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Our Educational Philosophy
Welcome to Natural Stroke, 3D/HD Brow, Micro Brow and Glamour Co. ™
We are very pleased that you have joined our team.

This Student/staff handbook outlines our rules and regulations, educational guidelines, and everyday school/facility procedures so that you can better understand what is expected as a student/staff member.  We believe education works best when it is student centered and less micro management.  Thus ensuring these proper guidelines, as our standards are to set the stage for the instructor to teach and the student to receive!
At Natural Stoke, we drive success from teamwork. Individual and unit growth are stimulated by the idea that many contributory minds working together can accomplish much more than an individual working alone, while still encouraging individual growth.
Success comes through education and implementation. As techniques change, as products improve, as new services are introduced, we will be prepared through education to satisfy the new demands of yours and our clients, thus ensuring your successful position in the future.

Success comes through change. We welcome it. Change is stimulating. Stimulated people achieve more, and achievers are successful.
Our philosophy is geared toward your future growth and security through teamwork, education, fulfillment and change. We are assured that we will continue to thrive as individuals and as a business.  But most of all, it is person centered, meaning we are always considering the needs of students and staff to make learning more positive and most of all fun, yet focused on outcomes. We consider our relationship with you, and the public to be the utmost of importance and promise to always work on conflict resolution to strengthen partnerships to all involved.  
From time to time, there will be roadblocks (this is part of the growing process). However, as long as you persevere, keep an open mind and have a positive mental attitude, you will succeed!
INTRODUCTION

This Manual is designed to acquaint you with Natural Stroke and provide you with information about working conditions and policies affecting your education as a student.

The information contained in this Manual applies to all students and employees of Natural Stroke.  Following the policies described in this Manual is to be considered as a student or employee of the Natural Stroke.  However, nothing in this Manual alters a student or employee status.  The contents of this Manual shall not constitute nor be construed as a promise of acceptance as a student or employee contract between the Company and any of its student/staff members.  The Manual is a summary of our policies, which are presented here only as a matter of information.

(You are responsible for reading, understanding, and complying with the provisions of this Manual.)

Our objective is to provide you with a school/work environment that is constructive to both personal and professional growth.

1.1 CHANGES IN POLICY

This Manual supersedes all previous student/staff manuals and memos that may have been issued from time to time on subjects covered in this Manual.

However, since our business and our organization are subject to change, we reserve the right to interpret, change, suspend, cancel, or dispute with or without notice all or any part of our policies and procedures at any time.  We will notify all employees of these changes. Changes will be effective on the dates determined by the Company, and after those dates all superseded policies will be null.

No individual supervisor or manager has the authority to change policies at any time.  If you are uncertain about any policy or procedure, speak with your Admin/supervisor.

1.2 STUDENT/STAFF APPLICATIONS

We rely upon the accuracy of information contained in the student/employment application and the accuracy of other data presented throughout the enrollment/hiring process.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in exclusion of the individual from further consideration for enrollment/employment or, if the person has been enrolled/hired, termination of enrollment/employment.

1.3 ENROLLMENT (STUDENT/EMPLOYEE) RELATIONSHIP

You enter into enrollment/employment voluntarily, and you are free to resign at any time for any reason or no reason, but are required to adhere to our policies for disenrollment if a student.  Similarly, Natural Stroke is free to conclude its relationship with any Student/Staff member at any time for any Breaking of said contracts entered into.  Following the probationary period, students/staff are required to follow the Enrollment/Employment Termination Policy (See Section 2.14). 

1.4 PROBATIONARY PERIOD FOR NEW EMPLOYEES

A new Student/Staff member whose performance is being evaluated, this will determine whether further action in a specific position with Natural Stoke will result in further probation.  
SECTION 2
EROLLMENT/STAFF POLICIES

2.1 NON-DISCRIMINATION
In order to provide equal enrollment and staff advancement opportunities to all individuals, enrollment and staff decisions at  Natural Stroke, will be based on merit, qualifications, and abilities.  Natural Stoke ™  does not discriminate in enrollment/employment opportunities or practices because of race, color, religion, sex, national origin, age or disability.

AABC will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship.  This policy governs all aspects of student enrollment/staffing, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Students/Staff with questions or concerns about discrimination in the workplace are encouraged to bring these issues to the attention of their admin/supervisor.  Student or staff can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in unlawful discrimination will be subject to disciplinary action, including termination.
2.2 NON-DISCLOSURE/CONFIDENTIALITY 

The protection of confidential business information and trade secrets is vital to the interests and success of Natural Stroke, 3D/HD Brow, Micro Brow and Glamour Co. Such confidential information includes, but is not limited to, the following examples:

· CURRICULUM DATA, ART WORK, FORMS, POWERPOINTS AND ALL INTELLECTUAL PROPERTY.
· Financial information, 

· Marketing strategies, 

· Pending projects and proposals, 

· Proprietary production processes,

· Personnel/STUDEN records, and

· Conversations between any persons associated with the company.

All enrollments/staff are required to sign a non-disclosure agreement as a condition of employment.

Students/staff who improperly use or disclose trade secrets or confidential business information will be subject to Legal action.

2.3 NEW ENROLLMENT/STAFF ORIENTATION

Orientation is a formal welcoming process that is designed to make the new student/staff member feel comfortable, informed about the company, and prepared for their position.  New student/staff orientation includes an overview of the company history, an explanation of the company core values, vision, and mission; and company goals and objectives. In addition, the new student/staff will complete any necessary paperwork.

Employees/Students are presented with all access internet codes on a payment completion as applicable, keys, and procedures needed to navigate within the workplace or website.  The new employee’s/students supervisor then introduces the new hire to staff throughout the company, reviews their job description and scope of position, explains the company’s evaluation procedures, and helps the new employee get started on specific functions. 

