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Introduction to XYZ TAN

Larry and Marie Smithin Wind Rock, Oregon, started XYZTanin 2003. Their
introductiontoindoortanningcameaboutfromtheexplosionoftanningsalongrowthin
theearly-tomid-2000s. Priortoenteringtheindoortanningbiz, Larry and Marie were
involved with................... (Tell your own personal story of your business creation so
employees may appreciate the work and efforts you have invested in your success)

XYZTANINCORPORATED
10794thStreet
WindRock, Oregon
(Includeaphoneoremailcontactforseniormanagementorownershiptoprovideacon-
tactin thecaseof an “open doorissue.”



Handbook Purpose

The reason we have compiled this handbook is to help orient you to your new job at
XYZ TAN and to make you comfortable and productivein your new position. This handbook
should be read and at times re-read by you to answer questions you might have about
company policies, procedures and your benefits and obligations as a new employee associate.
We encourage you to ask questions about this handbook’s contents, become familiar with
its policies and then sign and return the acknowledgment page. This page, when signed,
states that you understand and accept company policies, and that you have accepted
employmentonan®“at-will”basis. Again, welcometoXYZTAN.

The “Open-Door” Policy

Generally, asatisfactory solutiontoworkplace problemscanbeworkedout, provided
the Company knows about the problem. A satisfactory solution to the employee’s problem
willnotresultiftheemployee merely discussesitwith his fellow employees, friends or
family. The Company canonly deal effectively with problems or complaints of whichitis
made aware.

Therefore, toprovideaneffectiveandacceptablemeansforemployeestobring
problems and complaints to the Company’s attention, we have established an “employee
concerns” procedure.

Step 1 - Immediate Supervisor

Employeesshoulddiscuss XYZTAN problemsverbally withan XYZTAN immediate
supervisorassoonaspossibleaftertheeventpromptingtheconcern.Theimmediate
supervisorwillthenattempttoresolvethecomplaintasquickly as possible.Ifyouare
uncomfortable discussing this matter with your immediate supervisor, you can
proceeddirectlytodiscussingitwiththenextlevelofsalonorcompany management.

Step 2 -

Ifyoursalonmanagercannotresolveyourconcern,thenyouaretocontact(Nameof
senior authority tocontact)



Legislative Compliance Policies

Listed here are a few examples of Employment Law governing the employment policies
of XYZTAN. The Company complies with all state and federalemploymentlegal
requirements.

Americans with Disabilities Act (ADA)

XYZ TAN lawfully abides the ADA and will not allow discrimination of employees or
employmentdecisionsbasedonactual or perceiveddisabilities of employeesorapplicants
for employment. If an applicant or employee cannot physically or mentally perform the
required tasksof XYZTANjob, adiscussionwillbeconducted withmanagementtodetermine
what, ifany,reasonableaccommodationshouldorcouldbemadetoallowthestartor
continuance of employment.

Pregnancy Discrimination Act (PDA)

XYZTAN managementwill notallow hiringormanagementpracticestodiscriminate
againstfemaleemployeesduetotheconditionofpregnancy.Pregnantemployeeswillbe
monitoredforperformancebythesamestandardsasallotheremployees.Unpaidleaveis
allowed forupto9weeks.

Immigration Law

XYZTANadherestoandsupportsallstateandfederalgovernmentemploymentlaws
andpractices. Hereisa partiallistof XYZTAN legislativecompliance:

The Companyiscommittedtofullcompliance withthe Federalimmigrationlaws. This
procedure has been established by law and requires that every individual provide
satisfactory evidenceofhis/heridentity andlegal authority toworkinthe United States.

Accordingly, all applicants who have been offered employment must comply with this
procedure no later than their first day of work at XYZ TAN.

Inanefforttocomply withthe stipulations oftheImmigration Reform and Control Act
of 1986 and the Immigration Act of 1990, itis the policy of the Company to follow the be-
low-listedrequirements:

1. Allemployees will fillout XYZ TAN part of the Employment Eligibility Verification
form (FormI-9) nolaterthan XYZ TAN first day of work.

2. The documents establishing an individual’s identity and eligibility will be checked



uponofferofemployment, aswell.Iftheindividualdoesnothavetheappropriate
documents available at this time, he/she must present the documents before
beginning work. If the individual is unable to present the required document(s), he/
she must present (before beginning work) a receipt showing that he/she has applied
for the document(s). The individual then must present the actual document within 90
daysofthedateemploymentbegins. Anyemployeewhodoesnotcomply withthis
stipulation is subject to immediate termination.

