional techniques and any other area of hair & color that are relevant to Salon technicians.  

Acknowledgement Receipt of Technician Manual
 
This Technician Manual is an important document, designed to help you become acquainted with the salon. This manual will serve as a guide; it is not final word in all cases. Individual circumstances may call for individual attention.

 

The contents of this manual may be changed at any time at the discretion of Salon Management. No changes in any benefit, policy or rule will be made without due consideration of the mutual advantages, disadvantages, benefits, and responsibilities such changes will have on you as an technician and on the Salon as a whole.

 

Please read the following statements and sign below to indicate your receipt and acknowledgment of the salon Technician Manual.

 

I have received and have read a copy of the salon Technician Manual in hardcopy form or on the salon computer. I understand that all policies, rules and benefits described are subject to change at the sole discretion of the owners at any time.

 

I further understand that not giving the salon two weeks notice before terminating my services will require me to forfeit two weeks of pay to Amazon Salon Inc., I understand that my services are terminable due to any violations of Amazon Salon policy, by the owners, regardless of the length of my employment or the granting of any benefits of any kind.

 

I understand that, should the content be changed in any way, the salon will inform me and may require an additional signature from me to indicate I am aware of, and understand any new policies.

 

My signature below indicates I have read and understand the above statements and have access to the salon manual during normal business hours.


 

_____________________________                           ____________________________

Technician's Printed Name                                           Position

 

 

_____________________________                           ____________________________

Technician's Signature                                                  Date

 

 

_____________________________                           _____________________________

Supervisor's Signature                                                Date

 