2.4 REFUND POLICY AND CANCELLATION SETTLEMENT
If a student’s attendance is terminated for any reasons by either party, prior to the scheduled date of completion that has been documented, the student shall not be obligated for a refund under any circumstances.
An applicant who is accepted by the school shall be not be entitled to a refund once payments are made.  If by any reason you cannot make the class, you may come to another date to have your monies rolled over.  This is regardless of payment is in form of electronic funds transfers, online payments, checks or cash.  
There is no refund of leaves of absences regardless of circumstances, personal, health, death, emergencies etc.
If student is a minor, and parent/guardian has cancelled enrollment there is still is no refund.
Grounds for termination as outlined in our handbook.

2.5 HOURS OF OPERATION

Natural Stroke and Associated Names:
Are by special appointment only.
This is subject to change based on enrollment.
2.6 LUNCH PERIODS

Student/Staff members are allowed a one-hour lunch break.  Lunch breaks generally are taken between the hours of [11 a.m. and 2:00 p.m.] on a staggered schedule so that your absence does not create a problem for co-workers or clients.

Students may only leave campus on lunch break, no other exceptions, students must clock out for lunch break.  If they should forget please speak to your instructor to document day.  You will not be penalized for this, or lose your hours.  However you must follow policy.
2.7 BREAK PERIODS/LEAVE OF ABSENCE/ATTENDENCE
If students/staff have unexpected personal business to take care of, they must notify their direct instructor/supervisor to discuss time away from school/work and make provisions as necessary. Personal business should be conducted on the student/staff members own time. If student or staff member is late, you must call in before your scheduled time to notify admin. 

For a leave of absence, Please notify in writing with details included to the admin office.  Upon approval you will receive a notice stating as such to be placed in file.  Student/staff member. 
If the student misses or falls behind/fail assignments or a test they will be issued a 30 day grace period to complete the above work.  Student agrees that missing time/and classes and assignments are their sole responsibility to finish and complete and failure to do so will put them behind.  It is the students responsibility to seek out information to complete any lost, missing assignments that effect their grading and graduation process.  
Students may attend classes for free for a lifetime, but are subject to restrictions such as material fee’s and availability. These classes would only include enrollment subject matter of each individual student prior to re audit.  This program is guaranteed to ALL students who are in good standing and have not been expelled or terminated and space/availability.
An unexplained absence of over five days, without written notice is subject to disenrollment. Expelled students have to reapply to natural stroke and ALL provisions and monies included as a new enrollment, and a 6 month waiting period to reapply.
Students who do not adhere to the break policy will be subject to disciplinary action, including termination 
Students may not leave campus during a break i.e, during class clocked time.  But are allowed to do so during lunch.  
2.8 PERSONNEL FILES

Enrollment by student and or staff files include the following: job application, résumé, records of participation in training events, salary history, records of disciplinary action and documents related to employee performance reviews.
ALL files/Documents are the property of Natural Stroke and associated names, and access to the information is restricted.  Management personnel of Natural Stroke who have a legitimate reason to review the file are allowed to do so.

Anyone who wish’s to review their own file should contact their supervisor.  With reasonable advance notice, the student/staff member may review his/her personnel file in AABC office and in the presence of their supervisor.

2.9 PERSONNEL DATA CHANGES

It is the responsibility of each student/staff to promptly notify their  admin/supervisor of any changes in personnel data such as:

· Mailing address,

· Telephone numbers,

· Individuals to be contacted in the event of an emergency.

An employee’s personnel data should be accurate and current at all times.

2.10 INCLEMENT WEATHER/EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, or power failures can disrupt company operations. The decision to close will be made by the Owner. 

When the decision is made to close the office students/staff will receive official notification from their admin/supervisors.

2.12 CORRECTIVE ACTION

Natural Stroke and it’s associated affiliated names,  holds each of its students/staff to certain rules and standards of conduct (see Section 4).  When an student/staff member deviates from these rules and standards, Natural Stroke, expect the admin/supervisor to take corrective action.

Corrective action at Natural Stroke and its associated names is progressive.  That is, the action taken in response to a rule infraction or violation of standards typically follows a pattern increasing in seriousness until the infraction or violation is corrected.  

The usual sequence of corrective actions includes an oral warning, a written warning, probation, and finally termination of the relationship.  In deciding which initial corrective action would be appropriate, a admin/supervisor will consider the seriousness of the infraction, the circumstances surrounding the matter, and previous record.

Though committed to a progressive approach to corrective action, Natural Stroke and its associated anmes considers certain rule infractions and violations of standards as grounds for immediate termination of employment.  These include but are not limited to: theft in any form, insubordinate behavior, vandalism or destruction of company property, being on company property during non-business hours, the use of company equipment and/or company vehicles without prior authorization by Owner, untruthfulness about personal work history, skills, or training, divulging Company business practices, and misrepresentations of AABC to a customer, a prospective customer, the general public, or an employee.

2.13 TERMINATION

Termination of enrollment status is an inevitable part of personnel and school activity, but there can be many reasons for termination.  Here is a partial list of some of the reasons in which a student/staff member could be terminated.
The use of drugs or alcohol on school premises, or during operational hours while in school.

Padding sheets or cheating in various ways to achieve school/peer merit. 
Disruption of classes

Obtaining credits by dishonest means

Insubordination to clients, staff, students, instructors or admin.

Violence/physical altercations.
Clocking in another student when the student is late or absent, or simply forgotten.

There is no refund if a student is terminated for any reason, unless outlined in this manual. 
When an student/staff member intends to terminate his/her relationship Natural Stroke and its associated names,  he/she shall give written notice of 30 days.
Since enrollment with Natural Stroke, is based on mutual consent, both the student/staff member and Natural Stroke will have the right to terminate relationship at will (See Section 2.3, Introductory/Probationary Period for New student/staff enrollments).