3. The Company will properly complete FormI-9 and retain the form for at least three
years. Ifthepersonisemployedforaperiodlongerthanthis, the Company willretain
theformforoneyearafterthepersonleavesemployment.

4. The Company will presenttheform forinspectiontoanINS or Departmentof Labor
(DOL) officer, upon request.

Equal Opportunity

XYZTAN recognizesthatthe strength and growth ofthe Company isinits people. It
isourpolicytoprovideequalemploymentopportunitiestoallqualified personswithout
regard to race, religion, color, sex, national origin, mental or physical disability, veteran’s
status orother protected statusinaccordance withapplicablelaw. We strive to make
employment decisions based on our evaluation of an individual’s qualifications, abilities, work
place behaviors and job function contributions to the success of our company.



General Employment Policies

Itis the responsibility of all our employees to use common sense, sound business
judgment, andtoconscientiously performyourwork dutieswhilefollowing Company
policies and managementdirectivesinthe performanceofyourjob. AsaXYZTAN
employee, you shouldfamiliarizeyourselfwithourpoliciesandkeepyourselfabreastof
changesinthose
policies. Whenneworrevisedsections ofthisHandbook areissued, youareresponsiblefor
insertingthose sectionsinyourcopy ofthe Handbook. Besuretodiscard any sectionsthat
have beenreplaced.

Inthe event you have questions about your position, your employment status, your job
requirements, oranyothermatter, pleasediscussyourquestionswithyoursupervisor. If
your supervisor is not available, ask any member of the management team.

Employment At-Will

Allemployeesarehiredandretainedonan™at-will”basis. Bothemployeeandemployer
(XYZTAN) may makethedecisiontoterminatetheemploymentrelationshipatanytime
andforanyreason. ThismeansthatthereisnoemploymentcontractcreatedbetweenXYZ
TANandany employee andthatthereis noagreement of employment by XYZ TAN or
employmentservicebyemployeesforanyspecifiedtimeorunderanyspecifiedconditions.
Of course, itisour hopethatemployeesand XYZ TAN will find eachemployee/XYZ TAN
workingarrangementtobe positiveand onging. Astable productive workerforceisgood
for
bothXYZTAN anditsemployeeassociates!

Employee Classifications & Definitions

“TRIAL” OR “INTRODUCTORY” EMPLOYEES

Thetrial period fornew employeeswhoare hiredforongoingemploymentis 30
continuouscalendardays. Duringthisperiod, youwillhaveanopportunity toevaluate
whetherthe work forwhichyouwere hired, the people withwhomyouworkandthe general
atmosphere andconditionsatthe Company meetyourexpectations. Atthesametime, we
willevaluate yourperformance. Theattitude and aptitude youshowinyourwork habits
duringthis period your attendance, punctuality, ability to learn, and ability to get along with
people, willbeprimaryfactorsusedindeterminingwhetheryouwillbeassignedtoregular
employment status.

The trial period is an introductory period. Completion of trial service is not intended to



provide an employee with any particular job rights or guarantees. You should also under-
stand that you have no obligation to stay for the 30 days and the Company has no obligation
toretain you as an employee forthis entire period if, in our view, your performance or other
business considerations warrant termination of your employment.

TrialperiodemployeesarenoteligibleforCompany benefits, exceptasspecifically set
forthinthisHandbook.

REGULAR EMPLOYEES

Regular employees are employees who have been hired for ongoing employment who
havecompleted XYZTAN'strial period.

Aregularfull-timeemployeeisonewhohascompleted his/hertrial periodandwho
regularly and consistently works (determined by retailer) hoursperweek. Ifthey meetthe
eligibility requirements, regular full-time employees are eligible to receive all the employee
benefitsoutlinedinthisHandbook. Please notethatsomeofthesebenefitsareavailable
only to employees in certain job classifications.

Aregularpart-timeemployeeisonewhohascompletedhis/hertrial periodwhoregularly
works lessthan ___ hours per week. Regular part-time employees are not eligible to receive
employeebenefits, exceptasspecifically setforthinthisHandbook orrequired by law.

PART-TIME OR TEMPORARY EMPLOYEES
Part-timeandtemporaryemployeesarethosewhoperformservicesonabasisofless
than___ hours per week, or as needed for short-term employment. These employees are not
eligibleforemployee benefits, exceptassetforthinthisHandbook orasrequired by law.

