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WELCOME

Wel come to Qur Salon. As a nenber of CQur Salon team you are
not only working for Qur Salon you are working for our clients. W
think you will |ike working here. We continually strive to nake
Qur Sal on an enjoyable place to work, and our clientele’ s #1 choice
in Tanning Salons. W want our clients to enjoy doing business with
us today, tonorrow, and for years to cone.

The foll ow ng Handbook wi Il answer many questions for you as a
new nenber of our team Read it carefully and thoroughly. If you
find a topic that is not covered here or questions arise in the
future, please ask your supervisor, who is available to help you at
any tine.

The Enpl oyee Handbook is for your benefit. It will introduce
you to our philosophy, benefits, procedures, and rules. Managenent
reserves the right to make changes as necessary for the benefit of
all of us.

Qur |long-range objective is the continuous devel opnent of a
growi ng and prosperous business through which both enployees and
our Conpany w |l benefit. Every enployee is considered a part of
our conpany team Qur success as a conpany is founded on the
principle of recognition of the skills and the efforts of each
enpl oyee. Qur policy is to work with all nenbers of our teamin a
fair and friendly manner, and treat each team nenber with dignity
and respect.

Real i zing the inportance of job security to all of us, we wll
wor k continuously for the benefit of our enployees and the conpany,
and to inprove the conpetitive position of our firm in the service
of our present and prospective clients. This will enable us to
provi de jobs and security for our team nenbers.

W will devote our best efforts to the planning of a grow ng
business within, which fosters opportunity for all. To acconplish
this, we recognize that our priority is to achieve client
sati sfaction. Any person or procedure that interferes with this is
not accept abl e.

EMPLOYMENT PCLI CY

This enpl oyee Handbook has been prepared as a guide and
reference to the enployees and nenbers of managenent at all |evels.
Qur Conmpany requests that each of you thoroughly famliarize
yourself with the contents of this Handbook, in order that all
policies of the Conpany may be adm nistered fairly and effectively.
This Handbook is intended only for the purpose of fostering a
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better work atnosphere and should not be inplied as a contract of

enpl oynent between our Conpany and its enpl oyees. The policies,
practices and procedures set forth in this Handbook are guidelines
for our enployees. Furthernore, as changes in practice and

procedure often becone necessary, our conpany nay revise, delete or
suppl enment any policy, practice or procedure in this Enployee
Handbook at any tine in its sole discretion.

GENERAL APPERENCE AND PUBLI C RELATI ONS

W pride ourselves on our image and it makes our conpany
successful and able to provide you with a job. VWiile you are
working with us, regardl ess of whether you are on the job or off,
you represent us to the public.

You nust be neat and clean in your personal appearance. You
shall be polite and courteous to all clients and perform your work
and follow the conmpany policies and endeavors to nmake a good
inpression with the clients at all tines. On many occasions your
contact with the clients will be the only contact nade, and the
i npression you make will, therefore, be the conpany inpression to
that particular client.

You should have good personal habits and be well grooned.
Even though you are allowed to dress confortably we require you to
| ook professional. You should look as if you are dressed for work
not dressed for your day off. Shoes nust be worn at all tines
Total appearance should reflect good taste, and good judgnment on
everyone’s part. W do not allow visible undergarnents of any type,
at any tine.

H RI NG AND ORI ENTATI ON

New enpl oyees are on a 30 day probation period. During the
probati onary period, the enployee can be dism ssed wthout notice,
if in the opinion of the supervisor; he or she is felt to be
unsati sfactory or unproductive. On conpletion of the probationary
period the enployee wll becone eligible for conmssions on the
sale of full size bottles of lIotion and di scounts on nerchandi se.

The probationary period is very inportant. W understand that
a new job is difficult, and we allow for it. You can hel p things
go snoot hly by:

e Cetting to know your supervisors. They will help you.
» Meeting your fellow workers.
* Asking questions that you m ght have.

e Taking notes. (we recommend you get a notebook and keep
notes to yourself when you speak with supervisors and keep
track of questions that cone up, or ideas)



e Applying yourself to the tasks at hand ~ Self-notivation is
required.

* Being on tine and dependabl e.

The Enpl oyee Handbook nust be read and understood along wth
proper forns filled out for the enployee to officially be on
t he payroll.

COMPANY BENEFI TS

Since we require you to maintain your tan on a regular basis,

we offer free tanning to all of our enployees. There will be a 5%
comm ssion earned by each enployee for all full size retail bottles
of lotion sold. A 50% di scount on nerchandise will also be given
after the probation period. These discounts may not be used in
addition to sale prices. These privileges are for the enployee
only and cannot be used by the enployee if he or she no | onger
works at Qur Sal on. Renmenber, free tanning is a privilege for
enpl oyee’s who like to tan. It is nmeant only for that enployee and

is NOT to be given to friends or famly. Your discount on products
is also neant for enployees only and you may not use your discount
towards purchases for friends or famly.