Any student/staff member who terminates employment with Natural Stroke or it’s associated names, shall return all files, records, keys, and any other materials that are property of Natural Stroke.  No final settlement of student/staff pay will be made until all items are returned in appropriate condition.  The cost of replacing non-returned items will 
Be deducted from any further exchanges. Furthermore, any outstanding financial obligations owed to Natural Stroke, will also be deducted from the final payment/nonpayment or exchange if one is due. We reserve the right to waive any and all fees or payments and, or exchanges.
2.14 SAFETY

Natural Stroke information to all student/staff about safety and health issues through regular internal communication such as:
· Training sessions

· Team meetings

· Bulletin board postings

· Memorandums

· Other written communications

Each student/staff member is expected to obey safety rules and exercise caution and common sense in all work activities.  Students/staff must immediately report any unsafe conditions to their supervisor.  Students who violate safety standards, cause hazardous or dangerous situations, or fail to report, or where appropriate, remedy such situations, may be subject to disciplinary action.

In the case of an accident that results in injury, regardless of how insignificant the injury may appear, students should notify their admin/supervisor or manager at once 
Learn where the fire extinguisher is located. If you do not know how to operate it, please ask management to review its usage.

Emergency number is 911.

All curling irons and heat equipment should be turned off at the end of each day.

Animals are not allowed in the salon/spa. Guide dogs are an exception.
2.15 HEALTH-RELATED ISSUES

Students/staff who become aware of any health-related issue, including pregnancy, should notify their admin/supervisor of health status.  This policy has been instituted strictly to protect the student/staff member..

A written “permission to return to functioning duties/work/school” from the student/staff doctor is required at the time or shortly after notice has been given.  The doctor’s note should specify whether the student/staff is able to perform regular duties as outlined in his/her job description, or if they are limited.
A leave of absence may be granted on a case-by-case basis.  If the need arises for a leave of absence, admin should be notified.  With leave of absence there is no refund, however upon admin review, student may contact admin to re enroll at no cost, but subject to availability. No extra supplies will be issued, but what was outline in contract and yet to be received.
2.16 STUDENT/STAFF REQUIRING MEDICAL ATTENTION

In the event an student/staff member requires medical attention, whether injured or becoming ill while at work, the student/staff members personal physician must be notified immediately, and is considered their responsibility to do so.  If it is necessary for the student/staff has to be seen by the doctor or go to the hospital, a family member/ambulance will be called to transport the student/staff member to the appropriate facility.  If an 
emergency where to arise, require Emergency Medical Services to evaluate the injury/illness of an student/staff member on-site, the student/staff member will be responsible for any fees/monies for any transportation charges.  Furthermore, AABC will not be responsible for transportation of another employee due to liabilities that may occur.

A physician’s “return to work” notice may be required.

2.17 BUILDING SECURITY

All students or staff, who are issued keys to the Natural Stroke are responsible for their safekeeping.  Doors are to remain open during normal business hours unless otherwise notified..
2.18 INSURANCE ON PERSONAL EFFECTS

All students/staff are responsible for their belongings and for the securing of them in locked areas.  Natural Stroke and its associated names are not responsible for lost, damage/stolen items, nor assumes any risk for any loss or damage to personal property.

2.19 SUPPLIES; EXPENDITURES; OBLIGATING THE COMPANY

Only authorized persons may purchase supplies in the name Natural Stroke. No student or staff member whose regular duties do not include purchasing shall incur any expense on behalf of Natural Stroke and its affiliated names by any promise or representation without written approval.  
Kits will be given and supplied to student on a as need bases and relevant to teaching module.  Students while in class use our products that will be dispensed through their instructor for each service.  
2.20 PARKING

Students and Staff members must park their cars in areas indicated and provided by the Company.  Parking is to remain vacant in front of salon for customers only.  Students and staff are asked to park on sides of building.
2.21 VISITORS IN THE WORKPLACE or WHILE IN CLASS 

To provide for the safety and security of students/staff, visitors, and the facilities at Natural Stroke and affiliated names, only authorized visitors are allowed in the workplace, unless a services are being rendered by Natural Stroke.  Restricting unauthorized visitors helps ensure security, decreases insurance liability, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.  

2.22 IMMIGRATION LAW COMPLIANCE

Natural Stroke and affiliated names. only United States citizens and those non-U.S. citizens authorized to work in the United States in compliance with the Immigration Reform and Control Act of 1986. 

All legal forms of identification will be accepted for enrollment and proper paperwork to be filled out in compliance will local and federal laws.
SECTION 3
STANDARDS OF CONDUCT

The work rules and standards of conduct for Natural Stoke are important, and the Company regards them seriously.  All employees are urged to become familiar with these rules and standards.  In addition, employees are expected to follow the rules and standards faithfully in doing their own jobs and conducting the Company’s business.  Please note that any employee who deviates from these rules and standards will be subject to corrective action, up to and including termination of relationship.
While not intended to list all the forms of behavior that are considered unacceptable in the workplace, the following are examples of rule infractions or misconduct that may result in disciplinary action, including termination of relationship with Natural Stroke and its affiliated names.