Allemployees, regardlessofclassification, areonanat-willstatus,andnocontractor
guarantee of long-term employment is assigned to any employment classification.

Appropriate Dress & Grooming

(The following description should be altered for the particulars of your business.)

AsaXYZTANemployee, you are arepresentative ofthe Company. Althoughwe do not
haveaformaldresscode, youarerequiredtobeneatlygroomedandwearsuitableclothing
for your work environment. If you work at one of our retail locations, you will be required to
wearclothingwithCompanyinsignia. T-shirtswith politicallogos, ordrug, alcoholortobacco
products, representative images of violence or other issues considered controversial by
salon management shall not be worn.

Also, tattoos are not to be visible and body piercing is restricted to ears for men and
women. Thisisnotdonetoreduceouremployees “freedomofexpression”, butexiststoreflect
theopinionsofmostourcustomerbasewho mightyfindmore liberal expressions offensive.



Also:

e Shirts must be clean, pressed and worn tucked in.

e Hairshould be worn in a neat, moderate-length style.

e Alwayswearcomfortableshoesbutnoopen-toedshoesorsandals. (Thisisbotha
health and safety requirement)

e Maintain proper hygiene.

e No visible tattoos.

e Acceptablevisiblebodypiercingislimitedtotheearlobes. Earringsandjewelry
should be conservative and inoffensive.

e Pressedcasualslacksshouldbewornandshortsareacceptableonlyonaseasonal
basis.

e Nametagsandspecial promotionpinsmustbewornatalltimes.

Any employee not properly attired orgroomed can be senthome without pay tocorrect
whatever dress code issue exists.

Working with your Supervisor

Yoursupervisorormanager playsanimportantpartinyourassociation with XYZ TAN.
Heorsheisyourkeylinktothecompany. It'syourmanager’sresponsibility toexplainyour
job, defineyourresponsibilities, providetrainingand giveyouthetoolsand guidanceyou
needtodoyourjobwell. Butyourmanager’sability todoallthosethings doesn’tjustde-
pendonwhatheorshedoes, italsodependsuponyou.

Towork effectively with your supervisor, you needtoshowinterestand initiative. Your
supervisorcan'thelpyouifheorshedoesn’tknowwhat’sonyourmind. Youhavea
responsibility to ask about anything that concerns you and keep the communication
channels open. Rememberthatyoursupervisorormanagerwasonceinapositionvery
similartoyours. He orshecanhelp, butonlyifyouspeak uptoletyourthoughtsand
feelingsbeknown.

Customer Service

Weallknow whatit’s liketo beacustomer.Inthegrocerystore, salonorcleaners, we've
allexperiencedthefrustrationsandrewardsthatarepartofshoppingforthethingswe
need. Thisshared experienceisone ofthemostvaluabletoolswe haveforunderstanding
ourowncustomers. Andit'sthereasonourprinciplesof customerservicearesosimple. At
XYZTAN, we treat our customers the way we would like to be treated.

Here are some basics: always be polite, and never get into an argument with customers.
Remember: gethelpfromyourmanagerorsupervisorifacustomerhasaquestionora



problemyoucan’tanswer.Finally, try nottosay“no” toa customer; ifyoudon’tknow, then
just say “maybe.”

Employment of Relatives

Whileweoccasionally allow members ofthe samefamily orhousehold, orthoseina
dating relationship, towork for XYZ TAN, we restrict how closely they can work together.
This isintheinterestof preservingaprofessionalwork environmentforall of us.

Youshould notwork directly with, orreportdirectly to, anyonewholivesinyour house-
hold,anyonewhoisamemberofyourimmediate orextendedfamilyorsomeonewith
whom you have a personal dating relationship. “Immediate or extended family” includes:
your spouse, parents, children, brothers, sisters, grandparents, step-parents, step-sisters,
step-brothers, grandchildren, mother- or father-in-law, brother- or sister-in-law, legal
guardian, uncles, aunts, nieces or nephews.

Exceptions to the policy can only be made with the prior approval of a member of the
senior management team before the start of employment or status change, i.e., promotion.

Smoking

Smokingisnotallowedinoursalonsandisnotallowed outside the back doorforsecurity
reasons. Wewantouremployeestobesafefrompossibleburglariesorarmedrobbery
attempts. Smokingisallowedoutside ofthefrontofthesalonduringauthorized breaksand
outoftheviewofthe public. Also, smoking breaksareonlytobetakenwhenanother
employee is available for coverage.