Enmpl oyees tanning for free are asked to nmke their
appoi ntnents after their shift or on their own tinme, and are
expected to clean their own room when finished. During busy
season, January ~ July, enployees are asked not to tan during the
busi est hours, saving those times for our clients. No enpl oyee is
ever allowed to tan while working during their scheduled shift
unl ess they are clocked out and on break.

JOB ASSI GNMVENTS

All  enployees on payroll are expected to perform to the
full est extent of their capabilities at all tines, regardless of
the work or circunstances involved. Addi tional hours nmay be

requi red or expected unless otherwi se stipulated. Al enployees on
payroll are expected to be performng work activities at all tines
during their shift, breaks excl uded.

LAYOFFS & SEASONAL PGCSI TI ONS

Although we respect seniority and encourage long term

enpl oynent, layoff or termnation decisions will be made by nerit
and not necessarily seniority. In the event a cutback becones
necessary, nmanagenent will first determ ne what positions to cut
back, and will notify the affected enpl oyees. | f any enployees in
the jobs that have run out are considered, by nmanagenent, to be
i nconpetent, then those enployees will be displaced first. In the
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event it becones necessary for the business to cut back your
position, you wll be notified of layoff or termnation in witing
by managenent. Sonme positions are seasonal only positions that the
enpl oyee is welconme to return to in the follow ng busy season

LEAVE OF ABSENCE

A | eave of absence shall be granted in cases of sickness, and
may be granted for other purposes at the discretion of nanagenent.
Whet her or not service and benefits will accumulate during a | eave
of absence w |l be determ ned by managenent. To be valid, a |eave
of absence nust be confirmed in witing.

An enployee who has been granted a I|eave of absence of
indefinite duration shall give a one-week witten notice of intent
to return to work, and Paradi se Suntan shall be under no obligation
to re-enploy himher until circunstances allowit.

NO HARASSMENT POLI CY

It is the policy of our conpany, that it wll not tolerate
harassnment of our enployees nor of our clients by enployees. The
term “harassnment” includes, but is not limted to, slurs, jokes,
and other verbal, graphics or physical conduct relating to an
i ndi vi dual " s race, col or, sex, religion, nat i onal origin,
citizenship, age, disabilities, or protected activity. Har assnent
al so includes sexual advances, requests for sexual favors,
unwel cone or offensive touching, and other verbal, graphic, or
physi cal conduct of a sexual nature, regardless of the sex of the
harasser or victim

If you feel you are being harassed in any way by another
enpl oyee, or by a custoner, or anyone with whom you cone in contact
during your work, you should make your feelings known imredi ately.
Qur conpany wll protect the <confidentiality of har assnent
conplaints as is reasonably possible. You may report harassnent to
your supervisor or the owner.

Har assnment is unequi vocal ly prohibited when:

1. Submi ssion to the conduct is made either an explicit
or inplicit condition of enploynent.
2. Subm ssion to, or rejection of the conduct is used

as the basis for an enploynent decision affecting
t he harassed enpl oyee.

3. The harassnent substantially interferes wth an
enpl oyee’ s wor k per f or mance or creates an
i ntimdating, hosti | e, or of f ensi ve wor k

envi ronnent .

Rest assured that you will not be penalized in any way for
reporting harassnment concerning yourself or any other person, or
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for providing information related to such conplaints. Qur Conpany
wll take imedi ate action agai nst anyone who seeks reprisal as a
consequence of harassnent being reported or information being
provi ded regardi ng harassnent.

All harassnment conplaints will be pronptly, thoroughly, and
inpartially investigated. When our Conpany determnes that the No
Harassnment Policy has been violated, imrediate and appropriate

corrective action, including disciplinary action, wll be taken.

Do not assune that our Conpany is aware of your problem | t
is your responsibility to nmake known your conplaints and concerns
so that they may be addressed and resol ved. | f you have reported

harassnment and are dissatisfied in any way wth the action taken,
i mredi ately report your dissatisfaction to a higher authority.

ADDRESS AND PHONE NUMBER

All  enployees shall provide Qur Salon with their current
address and phone nunber and cell phone nunber, including those of
their nearest living relative. For annual W2 delivery, al

enpl oyees nust keep their personal contact information updated even
if the enployee is a seasonal enployee or is no |longer working for
t he conpany.

CONFI DENTI ALI TY

Any enpl oyee discussing pricing, earnings, personal or other
internal affairs of Qur Sal on, or naking any danagi ng statenments to
conpetitors, suppliers or fellow team nenbers wll be dismssed
i medi ately. Qur Salon may take legal action if this policy is
br oken.