· Theft or inappropriate removal or possession of property;
· Phones shall be on vibrate or off.  Please remove yourself for a expected call.  All calls must not disrupt class.  Texting is prohibited while in class.  Please excuse yourself for any personal communications.  To many communications are frowned upon as it disrupts class.
· Falsification of timekeeping records (See Section 5.2, Timekeeping);

· Working under the influence of alcohol or illegal drugs (See Section 4.6, Substance Abuse);

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace (See Section 4.6, Substance Abuse);

· Fighting or threatening violence in the workplace;

· Boisterous or disruptive activity in the workplace;

· Negligence or improper conduct leading to damage of company-owned or customer-owned property;

· Insubordination or other disrespectful conduct;

· Violation of safety or health rules;

· Smoking in the workplace;

· Sexual or other unlawful or unwelcome harassment (See Section 4.3, Harassment, Including Sexual Harassment);

· Excessive absenteeism or any absence without notice (See also, Section 4.1 Attendance/Punctuality and 4.2, Absence without Notice

· Unauthorized use of telephones, or other company-owned equipment (See Section 4.4, Telephone Use);

· Using company equipment for purposes other than business (i.e. playing games on computers or personal Internet usage);

· Unauthorized disclosure of business “secrets” or confidential information;

· Violation of personnel policies; and

· Unsatisfactory performance or conduct. 
· Student must maintain a GPA of 80% to pass and graduate.
3.1 ATTENDANCE/PUNCTUALITY

Natural Stoke and affiliated names, students will be regular and punctual in attendance.  This means being ready, at their starting time each day.  Absenteeism and tardiness places a burden on class and scheduling, so please be advised to adhere to polices.  Students need to be clocked in no later than 15 minutes after the hour they are do to start class and must be dressed in proper uniform attire.  If student is more than 15 minutes late they must check in with admin office and fill out form stating reason for tardiness, and wait until next day to return to class.  This is in order not to disrupt teaching and respect of others in class.  If instructor feels the student will be missing out on a event, the instructor may over ride this decision and their discretion.
If there comes a time when you see that you will need to make up some hours other than those that make up your usual week, notify your admin/supervisor at least seven working days in advance.  Each request for special hours will be considered separately, in light of the student/staff needs and the needs of Natural Stroke and affiliated names.  Such requests may or may not be granted. ( Students will never be penalized financially for missing time if they abide by the rules.) set forth in this manual.
Scheduling Appointments

We have qualified personnel to take care of scheduling appointments, but in the event you are required to assist in an appointment, please remember that the impression you make when scheduling an appointment can determine whether or not the client will want to visit Natural Stroke and affiliated names. New appointments are essential to keep our business thriving! Never let the client feel that you are too busy to be bothered with scheduling an appointment. Instead, make the client feel that we are pleased to have their business. Always conduct yourself in a pleasant and professional way. 
7. Use proper grammar at all times.

Do say things like:                                   Do not say:
"Would you hold for a minute"              "Hang on"

"Yes"                                                          "Yeah"

"May I help you?"                                    "Can I help you?"

Information needed in a Client folder/Appointment Book

1. Client’s complete name, neatly.

2. 2. Day time phone number, proper charting is a must! 

      3. Service scheduled, chart filled out and reviewed.
      4. Request, Transfer, New Client, Walk-In
Each service provider has basic scheduling times for each service. These times are automatically booked by the computer when you select the service provider's name. 
3.2 ABSENCE WITHOUT NOTICE
Please see section 2.7
3.3 HARASSMENT, INCLUDING SEXUAL HARASSMENT

Natural Stroke and its affiliated names are committed to providing a work environment that is free of discrimination and unlawful harassment.  Actions, words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.

If you believe you have been the victim of harassment, or know of another employee who has, report it immediately.  Employees can raise concerns and make reports without fear of reprisal.

Any supervisor who becomes aware of possible harassment should promptly advise their supervisor who will handle the matter in a timely and confidential manner.

3.4 TELEPHONE USE

Please do not leave a client to take a phone call. If you need someone in the salon/spa to take a message for you, or the front desk may also take a message. It is vital to make the client feel like they are the most important person in the world to you!

Natural Stroke and its affiliated names telephones are intended for the use of serving our customers and in conducting the Company’s business.  

Personal usage during business hours is discouraged except for extreme emergencies.  All personal telephone calls should be kept brief to avoid congestion on the telephone line.

To respect the rights of all Natural Stroke and its affiliated names and avoid miscommunication in the office, students/staff must inform family members and friends to limit personal telephone calls during working hours.

No personal electronic devices are to be on the floor/In class.  All cell phones must remain in lockers or handbags.  
No texting unless on break.

Not texting on floor!.or in class, or during services provided.

No phone calls unless on break!
If an employee is found to be deviating from this policy, he/she will be subject to disciplinary action (See Section 3.12, Corrective Action). 

3.5 UNIFORMS AND PUBLIC IMAGE

A professional appearance is important anytime that you come in contact with customers or potential customers.  Employees should be well groomed and dressed appropriately for our business and for their position in particular.

The following items are considered inappropriate working attire for Natural Stroke or its affiliated names:

· Torn or ripped clothing or exposed midriffs
· Spaghetti straps, tank tops, tube tops, and bra straps (including bra straps should not be showing)
· Sweats of any type or jogging pants
· Logos which may offend others
· Overly casual clothing including short shorts or sort skirts, beachwear (including flip-flops), low-cut clothing or clothing that is not clean.
· Your hair should be well maintained and fashionable
· Students must wear name tag at all times.  If you should forget one, a temporary one will be issued for the day and is the property of the schools.  Lost tags are subject to a charge of $25 for replacement.
· Your clothing should reflect current fashion trends. If in doubt, check with a team member.
· Please have hair and makeup done before you clock in, not during class time, unless it is a part of class curriculum.
· Approved and standard uniform is all that is acceptable.  Aestheticians shall wear white scrubs and white shoes that are closed toe, Cosmo/Nail program shall wear black scrubs with black shoes that are also closed toe.  High heels are not acceptable.
· Student shall not be able to be clocked in with inappropriate attire. 
· Students shall not sit on floors in class, hallways or equipment. 
· Students shall take breaks outside on the sides of school building, never in front.
· Students shall smoke in designated areas.
· Students shall not lounge on front couches or near the admin room/hallway, unless it is business related to admin.
· Students may sit in salon teaching areas and class room desks/massage tables. 
Consult your admin/supervisor if you have any questions about appropriate business/school attire.