Food & Beverages

Duringworkinghours, foodandbeveragesshouldnotbekeptorconsumedwherevisible
toourcustomers.Foodandbeverages maybeconsumedonbreaksoratmealperiodsout
of sight of our customers. Drinks must be of a twist- or sport-cap type variety to prevent
spillage on counters, merchandise, computers, etc. Food and beverage that is salon inventory
canbepurchasedbutmustberungupbyamemberofthesalonmanagementteam. (See
“Employee Discounts and Purchases”). If a salon management team member is not available,
thenpurchases mustbebroughttotheattention ofthemwhenpossible,includingcash
register receipt.



Outside Employment

Generally, theCompanyhasnoobjectiontoemployeesholdingotherjobsorbeing
self-employed as long as we feel:

e You are able to meet the performance, attendance, overtime and other requirements

of yourjob;

e Youroff-duty work activitiesdo not, inourview, interfere with or negatively reflect

upon the interests and reputation of the Company; and

e Youroff-duty work activities do notdirectly orindirectly compete with the Company

or itsinterests.

In order to avoid misunderstandings, employees are required to obtain advance written
approval for outside employment from a manager. Also, upon termination, employees agree
tonotacceptemploymentorany activity that will orwould compete with XYZ TAN company
operations for a period of 12 months. This includes working for a competitor or owning a
competitive operation.

Cash Shortages & Handling

Cashshortages are considered aserious matterand will resultindisciplinary action as
determined appropriate by the Company. However, employees are prohibited from paying
for a cash shortage, and supervisors are not authorized to pressure, encourage or allow an
employeeto payforacashshortage. Ifyoufeelthatyouarebeing pressuredorencouraged
topayforacashshortage, contactamemberofthesalonorseniormanagementteam
immediately. Also, atnotimeisany employeetowriteapersonalcheck or*IOU”forcash
withdrawals from the salon cash registers or safes.



Hours & Work Schedules

Schedules

(Theretailermightwishto adjustthissectionfortheirdefinitionsof schedules)

OurworkweekbeginsonSundayandendsonSaturday. Employeeworkschedulesare
establishedonanindividual basis. Anormalworkweekforfull-timeemployeesis 340
hours perweek, excludingmeal periods. Ifyouhaveany questionsaboutyourwork
scheduleor mealandbreakperiods, askyourmanagerforclarification. Schedulesareto
bepostedon Fridaysforthenexttwo-weekperiod.

Reporting for Work

You are expected to report for work in sufficient time to begin working at the scheduled
startingtime. Youarealso expectedtocontinueworkingduringyourregularworkschedule,
except meal periods, unless otherwise approved by your manager. If it is necessary for you
toleaveworkduringworkingtime, besuretoobtainpriorapproval.

Changesin Work Schedules & Hours

The Company needs to remain flexible in order to respond to changing customer needs.
Consequently, we reservetherightto changetheschedulesandhoursof allor any partof
ourwork forceto provideforefficientand uninterrupted service. Althoughweare
interestedin providing ouremployees with astable work schedule, our ability todo so
dependson ourassessmentofworkneedsandbusinessconditions. Nothinginthis
Handbookisintendedtobeaguarantee ofemploymentforaspecified numberofhours per
week orday. Employees may bereducedinhoursifmanagementbelievesitisnecessary due
tolackofwork, interruptions in work-flow or other business reasons.

Overtime

Employees are classified as exempt or non-exempt for overtime purposes. Exempt
employeesarenotentitledtoovertimepay.

Non-exempt employees, including all hourly employees, will be paid overtime at time and
one-half(1%2) XYZTAN regular hourly ratefor hours worked in excess of40 hoursinawork-
week.Ifyouareanon-exemptemployeeandyouareabsentduetoillness, vacation, holiday
oranyotherreasonduringtheworkweek, youwill receive straighttime pay untilyouhave
worked atotal of 40 hours that week. Pay received for hours not workedis not counted
toward the computation of overtime.
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Also, theCompany doesnot providecomptime (paidtime offforhours notworked)in
exchangeforovertimepay.However, withyourmanager’sapproval, youmaytradetime
within an individual workweek to avoid overtime.

Your manager must authorize all overtime before it is worked, unless emergency circum-
stances prevent prior approval. Unauthorized overtime will result in discipline or termination
as deemed appropriate by the Company.

Employeesareexpectedtoperformovertimeworkwhenitisrequired. Iftheassignment
ofovertimework presentsahardshipforyou, discussyourconcernwithyourmanager.The
Company will consider particularemployee needs and desires tothe extent we feelthatitis
practical and fair to your co-workers.

