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EMPLOYEE HANDBOOK

Bilancio means balance.

At Bilancio our mission is to create balance in every service we provide, as well as, in our own daily lives. We do this by continuing to care for our environment, by the products we use and the way that we strive to set an example in our community in our hope for balance and creativity.

WELCOME!

Dear Associate:

Welcome to Bilancio!  We are pleased that you have chosen to be a part of our team of professionals and look forward to building a strong, positive relationship.

You have joined a salon that has established an outstanding reputation for quality products and services.  Credit for this goes to every staff member, and we hope you, too, will find satisfaction and take pride in your work here.  Bilancio represents a group of highly trained professionals and personnel dedicated to providing every one of our guests with outstanding service.  You are a vital part of our guest's experiences. 

To help you become familiar with Bilancio, we have created this Salon Handbook to provide basic guidelines and information on what is expected of you and what you can expect from the company.

From time to time, the information in this handbook may change.  Every effort will be made to keep you informed of policy changes. 

Compensation and personal satisfaction gained from doing a job well are only two of the reasons most people work.  Most likely, many other factors count among your reasons for working: pleasant relationships and working conditions, career development, promotion opportunities, and employee benefits are just a few.  Bilancio is committed to doing our part to maximize the potential of your satisfying work experience. 

We look forward to working with you, and hope your experience at Bilancio will be happy and enriching one.

Nina Pelfini

Owner

Introduction
This handbook does not constitute a guarantee that your employment will continue for any specified period of time or end only under certain circumstances. Nothing in the handbook constitutes an express or implied contract of employment or guarantee of any benefits. Employment at Bilancio Salon is a volunteered employment – at will – relationship, meaning that either the company or the employee may end the employment at any time for any reason with or without notice or cause.
The contents of this handbook may change from time to time to reflect changes in laws, policies, and procedures pertaining to your employment and the benefit offered by Bilancio Salon. The most up to date copy may be found in the office at your request for your review. 
Last revised, 1/2021.
Bilancio Salon, herein also referred to as Bilancio, has developed this handbook as a guideline for answers to questions that may be frequently asked by employees. All policies, procedures, terms and conditions of the employment relationship are subject to change. Specific questions concerning this handbook should be directed to your supervisor.
The information in this handbook applies to all Bilancio employees. No management official, other than the owner of the Salon, has the authority to enter into any agreement contrary to the included policies or make any oral assurance or promise of continued employment.
Please read this handbook thoroughly. You may review any part of the handbook on the Salon’s computers or read a hard copy version. If you desire, a copy may be printed pertaining to any topic for your personal review.
If, at any time, any policy, procedure, rule or regulation of the Salon is in conflict with, or in violation of any Federal, State, County or City law, those laws will govern and our policy will be changed accordingly.
The information in this handbook is intended as a summary of Bilancio procedures. If there is any question as to the meaning or intent of any information contained in this handbook, the Salon policy in full detail will govern. The owner will make any final decision as to the applicability of any policy.

Conflict of Interest

The Salon expects its employees to exercise the utmost good faith in the performance of their duties. Doing your job correctly requires your full concentration. As an employee, your first loyalty is to the salon and its guests.
Employees have the obligation to avoid any business interest or relationship, financial or other that might adversely affect or influence their judgment in the performance of any salon services or which might tend to impair public confidence in Bilancio.

Confidentiality of Information

It is vital that the Salon maintains the confidentiality of all business operations, activities, and affairs. If, during employment, you acquire confidential or proprietary information about the salon, such information must be handled in strict confidence. Do not discuss any Salon affairs with non-Salon employees. Remember that you are also responsible for the internal security of such information.