Since we strive for professionalism in all areas of our school and working environment, it is important that we also portray that image in our own appearance. Dress for success. 

3.6 SUBSTANCE ABUSE 

Natural stroke is committed to providing a safe and productive school for its students/staff.  In keeping with this commitment, the following rules regarding alcohol and drugs of abuse have been established for all staff members, regardless of rank or position.  The rules apply during working hours to all members of  while Natural Stroke and its affiliated names, they are on Company premises or elsewhere on Company business.

The manufacture, distribution, possession, sale, or purchase of controlled substances of abuse on Company property is prohibited.

Being under the influence of illegal drugs, alcohol, or substances of abuse on Company property is prohibited.  This is regarding students/staff, and if necessary the public.  We will reserve the right to refuse services to the public if we suspect they are under the influence.
Working while under the influence of prescription drugs that impair performance is prohibited.

So that there is no question about what these rules signify, please note the following definitions:


Company property: All Company owned or leased property used by employees.

Controlled substance of abuse: Any substance listed in Schedules I-V of Section 202 of the Controlled Substance Act, as amended.

Drug:  Any chemical substance that produces physical, mental, emotional, or behavioral change in the user.

Drug paraphernalia: Equipment, a product, or material that is used or intended for use in concealing an illegal drug, or otherwise introducing into the human body an illegal drug or controlled substance.

Illegal drug:  
a. Any drug or derivative thereof whose use, possession, sale, transfer, attempted sale or transfer, manufacture, or storage is illegal or regulated under any federal, state, or local law or regulation.

b. Any drug, including – but not limited to – a prescription drug, used for any reason other than that prescribed by a physician.

c. Inhalants used illegally.

Under the influence: A state of not having the normal use of mental or physical faculties resulting from the voluntary introduction into the body of an alcoholic beverage, drug, or substance of abuse.

Consistent with the rules listed above, any of the following actions constitutes a violation of the Company’s policy on drugs and may subject an employee to disciplinary action, up to and including immediate termination.

Using, selling, purchasing, transferring, manufacturing, or storing an illegal drug or drug paraphernalia, or attempting to or assisting another to do so, while in the course of employment.

Working or reporting to work, conducting Company business or being on Company property while under the influence of an illegal drug or alcohol, or in an impaired condition.

3.7 TOBACCO PRODUCTS

The use of tobacco products is not permitted anywhere on the Company’s premises except in authorized and designated locations. Students must follow all rules posted in designated smoking areas and adhere to all policies associated with this policy (See Sections 2.7, Break Periods and 2.15, Safety). Smoking is not permitted anywhere in the salon/spa. There are no exceptions.

3.8 INTERNET USE

Natural Stroke and its affiliated names students/staff are allowed use of the Internet and e-mail when necessary to serve our customers and conduct the Company’s business. 

Students/staff may use the Internet when appropriate to access information needed to conduct business of the Company, this would include students use at appropriate time of laptops and tablets for instruction purposes during class.  This is always under the direct supervision of instructor with their permission.  Instructor has the expressed right to delegate times of usages, or restrict use of it.
Use of the Internet must not disrupt operation of the company computer network.  Use of the Internet must not interfere with an employee's productivity.  Students and staff are responsible for using the Internet in a manner that is ethical and lawful.  
Internet messages are public and not private.  Pleasure Paradise Salon and Spa reserves the right to access and monitor all files and messages on its systems.

4.2 TIMEKEEPING

Natural Stroke and its affiliated names, Clocks all hours via electronic time clock.  The clock is the final word.  Hours are then recorded and transmitted on a regular bases to appropriate parties.
Authorized personnel will review time records each week.  Any changes disputed must be done in writing to admin.
4.3 OVERTIME CLOCKED HOURS FOR STUDENTS AND STAFF
Over hours for each student/staff, is case by case bases, and per board of cosmo laws, this would also be apon admin written approval to be awarded the right to pursue there of.  
Walk-in clients
1. We will go in a specific order for walk –in clients.

2. If you are busy, you will be the next person to have a walk-in

3. We will not go out of order; this procedure will be fair to everyone.
4. Request for specific students if open, is allowed at time of booking.
Holidays

    Natural Stroke and it’s affiliated names,  will observe the following holidays by closing for the time specified. The holidays will subject to change for spring and winter breaks at subject to change without notice.
New Years Day

Christmas Eve (1/2 day)

Christmas Day

July 4th
Thanksgiving Day

4.5 JURY DUTY/MILITARY LEAVE
Students/staff will be granted time off to serve on a jury or military leave or refunds on enrollment..  However, all regular employees both full-time and part-time will be kept on the active payroll until their civic duties have been completed.  A copy of the jury duty summons and all other associated paperwork are required for the enrollement file.

SECTION 5
EMPLOYEE COMMUNICATIONS

	
	

	
	


5.1 STUDENT/STAFF/GUEST SPEAKER MEETINGS

These informative meetings allow student/staff to be informed on recent changes activities, changes in the workplace and employee recognition. 

5.2 BULLETIN BOARDS
Bulletin boards placed in designated areas provide students access to important posted information and announcements.  The student/staff member is responsible for reading necessary information posted on the bulletin boards.   

5.3 SUGGESTION BOX
Natural Stroke and it’s affiliated names encourages students/staff who have suggestions that they do not want to offer orally or in person to write them down and leave them in the suggestion box.  If this is done anonymously, every care will be taken to preserve privacy.