HONESTY

Al'l enpl oyees have been hired with trust and confidence pl aced
in them by managenent and our clients. Many enployees wll be
handl ing noney, materials and other property of OQur Salon and
clients. Any client personal itens found nust be placed in the til
or lost and found and the <client notified i1imediately. Many
enpl oyees will have keys to the buildings. Keys nust never be
given out to others. Enployees are not allowed in the building for
any reason after store hours. Any enployee in violation of the
trust placed in them will have their enploynment with this firm
termnated imediately upon proof of such violation and w thout
notice of any Kkind.

Any enpl oyee and or friends and famly nenbers caught stealing
from Qur Salon wll be, wthout hesitation, prosecuted to the
FULLEST extent of the |aw



SUGGESTI ONS

Al | suggestions are appreciated. W fully realize that
i nprovenents can, and always should be nade. Because you are on
the frontline, you may conme up wth a good idea on how to save
time, inprove our overall relationships, etc. Pl ease bring any
suggestions and/or conplaints directly to your supervisor, this
i ncludes conplaints of coworkers. It is our sincere desire to
provide all the assistance that we possibly can to help you in your
conti nued enpl oynment with us.

REFERENCES

Your conpany is always glad to cooperate with forner enpl oyees
by answering as fully as possible any inquiries that my be
received from their prospective enployers. To do this, we wll
require signing of a release form

RESI GNATI ON

If an enployee wishes to termnate their enploynent, they
should present their resignation to their supervisor at |east two
weeks in advance of the date they wish to |leave. Your resignation
should be witten. Any inventory, or other conpany property, and
bal ance on account will be deducted fromthe final paycheck.

EQUAL OPPORTUNI TY EMPLOYMENT

W feel that each enployee should work in an environment free
from arbitrary discrimnation. Enpl oyees shall receive fair
treatnent at all times wthout regard to race, color, creed
religion, sex, national origin, marital status, political beliefs
physi cal or nental handi caps.

EMPLOYEE ADVANCEMENT

Qur conpany has a bright future. Public demand for our
quality services continues to grow, also the nunber of hones, and
busi ness continues to grow, and we are determned to develop and

nmeet these grow ng needs. This nmeans that your future is bright
too, if you do your job well, carry out all our responsibilities
and otherwi se help Qur Salon reach its goals. Pronotions are based
on experience, pronptness, and productivity. Pay raises wll be

granted based on inprovenent and increase in these areas, and in
general, wth respect to the value added to the conpany and the
conpany’s financial position.

PUNCTUALI TY AND DEPENDABI LI TY

It is the responsibility of each enployee to know his her work
schedule and to always be on tine. Each enployee is required to
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arrive for work 10 mnutes prior to his or her shift for change
over. If you fail to do so you will be considered late to work.
Your first occurrence wll be a warning, the second occurrence wll
be a witten warning, the third occurrence is a 30 day probationary
period, and the fourth occurrence is term nation of enploynent.

PAY PERI ODS
Paydays are every other Friday. Your check pays for the hours
wor ked during a two week period. Payroll starts on a Mnday and
ends on the Sunday prior to payday. Payroll is delivered to the

salon by our payroll servicing conpany each payday between 1pm and
3pm You may pick up your paycheck after 3pm on payday and not
before then. Cash advances are not in our payroll policy. Pl ease
do not ask. W allow enployees to charge up to $50 during a pay
period on their enployee account for tanning retail products. |If
you choose to utilize your enployee charge account you authorize
Qur Salon to deduct the bal ance due on your enployee account for
that current pay period. Al enployee account balances are to be
paid in full during the pay period they were charged.

TI ME KEEPI NG

You will clock in and out on the conputer system using your
| og-in. If you forget to clock in or out, please tell your
supervisor or |leave a detailed note. Conti nued practice of not

clocking in or out could lead to your tine being docked 30 m nutes
for that day.
PAY RATE

Your performance is continually evaluated by your supervisor
and periodically (not less than once every 12 nonths) you are
considered for a change in your pay rate. Whet her or not you
receive a pay increase is affected by such itens as; quantity and
quality of work, sales performance, self-inprovenent, and increased
val ue on the job, general attitude, attendance and |oyalty.

| ndi vi dual salaries and wages for each enployee are
established by nutual agr eenent between the enployee and
managenent. You do not discuss with others what your pay scale is.
Adj ustnents, increases and other factors that have an effect on the
enpl oyee’s conpensation are matters for discussion between the
enpl oyee and nmanagenent on a private and individual basi s.
Managenent will review and discuss wth each enployee, salary and
wages on a prearranged schedul e.

COWM SI ONS




All qualified enployees are paid a 5% comm ssion on all ful
size bottles of lotion that neet seasonal mninmum requirenents.
Commi ssions will be paid once a nonth by the 5'" of the nmonth for
t he previous nont h.