The protection of confidential business information and trade secrets is vital to the interest and the success of the Salon. Some examples of confidential information include:
• Guest profile information, including contact methods, and formulas
• Financial and sales information
• Pending projects and proposals
• Business and marketing strategies
• Education materials and processes

Employees will not seek to benefit personally nor permit others to benefit from the use of confidential information obtained as a result of their work assignment. No employee may use or disclose any confidential or proprietary information, directly or indirectly, without specific written authorization from Bilancio owner either during your employment with Bilancio or after your termination.

Employment Arrangement

Although we hope that your employment with Bilancio is long-term, employment with the Salon is at will. This means that either you or the Salon may terminate this relationship at any time, for any reason, with or without cause or notice, so long as there is not violation of applicable law. Any employment agreement entered into by management shall not be enforceable unless in writing.

We will do our best to help you make a success of your position but most of the successes you experience will result from your own effort. We hope that your employment relationship with Bilancio will be a rewarding experience.

Introductory Period For New Employees

All new or re-hired employees are subject to a thirty (30) day introductory performance period to verify skills, capabilities and sustainability to our organization. This gives both the employee and Bilancio an opportunity to determine if the position is a “fit” for both parties. The designation of this time frame does not constitute an obligation on the part of Bilancio to retain the employee until the end of the specified period. During this time, or at any time during employment, either the employee or Bilancio may terminate the working relationship without cause.
Willful Termination

Should you decide to leave the employment of Bilancio, we ask that all employees provide Bilancio Management with a two (2) week notice.  The employees' thoughtfulness and professionalism will be appreciated and will be noted favorable should the employee ever wish to seek a favorable reference from Bilancio. 

No former Bilancio employee may use the Bilancio name, image or any such likeness in any verbal or written form of advertising without written permission from the owner of Bilancio.

Open Door Policy

Your relationship with Bilancio and its leadership team, including your direct supervisor, Manager, and Bilancio’s Owner, is an extremely open one. The best way to develop a lasting relationship is to be honest, open, and frank. It is vital that any challenges be discussed openly, so that a fair solution may be reached. Most challenges may be solved, but if they are not discussed when they first occur, they usually become more serious. An informal discussion between an employee and their supervisor is recognized by the most effective means preventing and solving challenges. It is our policy to assure each employee that it is his/her right and privilege to follow a formal procedure without fear of censure or reprisal. When a challenge arises, discussing the challenge with your supervisor is encouraged as a first step. If you do not believe a discussion with your supervisor is appropriate or the challenge was not resolved, request a meeting with the Manager.

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

Our leadership team has an open door policy allowing you to discuss any questions, challenges, complaints, or suggestions that may arise as a result of your position.

Harassment and Sexual Harassment Policy

We believe that every employee should be treated with common decency and courtesy. It is illegal and against the policies of the Salon for any employee to be subjected to harassment, including, but not limited to, harassment based on race, religious affiliation, color, age, sex physical/mental disabilities, national origin, ancestry, medical condition, marital status, sexual orientation or any other basis protected by federal, state or local law.

Complaints should be reported to the Owner, and will be immediately investigated by authorized personnel. The name of the person(s) involved must be disclosed in order for an investigation to be initiated. Information about the reporting party will be kept confidential or released only on a “need to know” basis.

Workplace Violence

It is the policy of the Salon to expressly prohibit any acts or threats of violence by any employee or former employee against any other employee in or about the facilities or elsewhere at any time. The Salon will not tolerate any acts or threats of violence against its employees, guests, or visitors at any time while engaged in business with or on behalf of the Salon, or on the premises.

Employees have a “duty to warn” their immediate supervisor or the Owner of any workplace activities or situations involving other employees, former employees, guests, or visitor that appear suspicious. Employees who report violations of this policy should know that their report will be held in strict confidence. The Salon will not tolerate any form of retaliation against employees for making reports under this policy.

Reporting Accidents

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

Do not overlook an accident. Since untreated injuries can turn into major health problems, the Restaurant requires that all personal injuries, including minor accidents, be reported within the same workday as the incident. Employees failing to report a personal injury within the specified time frames are in violation of Salon policy.