5.4 PROCEDURE FOR HANDLING COMPLAINTS
Under normal working conditions, employees who have a job-related problem, question or complaint should first discuss it with their immediate supervisor.  At this level, student/staff usually reach the simplest, quickest, and most satisfactory solution. 
We have a open door policy, while the door is open in admissions..please feel free to come in without a appointment to discuss a relevant issue, we are here to help.  You may make a appointment if you like for another time, if time is not allotted for both parties.
SECTION 6

GENERAL INFORMATION

6.1 GUEST DISCOUNTS   (none)
6.2 STUDENT SERVICE DISCOUNTS

Staff member must wait 30 days after starting employment to receive services at a discounted price, THIS MUST BE APPROVED BY ADMIN.  Students/staff members’ family must pay full price.
6.3 STUDNENT/STAFF RETAIL DISCOUNTS

Employees may purchase products for themselves or a direct family member at the front desk using an employee discount. Other relatives or friends must purchase at full price.

6.4 STUDENT/STAFF DUTIES

Your personal station must be kept clean during and after every guest.  (every service is to be cleaned up after wards…regardless!!) upon release of client to desk, student must promptly return and clean area.  
The reception area is for guest to relax in, not students/staff.  This includes, but not limited the couches.
Each staff member is responsible for their own mess. (I.e. color ink bottles & bowls, perm rods, towels, sheets etc.) Although support staff will assist in keeping things neat and clean, it is each person’s responsibility to clean up after themselves and in a timely manner.  This is very much about your professionalism, and proper salon/spa conduct.
Proper sanitation procedures must be implemented in order to keep the business operational, and with in AZBOC.
Each employee is expected to clean their own space hourly, and daily.
 Students are required to inspect their areas at end of the day, and do a routine shut down protocols.  Protocols will be given to each student.  This is to maintain the health of the spa/salon school, and ready for job preparedness.
Cleaning Duties

The following cleaning duties are to be performed daily: By staff/Students  
THESE ARE OUR AREAS OF USE, WE HAVE TO MAINTAIN AS WE CREATE THE SOIL AS A UNIT.
1. Proper maintenance of salon equipment
2. Cleaning and sterilizing of tools
3. Laundry
4. Making coffee and cleaning coffee maker (staff)
5. Daily clean-up duties after each shift/service 
2. All areas are to be maintained in working/clean/order, this includes a 360 degree approach, of waste, walls and floors.  This is the STUDENT responsibility with the instructor’s oversight. 
You should attend our product knowledge classes and become familiar with all our high quality professional products as well. After the service provider recommends products for a client and records recommendations in the client file, you will follow through by closing the sale if necessary.

Retail Duties:
1. Start retail sales if opportunity arises

2. Close retail sales according to service provider’s recommendations

3. Complete daily and weekly inventory reports

4. Keep retail area clean and stocked at all times

5. Learn product knowledge for all products
Bookkeeping Duties:
1. Student/staff member must record/log daily activities as needed..

General Responsibilities:
1. Support this salon/spa handbook.
Professionalism
Code of Professionalism

As a salon professional, you are a caring, open-minded individual. You are well educated in your field and have the ability to utilize all of your knowledge to benefit your clients.

As a salon professional, you are able to put your own ego aside in order to better contribute to the Salon Team.

As a salon professional, you have developed your listening talents and are able to communicate with your clients and teammates without intimidating them.

Professionalism is an intangible concept. It is a balanced combination of education, honesty, talent and common sense.

Pulling it all together in the salon/spa is not an easy task, but through cooperation, teamwork, and a few guidelines, we can be successful.

Guidelines to Professionalism

1. Listening to your client - the most difficult skill to learn, but the most valuable once mastered.
2. Service to the best of your ability all of your client’s needs. Never deny him/her the proper amount of service time.

3. A consultation with every client prior to shampooing is the most professional way to establish good communication and avoid employee errors. Always quote prices for a new service on either a new or a regular client. Sell the service first, and then the price will not be paramount.

4. Teamwork and cooperation between service providers will make everyone’s day go better. Help your teammates whenever possible, no matter what their level within the salon/spa. Each individual member of the team serves an integral part in the success of the salon/spa.

5. Avoid gossip between clients and/or co-workers.

6. Support the expertise of your teammates.

7. Personal-conversation between working employees will make a client feel superfluous (unwanted).

8. Use proper grammar at all times.

Communication within the spa/salon/school
Through effective communication, a group of individuals with a common goal will come together to form a strong team and work as one unit to the benefit of all.

Communication decreases misunderstandings between team members and increases cooperation on a day-to-day basis within the salon/spa.

Communication aids in educational growth through information exchanged during workshops and staff meetings, as well as one-to-one discussions between employees about daily work with clients.

Communication with Clients

 Effective communication with a client will greatly reduce stress for the service provider. When you acquire a thorough comprehension of client’s needs, mistakes and misunderstandings are eliminated. The service provider can proceed with servicing the client, knowing that he/she and the client have a mutual understanding of the desired results.

Good communication with a client is one of the most effective tools to building a clientele. It promotes a trusted and relaxed atmosphere for a skeptical or unsure client. A client who is pleased with the service rendered and who feels comfortable and secure with the salon/spa staff will promote the salon/spa through word-of-the-mouth much more readily than a client who is serviced well, but in a brash and hurried manner.

Communication skills are easily learned but sometimes difficult to put into practice. They will be constantly stressed throughout our training programs - sometimes more so than the service skills themselves, because without communication skills, even the most talented service provider will be ineffective and not survive in this industry.

General Communication Skills

Communication skills determine how well you interact with people in general - including your clients and co-workers. You can develop more effective communication skills by practicing the techniques of maintaining eye contact, listening, leading, giving feedback, and proper questioning.  Listen more…talk less.
1. MAINTAINING EYE CONTACT: The most important part of effective communication is maintaining eye contact. Look into the other person’s eyes while speaking or listening... It shows that you are interested and paying attention.

2. LISTENING: To avoid misunderstandings, give the other person a chance to put their point across without interruptions. People tend to stop communicating when they don’t have a chance to finish thoughts they originally wanted to share with you.

3. LEADING: Make comments and ask questions that encourage the other person to continue communicating in the direction you want.