LOANS AND SETTLEMENT OF ACCOUNTS

Qur Salon has a firm policy of not granting loans to
enpl oyees. All enployee account balances for products charged are
to be paid in full during the pay period they were charged.

WORK DAY

Qur Salon is open 7 days a week. Managenent mnust approve any
changes of the work schedul e.

PROFESSI ONAL BEHAVI OR AND APPEARANCE

Al'l  enployees shall present thenselves in a professional
manner at all tines. This includes both appearance and behavi or.
Enpl oyees are not allowed to fraternize with the clientele.

LUNCHES AND BREAKS

Each enployee will receive a 10 mnute rest period for every 4
hours worked. Enployees scheduled to work an 8 hour shift wll get
a 30-mnute lunch break at approximately half way through their
shift (Depending on nunber of team nmenbers on the shift). You are
required to stay on the prem ses during breaks. You do not need to
cl ock out for breaks as your schedul e includes paid break tines.

CHAI N OF COVVAND

In all instances, the chain of command shall be used in this
or der:

The manager or the owner, any problem that cannot be handl ed
by an enployee shall refer to the proper chain of command. | f

there is ever a problemwth a client, renenber, stay calm always
do your best to keep the client happy, and refer to the chain of
command on how best to handle the circunstances at hand.

SUPPLI ES



Qur Salon will furnish you with the necessary supplies. You
are expected to treat them as your own. If you wear out or break
sonething, return it to your supervisor for replacenent. Pl ease
try to be gentle when wusing large industrial itens such as,
vacuuns, washing machine, dryers, cordless phones, <caller |ID
machi nes and sweepers. These are very expensive and we try very
hard to take care of these itens. Renoval from the salon of
cleaning supplies, office supplies, or naintenance supplies for
personal use is not allowed and considered theft.

ABSENCE

You are expected to report to wrk on tineg, al ways.
Unnecessary absenteeism and tardiness is expensive, disruptive and
pl aces an unfair burden on other enployees and your supervisor.
Unsatisfactory attendance will result in discharge. Unnecessary
absenteei sm and tardiness wll inpact any pronotion considerations.
Schedules are witten nonthly. Any schedule changed nmust be nade
t hrough your supervisor wth a mninum tw week notice. You are
responsible for cooperating with your supervisor to assure that
your shifts are covered in the event you need a schedul ed absence.

In the event of an energency, each enployee is expected to
call their supervisor (not an answering machine, or voice mail) 24
hours prior to their scheduled shift if they cannot report to work
on any particular day or a mninum of 2 hours in advance of your
shift if you are going to be late. Explain why you are going to be
absent or l|late and when you expect to arrive to work. It is your
responsibility to ensure that proper notification is given. Asking
anot her enpl oyee, friend, or relative to give this notification is
not acceptabl e except under extrenme energency circunstances such as
hospitalization. If you nust |eave work early, always inform your
manager as far in advance as possible. An enployee calling in at
the last mnute after the schedule has been set can cause
di sruption to the work schedul e and other enployees. This is to be
avoi ded by scheduling any tine off needed or schedule changes two
weeks in advance with your supervisor. Any enployee absent from
work wi thout an excused absence from managenent, or witten excuse
froma doctor wll be subject to the followng: The enployee wll
be dismssed, and as a result wll not be able to secure
unenpl oynment benefits. TH S POLICY WLL BE STRI CTLY ENFORCED. Any
si ckness absence will require a doctor permssion slip to return to
wor K.

A good attendance record is a sign of a good enployee.
Attendance will be considered in your evaluation for pay increase
An enpl oyee who is absent w thout good reason is not “pulling their
share of the load,” and, therefore, cannot expect to enjoy the sane
job security as other enployees. |If you are sick, we expect you to
stay at home, but the conpany has no sick |eave pay. During slow
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season we have only half of the staff of enployees we have during
the busy season and therefore | ess people to cover for you in case
of illness. W highly recomend you take good care of yourself
i ncluding building your inmmune system proper nutrition and rest.
Qur business relies on dependable healthy enployees. If you are
calling in sick for work and you are not sick, we reserve the right
to termnate your position. Cccasional tinme off wll be granted
for personal or business matters at the discretion of nanagenent
w th proper notice. Al requests nmust be in witten form and is
provided by managenent, handed in two weeks mninum prior to
requested day off. If the request is granted, it wll be posted on
t he enpl oyee cal endar. Pl ease note that tinme off will be kept as
even as possible wth all enployees, seniority does cone to play
with request of tinme off.

Schedul e changes are not encouraged. Any changes to the work
schedul e must be approved in advance by managenent.