Security

We are committed to providing a safe and secure place in which to work and visit. We value our team member and guests’ safety, as well as the security of the equipment, furnishings, merchandise, tools, etc. Notify your supervisor immediately if you see any suspicious or illegal activity of any kind including the presence of strangers at the premises and surrounding areas.

Substance Abuse

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

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

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

Employees who violate this policy will be subject to disciplinary action, including termination. It is our policy at Bilancio to assist employees and family members who suffer from drug or alcohol abuse.

Theft

Security measures are in place to hinder theft. Theft involves more than taking of money and/or products. All guest contact information and formulas, as well as, sales and marketing information are the legal property of the Salon and must not leave the premises without permission from Management. If you are caught stealing, you will be immediately and permanently dismissed and charges will be brought against you. Any non-compliance with this policy will be grounds for termination.

Salon and Personal Property

Bilancio’s equipment and tools are expensive and difficult to replace. When using equipment, employees are expected to exercise care and follow all operating instructions, safety standards and guidelines.

Bilancio is not liable for lost, misplaced or stolen property. You should take all precautions necessary to safeguard your personal possessions. Your work area and any other company property are subject to inspection/search at any time, with or without notice. 

Education Agreement

Bilancio pays an education fund for each employee of $150/year. They are to be used toward any education.  Funds can be used at any time in the course of one (1) year and will start again on the first of the year.  Any amount left over at the end of the calendar year will not roll over into the following year's fund so use your education dollars!  
Bilancio pays the educator directly for the employee’s class; therefore, Bilancio does not pay the employee directly to attend these classes.  If an employee does not show up for a class or backs out without good cause, the employee must pay back to the owner the cost of the class.

There may be instances when Bilancio arranges for an educator to come into the salon and lead an education event. In such instances, the employee is expected to attend.

The salon owner will obtain a continuing education schedule weekly for all employees to attend. These classes are for the benefit of the teams’ growth, and attendees have the understanding that they are complementary and no team member is to be compensated for such classes. With that said, they are not mandatory, but encouraged for the growth of the stylist.

Reviews and Goal Coaching

All Bilancio employees will receive a job evaluation review every three (3) months.  The purpose of these reviews is for management to look over performance, indicate any improvements desired, and discuss personal goals and professional expression.  All Bilancio employees are required to have a thirty (30) minute review, the time of which will be chosen by management and posted two (2) weeks prior to review. 

Every effort will be made to make an employees review during their regularly scheduled day. However, if for any reason, the employee cannot make the time specified, please contact management as soon as possible so changes may be made in a timely manner.   

Employee Contact Information

At all times, it is important that Bilancio maintains current files on each employee.  Changes to name, address, telephone numbers, marital status, etc. should be reported to Bilancio Management immediately.

Staff Meetings

Staff meetings are scheduled monthly to benefit communication within the Salon.  All Bilancio employees are expected to attend staff meetings unless otherwise notified.  

New Guest Policy

Every guest should be greeted warmly upon entering Bilancio. The employee performing the service should personally introduce themselves to their new guest and shake their hand.  The entire service wheel is expected for each guests’ service. Refer to the “Current Service Expectations”, located in your goal coaching binder, if you have any questions or need a reminder. 

Please discuss the service requirements to maintain their desired look. There are guests who may not realize the cost that is involved in their dream hair. Do not leave this as a surprise at the end of their service when they pay the bill and pre-book. 

Whenever a product is used on a client, the employee performing the service is expected to explain and recommend the product for home maintenance.  Also give the guest tips and advice on how they may be able to create their look at home. Conclude the service with a finishing touch. Every service completed must be escorted to the reception area by the last person who performed a service, and encouraged to pre-book future reservations before leaving the salon. 