4. GIVE FEEDBACK: Help the other person understand your position throughout the conversation by responding to statements made. Feedback enables the other person to clarify any misunderstandings and encourages him/her to continue communicating.

5. QUESTIONS:

A. Closed Questions - Require very brief answers (yes, no, name, number etc.) and usually begin with: Do you, who, when, where, how many, how often, etc. Ask closed questions when you want to receive minimum, specific information. Closed questions enable a questioner to lead the conversation.

Example: "Do you live in the country or in the city?"

B. Open Questions: Require lengthy, descriptive answers and often begin with: How, why, and what. Ask open questions when you want to receive maximum, detailed information. Open questions enable the speaker to lead the conversation.

Example: "How did you choose your profession?"

Client/Service Provider Communication

Effective communication between client and service provider is essential to ensure client satisfaction. Even the most talented service provider may encounter dissatisfied clients due to misunderstandings that resulted from a lack of or ineffective communication.

As a professional, you can increase your understanding of client needs and greatly reduce the risk of client dissatisfaction by following the steps below:

1. Determine client needs or "The Discovery Steps":
The first step toward client satisfaction is, understanding your client’s expectations. Always encourage your client to express his or her wants and needs. This is also a good opportunity to gather information about the client’s life-style.

2. Listen:
Give your full attention to what your client is saying. Careful listening is important to avoid misunderstandings.

3. Questions:
Ask closed questions to receive specific information about your client’s needs and pinpoint any problem areas.

4. Repeat Needs:
 Confirm your client’s needs or problems by repeating them.

5. Fulfill Needs:
Provide the service and/or professional retail recommendation that will fulfill your client’s needs.

Communicating with Different Client Personalities

Different clients need different kinds of guidance and attention.

Although each client should be treated as an individual, it takes a long time to develop an understanding of each client’s needs. Until you get to know a client well, the following guide may help you to recognize his/her basic personality type so that you can provide the kind of attention he/she may need.

Personality Type: Happy-Go-Lucky, very positive

Attention Needs: Tends to be daring, attitude, self-confident, Looks for challenges.

Personality Type: Very negative or insecure. General appearance is very important.

Attention Needs: Tends to stick with one style for a long time. Will change in a trust situation.

Personality Type: Timid or introvert. Needs a lot of inspiration.

Attention Needs: Appearance important. Needs motivation.

Personality Type: Determined and self-confident. Usually very successful, may be a most loyal client.

Attention Needs: Will tell stylist what they want and how they want it.

Dealing with the Problem Client

When dealing with a problem client, it is important for you as a professional, to remember that Natural Stroke and its affiliated names image can be damaged more by one dissatisfied client than it can be improved by ten satisfied clients! Please inform your instructor if this should happen.  Clients are made aware that all services are provided by students and should be respected as such.  Unrealistic expectations will be dealt with by instructor and management to protect student from such harrassments and further complications that could arise.  
If there is a personality clash between you and your client, try the "kill them with kindness" approach, remember to stay calm. When you love your enemies, they will find it hard to fight back.  Think…and go back on your knowledge base of your education, go slow to prevent issues.
If you still have problems satisfying your client, please again speak to your instructor/manager who  might be better able to fulfill the client’s needs by another method. No service provider can be a specialist in every type of service. Perhaps a teammate would do a better job with a certain type of service. 
Client Consultation and Case Studies
The client consultation is the greatest opportunity for you to determine precisely what your client needs. Take advantage of this time to learn as much as you can about your client’s hair, skin, and nail needs, as well as their style, preferences and general life-style. The steps listed below are a guide to conducting a thorough client consultation/case study.  All students are required to perform at least 2 case studies while enrolled, this is done while you are clocked in for your student hours during class time.  
1. Read the client’s file before a consultation whenever possible.
2. Greet and seat client in styling chair for a consultation. Don’t forget a firm handshake and eye contact.
3. Look at general body shape and height of client. Notice how the client has combed their hair, or skin conditions. Generally, hair is combed or makeup application applied to what the client is most comfortable with.
4. Ask questions, such as: "What are your top three concerns?" (Pictures are often helpful) "What is your daily styling/skin routine?" and "How much time do you spend on your hair,skin etc. each day?"
5. Examine hair and skin. Notice facial shape and growth patterns, and overall general skin tone/health. Listen to client’s likes and dislikes during consultation. Make sure you and the client are speaking the same language. Repeat what she has said, and mirror the same information she has spoke about. Offer a few suggestions, and wait for her response.
6.  If doing hair,brush hair into desired shape to see if client is happy with the style. Do not make final decision on new style until after shampooing!
7. When doing Shampoo/condition hair/facial/body treatment or hand treatment, explain to the client the products used and the reason for using them on his/her hair. While shampooing, check for condition, thickness, texture, head shape and chemicals used on hair, same applys for face/body and hands.
8. If  combing the hair, look for growth patterns, notice movement. Ask questions, such as: "How often do you like to have your hair cut? Ask about chemical services. What they had in the past and if they were happy with the results?
9. Confirm desired style and proceed with cut or chemical services/ facial/body treatment/hands
10. During finishing, teach your client how to maintain the skin/nail treatment or hair style. Include styling techniques/personal grooming and proper products to be used at home.
11. To close the sale, take the client to the retail area and place the products in the client’s hands, or recommend product by placing on counter near check out. Again tell the client why you recommend these products for their special needs. Remember, we are problem solvers, not just salespeople. Inform checkout receptionist of the product recommendations, so they can ring up sale.  We offer incentives for sales, they are forever changing, so please inquire of the instructor on duty. 

2.  Tips for students will be handled by the reception area and dispersed at the end of the day by instructor.
Pricing

Our pricing policy is structured "A La Carte’ per service or course. The system records separate pricing for each service provider’s level in the salon, and separate pricing of services for each department of the salon.
Students cannot change or suggest/change to a new price.
Pricing is determined for each service according to the cost of the supplies used and the time involved to complete the services.