COVMPUTER AND E- MAI L USE PQOLI CY

The conputer information system including e-mail and |nternet
access, iIs for the use of authorized personnel only. | ndi vi dual s
using this conmputer system w thout authority, or in excess of their
authority, are subject to disciplinary action, up to and including

di schar ge. In the course of nonitoring individuals inproperly
using this system or in the course of system naintenance, the
activities of all authorized users will be nonitored. To protect
our systens security, every user should use his/her own nane or
enpl oyee code to access the system Usi ng another person’s
enpl oyee code or giving your password away is forbidden. Persona
use of our conputer system for any reason — ganes, e-mail, internet

access is forbidden.
COURTS AND HEARI NGS
Enpl oyees will not be paid for time absent due to court
appear ances, hearings or jury duty.

AUTOVATI C DI SM SSAL

No one can work effectively when wunder the influence of
al cohol, Non-prescription drugs, narcotics, or marijuana. Use of
these itenms or any other controlled substance wll result in
imedi ate termnation. Qur Salon reserves the right to random drug
testing of any enployee w thout notice. Any enployee who fails to
performtheir job to the proper work standards or has poor quality

wor kmanship will be informed of their inferior performance. |If the
enpl oyee continues to have unsatisfactory performance, they wll be
repl aced.

An enployee who is belligerent or discourteous to Qur Salon
clients, enployees, or suppliers wll be term nated. Reasons for
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automatic discharge is listed below (this is not an all-inclusive
list of reasons).

* Drunkenness at or before work.

e Use of drugs at or before work.

» Theft of conpany or enpl oyee property (including tanning).

* Intentional destruction of property.

e Falsifying conputer records.

» Falsifying receipts etc.

* Goss insubordination (refusal to work, threatening or
abusi ng supervisor).

e Lying or omtting critical information on an application.

e« Commtting a threatening act (safety, health, and well being
of anot her person).

e Failure to report to work without supervisor perm ssion.
* Register shortages (explained in detail under Register).

TERM NATI ON OF EMPLOYMENT

Shoul d your enploynment be term nated, you nust return conpany
property prior to preparation of your final earnings. An exit
interview will be arranged in the office for all persons |eaving
the conpany. Once your exit interview has been conpleted, you wll
receive your final paycheck. Failure to conply with these rules
wWill result in a deduction in your final check to cover the cost of
the unreturned conpany property. If you were given a key to the
business it nust be returned within 24 hours or Qur Salon has the
right to have the |ocks of the business changed at your expense.
The bill for the lock change w Il acconpany your final check to
verify anmount deducted and mailed to your |ast known address in our
conmput er system

MATERI ALS
All materials purchased are conpany property and should be
properly stored in designated areas. Any property leaving Qur
Sal on without authorization will be considered theft.

OQUTSI DE EMPLOYMENT

Working for di rect conpetition is prohibited. O her
enpl oynent nust be approved by nanagenent on a case by case basis.
In the case of approved outside enploynent your schedule at Qur

Salon should be treated with respect. In the event that outside
enpl oynent begins to affect your work, or work schedule at OQur
Salon, a decision wll have to be nmde about vyour continued

enpl oynent wth Qur Sal on by managenent.

HEALTH AND SAFETY
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Rules help prevent accidents, but your cooperation and
assistance are also needed to elimnate accidents. ALVAYS THI NK
SAFETY.

In the event of an accident, notify your supervisor at once
Any serious injury should be treated at once at the |[ocal
hospital’s energency room Safety is an inportant part of your

j ob. You are expected to know the rules and to consider them a
part of your basic working instructions. Keep in mnd that no set
of safety rules can possibly cover every set of circunstance. I n

order to work safely, you nust use good judgnent and conmopn sense.
Renmenber that accidents don’t just happen, they are caused. Don’ t
be the cause of injury to yourself or others.

NEW EMPLOYEES
A new job in a new place takes sone adjustnent. To help you
in doing this, here are sone guidelines. Your supervisor wll

review this with you:
e Don't hesitate to ask questions.
* Accept established operating procedures.

e Discuss any changes that you feel should be nade and al
variations wth your supervisor before making them

* Cet use to your surroundi ngs.

» Cooperate with experienced enpl oyees.

» (bserve all regulations.

* Report all unsafe conditions and unsafe acts.

GENERAL SAFETY RULES

We’'ve found that if basic rules are followed, the chances of
an injury are considerably reduced.

« Don't operate equi pnent that you don’t understand.
e Don't attenpt to |ift heavy objects.

e Know the |ocation of fire extinguishing equipnent and how to
use it.

At closing time always lock the front door while vacuum ng
and counting your till.

e Check side doors to nmake sure they are secure and | ocked.

HOUSEKEEPI NG

Housekeeping is perhaps on of the nost inportant contributors
to a safer work place. Here are sone suggestions to follow so that
everyone wi |l | benefit.
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A clean work area inproves working conditions and reduces
acci dent causi ng hazards.

e Al spills need to be cleaned i medi ately.

e Drink containers shall never be near the conputer equipnent
due to spills.