Salon Guarantee

Bilancio guarantees each and every service. Always guarantee your work and let our guest know they can return if they are unhappy on their first visit.  If a guest expresses dissatisfaction, seek Bilancio Management for help and support so that the guest's concerns are properly addressed.  A guest has the option to return to Bilancio to have the service 'adjusted'.  Keep in mind that Bilancio only allows a complimentary correction within 7 days of the original service date and original service provider. If an issue arises and the original service provider is unavailable, or the guest does not wish to see them, another stylist may correct the problem and will get credit for the service they provided.  

Remember, Bilancio Management must be informed of all corrections. 

Front Desk Policy

Bilancio employees are not permitted behind the front desk unless the receptionist is unavailable.  No Bilancio employee is permitted to call a guest to rearrange an appointment unless this has been discussed with management and approval has been granted. 

If an employee schedule is to be modified due to illness or emergency, in order to accommodate the guests a flexible schedule must be maintained.  The Front Desk Team will OK all changes with the employee.

Sanitation Policy

Bilancio is obligated by State Law and the Board of Cosmetology to maintain adequate levels of sterilization.  In addition to these laws, Bilancio's cleanliness directly affects our image with all guests. 

-Keep your tools clean and sanitized.

-Maintain a clean environment at your station.  IE: remove hair from area, place soiled towels in their container and organize station products and tools.

-Notify Bilancio Management of any maintenance problems. 

-Do not clutter area with, or display, personal items.

-Each team member is responsible for salon clean up as assigned by management.

-All employees are responsible for the completion of assigned daily cleaning duties. 

Dispensary Policy

Bilancio team has selected Aveda professional products for our guests these should be used and inventoried properly.

-Finish opened products before opening new ones.

-Check out all used ‘BB’ products with the front desk, so that inventory may be tracked. 

-Place color tabs and caps in proper bin, so that inventory may be tracked properly.

-Be proactive about recycling empty cartons and bottles, place in proper bin.

Products/Supplies/Equipment cannot be taken out of the salon for any reason with out prior authorization from the owner.

Dress Code

All employees are required to arrive at work each day meeting the dress code in its entirety. Management reserves the right to clarify the interpretation of the dress code. If you are dressed inappropriately for work you may be sent home to change.

Bilancio employees are expected to maintain the highest standard of personal cleanliness and present a neat, professional appearance at all times. Our guests' satisfaction is the most important and challenging aspect of our business.  Whether or not you the employee have the responsibility placed on you in direct guest contact, you represent the salon with your appearance as well as your actions. Therefore, gum chewing, bra-showing and mobile phones are not permitted on the floor.

Employees are in close contact with our guests, therefore, perfumes/body sprays that are not Aveda are not to be worn while at the salon.  We must respect that not every guest appreciates the perfume/aroma choices of other individuals. Deodorant is also advised.
-Black is our dress code. Colored accents (i.e. shoes, undershirts, belts) are permitted.

-Bilancio does not allow the following: Jeans , Graphic T-shirts (other than Aveda T-shirts), mini skirts, spaghetti strapped shirts, backless/halter tops, overly revealing shirts, midriff baring shirts.

-No flip-flops, dress/fashion sandals are permitted.

-No tennis shoes/athletic type shoe, street/fashion sneakers are permitted if clean/neat. 

-No ‘Uggs’ or slippers of any type.

-Hair and make-up must be done before you arrive at work. You may arrive before your scheduled work time to apply makeup or do your hair, as long as you are not clocked in.  Application of makeup or doing hair at start of shift will result in employee being marked late.

-All clothes, shoes and accessories must be in neat, clean, pressed condition.
Attendance Policy – Tardiness

If you must come in later than scheduled, on any given day, you are required to contact your direct supervisor as soon as possible. On occasion tardiness may be unavoidable and your supervisor may allow the time to be made up or excuse it. However, if tardiness becomes a regular issue and if the reasons are found unacceptable disciplinary action may be taken. You are expected to work on your scheduled day. If you cannot make it for your schedule shift, it is your responsibility to get the shift covered by another employee. If you fail to arrive to work for two consecutive days, it will be considered a voluntary resignation and employment termination will be initiated. 