All prices are readily available in the reception area of our salon.

No service provider may charge less than the listed price without management approval.

Any employee may do family members in the salon as long as it is on your time or in a slow period of the week. Please check with the management to okay times. A family member can be ‘bumped’ if a client wishes to come in at the same time.

Refunds and Credits

If a client remains dissatisfied with the service provided despite your efforts to please them, management will determine whether the client should receive a refund, a credit, or corrective service. Services may not be performed free of charge without permission from management.

To prevent damage to client’s clothing or jewelry, it is the service provider’s responsibility to see that the client removes jewelry and change in to a robe before any chemical service is performed.

Retail Philosophy

As a salon/spa professional, it is important to note the following relationships that exist between today’s salon/spa clients and professional retailing.

1. Today clients not only expect, but demand total service within the salon/spa.
2. Because many clients visit the salon/spa only once every five to seven weeks, home maintenance programs are more important than ever before.
3. As their awareness of products and ingredients increases, clients want to know more about professional products and what formula is best for their particular needs.
4. Each client is entitled to quality products and your professional recommendation to help maintain his or her hair and skin at home.
5. As technology improves and new products become available, you as the salon/spa professional must be open to change and continually update your knowledge of salon retail product lines.

By keeping the following points in mind, you can complete the total service relationship desired by your clients, and fulfill their expectations of the salon professional in the new century.

Retail Policy or up sale
It is our policy to retail products through professional recommendation based on client analyses and product knowledge - not to sell products for the sake of selling. Remember that selling retail to our clients is always based on need, not on sales quotas. If you, as the salon/spa professional, have done your job in servicing and consulting with the client, there is no need for high pressure sales tactics to complete a sale.

It is your responsibility to recommend the proper products for each client and to teach him or her how to use the products at home to maintain optimum condition of tattoo, hair, skin, etc. between artist/salon/spa visits.

It is also your responsibility to prepare yourself to retail products by increasing your knowledge of the professional products we carry. Education is the key to building your confidence in retailing so that you feel comfortable in recommending products on a daily basis. Learn as much as you can about each product, its features and its benefits. The salon/spa will support you in this endeavor by offering new product knowledge classes in conjunction with our regular training classes.

Always remember that retail recommendation is an important part of completely servicing our clients’ needs. As you learn to service these needs, you also guarantee your professional growth.

You will be required to attend our product knowledge classes and become familiar with all our high quality professional products. After the service provider recommends products for a client and records recommendations in the client file, you will follow through by closing the sale if necessary.

Retailing Can Be Fun!

If you remember that retailing is simply an extension of totally servicing your client, and you believe in the professional products we use in the salon/spa, you will discover that retailing can be a rewarding experience! To help you learn to retail successfully, please note the following important points.

1. Get your client’s complete attention. A retail sale cannot begin unless your client is seriously listening to you.
2. Maintain eye contact. Eye contact is the best way to hold your client’s attention. But don’t overdo it! Staring or standing too close to your client will make them feel uneasy.
3. Listen. You can learn a lot about your client’s retail needs if you really listen to what they say during your consultation and service time. A general rule is 80:20, client talks 80%, stylist talk 20%.
4. Know your product. Product knowledge is essential for proper recommendation. Remember that today’s client knows more about products than ever before.
5. Be professional by conducting yourself as a pro! Thorough knowledge of the salon/spa’s retail lines will help you do this with ease.
6. Give your client a reason to buy. Explain the product’s features and benefits, such as: "Since you use a blow dryer and curling iron, this conditioner would be great for your hair because it protects against damage from thermal styling aids."
7. Allow your client to examine the product. After you have thoroughly explained the features and benefits, let your client feel, smell and hold the product.
8. Answer questions and uncertainties. Remove all doubt before you close the retail sale by responding positively to negative comments, such as: Client: "I’d never pay that much for a bottle of shampoo".
Service provider: "The price per bottle may be higher than you are used to paying, but because it is highly concentrated, you will actually be getting more for you money."
9. Maintain a positive attitude. Don’t accept rejection as something personally directed toward you. Try again!
10. Close the sale. You must always remember to ask for the sale. Timing is important; do not continue to sell the product after the client has indicated readiness to buy.

Education  In-salon on floor
In-salon workshops by guest speakers are provided by AABC at no cost to you. Participation in these workshops will sometimes be mandatory. Dates and times will be given to you well in advance of class times.

Natural Stroke ™ and its affiliated names  Social Events

AABC will host a Christmas Party each year. The time and place will be announced well in advance of the event. Each member of the team will be encouraged to bring a guest.

Staff/Student Meetings

Staff meetings are held every Tuesday morning from 8:00am to 9:00 a.m. All staff is required to attend. 
Our meetings provide an opportunity for all staff members to communicate with each other and with management. Meetings include discussions of:

• New product knowledge/placement.
• Class updates, curriculum overviews, task/goal delegation. 
• Future advertising promotions
• Personal or client problems in relation to student/staff moral
• Any revisions in the handbook or policies, or student handouts
• Plans for advanced/seminars/continuing education and trade shows/promo
All members of the team are urged to participate in group discussions. New ideas are always welcome, many minds make it happen! We are open to your suggestions, and appreciate your working knowledge to the industry.
State Board Regulations
In addition to Natural Stroke policies, each student/staff member is expected to adhere to the rules and regulations set forth by the Arizona State Board of Cosmetology as it applies. Failure to comply with these regulations will result in immediate Probation and a formal meeting with the manager and/or Owners. Any penalties or fines for violations assessed to an individual by the Arizona State Board of Cosmetology are the sole responsibility of the offending party. 
We welcome to Natural Stroke ™  team and we look forward to a long and EDUCATIONAL association.
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