* Never block aisles, doorways, or hallways.
e Store all materials in the proper manner and pl ace.

HOLI DAYS
Due to the nature of our business, holidays are sone of our
busi est wor kdays. Pl ease don’'t ask for holidays off, if at all
possi bl e. You won’'t be asked to work these days unless you are

needed. This is where teamwrk is really needed.

DRESS CODE

The dress code is a very inportant part of, not only first
inpressions with our clients, but, also with our businesses image.
The dress code listed below will be strictly enforced.

* Hair nust be conpletely styled (no styling hair at work) and
nicely kept. It may not be wet.

* Hats are not all owed.

e Shoes nust be clean and in good condition. Shoes nust be
worn at all tinmes in conpliance with health and sanitation
codes.

* No halter tops or backl ess tops.

e The mdriff section of your body nust be covered at all
tinmes.

 The only piercing that we allow are ears. Any ot hers need
to be renoved before work.

* If you plan on coloring your hair any shade other than a
natural color you will need to ask permssion from your
supervi sor. Sone exanples may include: green, black, red,
orange etc.

* Fingernail polish nust be all the way on or off.

e Skirts need to be long enough for when you bend over to
clean the units your backsi de does not show.

e Low cut tops or tanks need to cover your bust |line and nmay
not be to revealing or show undergarnents.

e T-Shirts are not allowed unless it is a sem -casual attire
but must be clean and pressed to | ook professional.

e The only Logo T-Shirts allowed are for products that we sell
i.e. lotions or tanning and nust be approved before wearing
to work. T-shirts are considered weekend wear and not
pr of essi onal for work.
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e Shorts nust be worn with a shirt that wll dress up their
appearance to |ook professional and be of a respectable
l ength. No short shorts or cut offs all owed.

UNACCEPTABLE BEHAVI OR

Listed below is a list of itens that we consider unacceptable
and unprof essi onal . W give one witten notice on the first
of f ense. The second offense will be termnation. This wll be
strictly enforced.

e Sitting on the counters is NOT all owed.

e Using the laundry stool to sit behind the counter is NOT
al | oned.

e Eating behind the counter is allowed as long as you keep the
area neat and cl ean.

e Homework is NOT allowed. If all work is conplete, study the
t anni ng manual s.

e Using the conmputer for personal wuse or honmework is NOT
al | oned.

e Cell phones nmust be turned off while on duty and left in the
back room along with bags and purses.

» Personal phone calls are not allowed. Pl ease advise famly
and friends not to call you while you are working. Thi s
i ncl udes naking personal phone calls, unless there is an
enmer gency.

* Long Distance calls are NOT al |l owed.

* Friends or famly stopping by to visit is NOT allowed. They
di srupt you while you are working.

e |f you are not clocked in, do not come behind the front desk
count er.

* Do NOT sit in |lobby while you are waiting for clients to cone
out of their roons.

* You may not tan while working unless you have cl ocked out and
are on break.

« Patronizing any other tanning facility while working for our
Conmpany is unacceptable and will result in term nation. Unless
asked to do so by managenent.

TRAI NI NG

We | earn through training. No one ever reaches a point where
further training iIs unnecessary. Because experience alone is a
poor and expensive teacher, we encourage and expect you to
constantly seek training and take advantage of conpany prograns.
| nprovenent in both work habits and know edge is necessary to keep
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abreast of ever changing work techniques and industry. Enpl oyees
are required to participate in all conpany neetings and trainings.

SALES TO EMPLOYEES

Al'l enployees are required to have their supervisor ring up
any itenms that they may want to purchase. Enpl oyee benefits are
for permanent annual and seasonal enpl oyees only.

PARKI NG

Enpl oyees are asked not to park in front of the business,
pl ease keep those parking spaces open for our clients. W have a
desi gnated parking space for enployee use. Be aware of your
surroundi ngs, and have your keys ready to unlock your door. Report
any burned out Ilights in our parking lot imediately to your
supervi sor

TANNI NG
Tanning for nobst people, is a relaxing experience the client
| ooks forward to. It is our objective to ensure that this
experience is one that they will enjoy every tine they cone to tan.

Clients do not want a room that is dirty. Please make sure all
roons are cleaned imedi ately after use by a client. DO NOT allow a
room to remain dirty for any reason. Please nake each tanning
experience one of the best our clients have ever received.

CLEANLI NESS

Know how to properly clean and detail each wunit. Tanni ng
units should be cleaned imedi ately after each client has |left the
room It wll help stay on schedule and prevent the tanning
lotions fromdrying into the acrylics. One person should remain up
front, when possible, while the other cleans the room VWhen
wor ki ng al one and a room needs cleaning, listen for the door chine
and keep | ooki ng down the hallways for clients.