If you are going to be late for work, or absent, the employee must notify Bilancio Management and Front Desk Team no later than one (1) to two (2) hours before the start of your work day. Call Bilancio Management and Front Desk Team at home and their cell phone if you will be calling before or after normal business hours in addition to leaving a message on the salon's answering machine.  Example: If you are to be at work at 8:30am you must call between 6:30 - 7:30 am.  Please call daily to report continued illness.  

Employees are required to arrive fifteen (15) minutes before the beginning of their shift and clock in for set-up.  Arriving right when your guest arrives is considered tardy and will be noted and written-up.  Arriving late more than three (3) times, with a documented write-up, will result in termination. 

Pay Period

Bilancio employees are paid bi-weekly, on the 5th and 20th of every month.  Each pay period is as follows: 1st-15th / 16th-31st

Time Tracking

All hourly and commission employees are required to clock in and out for their scheduled shifts. If you forget to clock in/out please fill out a time clock change request form. Falsification of documents and/or hours worked can lead to immediate termination. You must be present and clock yourself in; thus, no other employee is permitted to clock you in.
Breaks and Meal Periods

Lunch and rest breaks taken must be reflected on the employee’s timecard. Non-exempt employees are expected to take a paid fifteen (15) minute rest break for each four (4) hours worked. Your supervisor will determine when these breaks are to be taken.

If you are working a shift of six to eight (6-8) hours you are required to take a lunch break of thirty (30) minutes.  If your shift is eight (8) hours or longer you are required to take a lunch break of at least one (1) hour.

Parking

All other employees must find parking in a lot.  There is metered street parking or local parking garages.  Bilancio is not responsible for any parking tickets or towing to an employee’s vehicle.  You are not permitted to move your car during your shift, so be aware of any parking restrictions. However, you may move your vehicle on your scheduled breaks. San Rafael sells monthly passes for the garages, it would behoove you to purchase one. 

Food, Drink, and Smoking

Food and drink are not permitted in the work area.  Smoking is not permitted in the salon or with in 10 feet of our front door or back door.  Smoking may occur on scheduled breaks only, not between guests.  Any employee who chooses to smoke must go outside and mustn’t smell of smoke on their return.  Cigarette butts are to be discarded in an appropriate manner.
Request for Time Off – Vacation

Personal days off, for non-service staff, require at least, four (4) weeks notice to effect change in the schedule. Personal days off, for service staff, require at least, twelve (12) weeks notice to effect change in the schedule.

Permanent schedule changes, for non-service staff, require six (6) weeks notice to effect change in the schedule. Permanent schedule changes, for service staff, require twelve (12) weeks notice to effect change in the schedule.

All changes must be given to management on a schedule request form or sent in writing through email. It is the employee’s responsibility to verify changes have been made at least four (4) weeks prior to the requested days off.

If any Guest Services employee is requesting more than two (2) consecutive weeks off for vacation, the position will not be held and the employee must re-apply for employment. This may be in exception with prior written approval from the Owner.
Management maintains the right to restrict vacations during high-volume periods (November and December).  Only two persons from each profession may be gone at any given time.  If there is a conflict, the employee with seniority will get first choice.  Please submit written requests for vacation to Bilancio Management for scheduling. 

Personal Days/Bereavement Leave

Bilancio agrees to grant the necessary time off, upon request, provided Bilancio has one (1) week written notice specifying the length of time off.  Employees agree in making their request for time off to give consideration to the number of employees affected, in order that there shall be no disruption of Bilancio operation, due to lack of available employees.  Any employee desiring leave shall secure permission from Bilancio Management.  

Bilancio allows six (6), approved, sick days a year, thereafter a Doctor’s note is required. Bereavement leave will be arranged accordingly for Bilancio and the employee's needs.
Recognized Holidays

Bilancio recognizes, and is closed, on the following holidays:

-New Years Day

-Thanksgiving Day and the following weekend

-Christmas Eve, close at 2pm.