Every tine you clean a room you need to clean the top of the
unit, bottom of the unit, clean and replace the pillow, sanitized
bed sign, vacuum the floor, pick up any trash, reset the fan, turn
down the stereo, and place a client towel in the mddle of the
bottom acrylic (in the same place every tinme) nicely folded with
the towel facing the client as they enter the room with the
sanitized sign on top of the towl. Always clean the units in this
order so you don’t forget an item

Make sure the volune on the radios is at a confortable |evel
and that it is turned back to the proper station that the other
roons are set at.
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Pl ease keep up on the salon laundry. Allowi ng the salon towels
to get backed up wll cause disruption in our performance.

Enmpl oyees should trade off cleaning the units. If the store
is busy, the enployee with the nobst sales and conputer experience
shall remain up front.

Bef ore any enpl oyee | eaves their shift, all tanning units nust
be cleaned and the laundry nmust be transferred. This also includes
the hall itens to be stocked for use. Pl ease | eave your shift the
way you would like things to be when you get to work.

PROTECTI NG THE CLI ENT FROM BURNI NG

It is inmportant to understand how the tanning units work.
Tanners should start gradually. Never increase anyone’'s tine nore
than 2 mnutes at a tine. No one is allowed to tan twice in one
day. SUNBURN damages the skin, tan in noderation

It is the enployee’'s responsibility to not BURN the clients.
You are the professionals. Mst tanning salons do not use the type
of tanning lanp that we use, nor do they change their |anps as
regularly as we do. New clients are not used to the intensity of
| anps we have and need to start slowy, sone will listen to you and
your advice, but others wll insist on going longer than you
recommend for them It is your responsibility to educate them
about our equipnment and that it is harnful to over expose their
skin. It is better to have them be a little unhappy that you
reduced their tanning tinme than to have an angry BURNT client that
can sue us.

It is up to you to determ ne how long the client should tan on
their first visit in our beds based on their skin type. Any client
that insists on going |longer than we recommended wll not be able
to tan at Qur Salon. W do not want to start an argunent wth our
clients, but we are not in the business to burn people. W believe
in noderate, sensible and responsible tanning and to educate our
clients in the proper way to achi eve a base tan.

|f after explaining all these things to your client they still
insist on tanning for longer than you recommend, explain to them
this —

1. You value your job and don’t want to be termnated for
allowng them to tan longer than they should and possibly causing
theminjury

Every client nmust read and sign a consent form Consent forns
never | eave the building for any reason.
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M nors under the age of 18 nust have a parent’s signature on
the consent form A hand witten note from a parent is not
accept abl e.

EYE PROTECTI ON

Eye protection is nmade available to all clients for purchase.
All clients wusing a tanning bed nust use FDA conpliant eye
protection. You nust educate our clients on the inportances of
wearing eye protection. C osing your eyes, covering your eyes with
the client towel, or using sunglasses is not enough. Not using FDA
recommended eyewear while tanning could result in permanent damage
to the eye

KNOW YOUR CLI ENTS

By now you have noticed that indoor tanning has becone quite
common, but don’t assume that a client has tanned indoors before
Every new client nust read and understand the release form before

t hey tan. Then it is our responsibility to walk them back to a
room and explain our procedures and how our equipnent and tiners
wor k. This is a lot nore personal, and the kind of service we

provide is the key to custoner satisfaction.

Friendliness is the nobst inportant aspect of our business.
Wthout clients, none of us would have a job. Wen a client enters
the store greet them within 5 seconds even when you are working

with another client. Let them know that you see them and that you
will be right with them | f you know the client’s name, call them
by nanme, never guess. Always be friendly to the client as they

| eave the store, tell them to have a nice day, see you soon, and
al ways smle! The best way to gain rapport with our clients and the
hi ghest form of flattery is to address them by their first nane.
Always use a clients nane when speaking with them over the phone
and in the sal on.

We val ue custoner satisfaction as our nunber one goal. G eat
custoner service brings repeat clients and word of nmout h
adverti sement.

THE TANNI NG PROCESS

Tanning takes place in the skin's outernost |ayer, the
epi derm s. About five to ten percent of the cells in your
epiderms are special cells called nelanocytes. When exposed to
ultraviolet B light (short wave ultraviolet), nelanocytes produce
mel anin, the pigment that is ultimately responsible for your tan.
The pinkish melanin travels wup through the epiderms and is
absorbed by other skin cells. Wen exposed to ultraviolet A |ight
(l onger wave), the nelanin oxidizes or darkens. This darkening is
your skin’s way of protecting itself against too nmuch UV |ight.

18



Everyone has the sane nunber of nelanocytes in their body,
about 5 million. Hereditary dictates how nuch nelanin your body’ s
mel anocytes naturally wll produce. For exanple, the skin of
African Americans contains enough nelanin to create a black or
brown color, while the skin of Caucasians has less nelanin and is
pal e.

In order to nost effectively avoid overexposure, a tan should
be acquired gradually, according to the guidelines prescribed by
our salon. A sunburn, or erythema, occurs when to nuch ultraviolet
light reaches the skin and disrupts the tiny blood vessels near the
skin’s surface.

Wiy does a tan fade? Cells in the epiderms germnative |ayer
(also called the living epiderms) are constantly reproducing and
pushi ng ol der cells upward toward the horny |ayer (dead epiderms),
where they are sloughed off every 15 to 45 days, so about once a
nmont h. As your skin replaces its cells, the cells laden wth
mel anin are renoved. So the tanning process nust continue with the
new cel |l s.

Wen exposed to ultraviolet [|ight, mel anocytes in the
germnative layer produce nelanin, which 1is absorbed by the
surrounding cells. This <creates a protective barrier from
ultraviolet light reaching deeper, nore sensitive layers of the

skin. This whole tanning process is the body’s own natural defense
agai nst sunburn. By Law, indoor tanning facilities cannot say that
i ndoor tanning is safe. But, you can discuss the control offered
in the indoor tanning environnent.

SELL YOURSELF

The nost inportant thing to sell before you sell anything is
your sel f. Make the custoner |ike you. How may tinmes have you not
bought sonething that you kind of wanted but you just didn’t |ike
the sales person? Make them like you first by mrroring them
Always mrror the person (get in the habit)...if the person is being
quiet, you talk quiet. If the person is loud, you talk loud. If
the person laughs a lot, you laugh with them This nakes them I|ike
you better because you remind them of thenselves subconsciencly.
Try to see the world through their eyes, you can sell them
anyt hi ng.

Never give out pricing over the telephone. If a custonmer is
shopping tanning salons by telephone they wll ask you many
questions. Your #1 goal is to get that client into our salon and
make them happy while making them a paying custonmer of our
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establishnment. As a business when a new client calls to shop around
you have only ONE chance to nmake a first inpression! Wen dealing
with tel ephone inquiries keep your phone conversation short and get
them into the salon ASAP where you can give that client your
undi vi ded attention.

Exanpl e:

Custonmer calls: *“H, can you tell ne what you tanning packages
cost ?”

You: “Thanks for choosing Qur Salon today, we are very busy because
our services are very popular. W have many different types of
tanni ng equi pnent here in this one convenient |ocation for you and
therefore many different package options. | know that we wll
exceed your expectations while helping you attain your tanning and
skin care goals. W would love to give you a tour of our salon and
a tan this evening | have a few openi ngs toni ght between 6: 00pm and
7:30pm or tonorrow norning between 9:00 and 11:30 what tine would
be best for you?

Once you set a tine for that client to cone in, as quickly as
possi ble ask “Do you know where we are |ocated?” and if they say
yes...“Thank you we will see you then” and hang up! #1. you want to
get back to helping our in house clientele, they deserve your
undi vi ded attention. #2 You do not want to allow that new client to
ask any nore questions until they are in our salon where you can
give them relaxed undivided attention and educated answers. Wen
you are on the phone you are in a hurry to get off the phone and
help our clientele that is waiting for you to get off the phone and
help them You do not want to give the new client on the tel ephone
the inpression that you do not have time for themor they will tan
at another salon. You want to give a great first inpression and
al so convey the nessage that you have current clients in the salon
who need your attention because we are a busy and popul ar sal on.
Then they wll want to be one of those people comng to the nost
popul ar salon in town!

Renmenber, only through educating yourself can you effectively
and efficiently educate your clients. Educating your clients wll
earn their trust in you. Wen your clients trust you, they wl
pur chase what ever you recomend for them

ACKNONL EDGEMENT

| have read and understand all of the rules, policies, terns,
and conditions contained within this Enployee Handbook and | agree

to abide by them | understand that failure to do so may result in
disciplinary action up to and including the termnation of ny
enpl oynent . | understand that the rules, policies, terns, and

conditions contained within the Enployee Handbook are subject to
interpretation, review, and change by managenent at any tine.
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| agree that this enployee handbook shall not bind Qur Salon
to enploy ne now or in the future. | also understand that no
representative of Qur Sal on, except the owner, has the authority to
enter into an agreenent for enploynent for a specified period of
time or to assure ny continued enploynent or to assure any benefits

or terns or conditions of enploynent. | understand and agree to
the terms or conditions of enploynment and the policies in this
handbook. | understand that if | fail to conply with the policies
in this enployee handbook ny enploynent wmy be immediately
termnated. | understand and agree that the terns of ny enploynent
may not be nodified in any way by any representative of the Conpany
except the owner or nanager. | understand that any agreenent to

nodi fy the terns or conditions of ny enploynent nust be in witing
and signed by the owner or manager.

Enpl oyee Signature Dat e
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