-Christmas Day

-Memorial Day

-Labor Day

-Independence Day 

Bilancio may also be closed or have shortened hours on the days which immediately precede or follow the holiday at the discretion of the Owner. 

Personal Phone Calls and Visits

The telephone lines are to remain open for business calls to service our guests. Employees are expected to discourage any personal calls – incoming and outgoing – with the exception of emergency calls. No long distance calls, not business related, are to be made on company calls.

Cell phones are not permitted on the salon floor or retail or desk areas. They are to be kept away with other personal belongings. You may check your mobile on your scheduled breaks only, not in between guests, and you must not be in view of guests.

Friends and family are encouraged to visit only if does not interfere with your work and our guests’ experience. Our focus is on our customer and making sure they have the best experience possible. Social “chatter” with friends and fellow workers should be appropriate and should take place when there is no other pressing work or guests in the salon.

Discounts

A 30% discount is available to Bilancio employees on all retail products sold in the salon.  Employee retail purchases must be made when the front desk is not busy with guests and checked out by the Front Desk Team.  Employee back bar orders may be placed, as separate orders and shipped as COD. It is the responsibility of the employee to arrange for funds.  

For employee color services, employee must pay at least $20, depending on quantity of color used, for the product reimbursement; on condition that, appointment does not interfere with booking and employees are off the clock. If employees are clocked in and appointment is on the books, service charge is 40% off of service price. Saturdays excluded.
Services for friends or family members, of employees, are allowed two (2) individuals per month at a product charge; on condition that, the appointment is not on the books and employee is not clocked in. If they book an appointment and service provider would like to give them a discount, they will receive the service at 30% off the service price.  All immediate family members of employees will receive 30% off services regardless of who performs the service. Saturdays excluded.

Friends and family are not permitted to receive a discount on retail products, unless they are immediate family members (i.e. mom, dad, sister, brother) and approved by the owner. Never is it allowed to check out your own ticket with a discount attached to it.
No other discounts are given unless approved by Owner.

Acknowledgment of Form of Payment

In Form of Commission: As an employee with Bilancio, the employee understands and agrees that the employee's compensation is based upon commissions.  Specifically, the employee receives a straight commission (that is a flat percentage) on each dollar of sales the employee makes on the goods and services the employee provides within Bilancio.  The employee further understands and agrees that the commission payments are designed to compensate the employee for all hours worked on behalf of Bilancio; regardless of how many or how few hours the employee works. 

In Form of Hourly Wage: As an employee with Bilancio, the employee understands and agrees that the employee's compensation is based upon an hourly wage set by Bilancio.  Specifically, the employee receives compensation for hours worked in the salon subtracting any breaks taken while working.

Commission on retail products sold, by employees, will be issued on a paycheck quarterly.

Tipping

Bilancio employees are allowed to accept tips from guests.  Tips are given to the employee in the form of cash or check written to the employee from their guests, and placed in the designated boxes.  

Employee Acknowledgement

I hereby acknowledge that I have received and read the Employee Handbook. In consideration of employment, I agree to conform to the rules and specific regulations as communicated by Bilancio.

It is also understood that the handbook provides general information on current guidelines covering employment related policies and procedures. Bilancio may make changes to it at any time by adding to, deleting, revising, or totally revoking any information, as it deems necessary, without prior notice.

I recognize that this handbook is not intended to create any express or implied contract rights between Bilancio and the employee, nor does it represent an offer of employment.

I understand the employment relationship is at will, for no specified period of time, and either Bilancio or myself may terminate employment at any time and for any reason with or without notice or cause.

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

_________________________________ 


___________________
Employee Printed Name 




Position

_________________________________ 


___________________
Employee Signature 




Date

_________________________________ 


___________________
Management Signature 




Date