Time Records Keeping
We want to be sure our employees are paid for all the work they perform. To accomplishthis,
wemusthaveanaccuraterecordoftimeworked. Except forexempt employees,

allemployeesarerequiredtoaccuratelyandfullyreportvialoggingintoXYZ
TAN’sassignedsaloncomputer. Infulfillingthisresponsibility youshould reportyourhours

startingfromthetimeyoubeginworkingandendingwhenyoustopworking, excludingyour
meal period.

Non-exemptemployeesshouldnotstartworkingbeforeXYZTAN’sscheduledstarting
time or work beyond XYZ TAN's scheduled quitting time without management approval.
Similarly, non-exemptemployeesarefully relieved of allwork responsibilities during XYZ
TAN meal periods. Ifyouareanon-exemptemployee, wedonotwantyoutoremainatwork
to perform even incidental duties, such as telephone answering, during your meal period. At
notimearehourly employees allowed to work “offthe clock”. If you are beingaskedtodo so
orbelieveyouhavedoneso, youaretoimmediately contactyoursalonmanagerora
member of company senior management. Yourlunch periodistobeusedonlytoeator
attendto non-work related matters.

Compensation

PAYDAYS

Paychecksareissuedonthe__ thand___thdayof each month. The paycheck you receive
onthe__ thisforthe payperiodfromthe___stthroughthe___thofthat month. The pay-
checkyoureceiveonthe___thisforthepay periodfromthe__thdaythroughtheendofthe
previous month. Ifthe __thor__thfalls on a weekend or holiday, your paycheck can be issued
on the previous regular workday.
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If youwantyour paycheck released to yourspouse oranother person, you must write
and sign a statement authorizing release unless an emergency situation requires over the
phone authorization.

PAYROLL DEDUCTIONS

Deductions from your paycheck fall into two categories: legally-required deductions
and employee-purchase deductions. Legally-required deductions, such as FICA, federal and
statetaxes, etc., areautomatically deducted. Otheritemsyouwishtohavedeductedfrom
your paycheck, such as employee purchases, will be deducted upon written authorization
from you.

CORRECTIONS

Ifyouhavequestionsorfeelyourpaycheckisnotaccurate, promptly notify yourman-
ager.Wedonotwanttomakemistakesinpayingouremployees. By bringingmistakesin
paymentofyourwagestoourattentionassoonaspossible, youwill helpusmakesureyou
areproperlycompensatedforalltheworkyouhaveperformed.

GARNISHMENT OF WAGES
TheCompanyisrequiredbylawtorecognizecertaincourtorders, liens,andwageassignments.
When this Company receives a notice of a pending garnishment or wage assignment,
managementwilldiscussitwiththeemployeetosettlethe matterwithout involving the company.
Employees are encouraged to avoid financial transactionsthat result in wage garnishments.
PAYMENT UPON TERMINATION

Employees will receive a XYZ TAN final paycheck within the time required by law.

All company property, such as keys; salon shirts, name-tags, and outstanding rentals
mustbereturned by eachemployee atthetimethefinal paycheckisprovided. Any unpaid
employeeaccountmustbe paidatthetimeofterminationorthese amounts willbe deducted
fromthe employee’s final paycheck (as pre-authorized).

HOLIDAY PAY ELIGIBILITY

(To be established at the judgment of the retailer.)

Allhourlyemployeesareeligibleforholiday pay forrecognized holidaysintheeventan
hourly employeeisrequiredtoworkthe holiday. Holiday pay shall beintheamountofone
and one-half times an eligible employee’s regular straight time rate. In order to be eligible
forholiday pay, anemployeeintheseclassifications mustbeactivelyemployedontheday of
the holiday.

12



SUGGESTED RECOGNIZED HOLIDAY PAY DAYS
XYZTANrecognizesthefollowingholidays:

New Year's Day Labor Day
MemorialDay Thanksgiving Day
IndependenceDay Christmas Day

Leaves of Absence

Whenemployeesarehired, itisexpectedthatthey will work continuously as needed.
We do, however, recognize that uncontrollable conditions do arise, which require
employees to take a temporary absence from employment.

Duringthe period ofany leave ofabsence, nowagesorbenefitsareaccruedorpaid
unlessspecifically statedinthisHandbook orrequired by law.

Leavesofabsence mustberequested by theemployeeinwritingandapprovedbya
memberofthemanagementteaminordertoallowustomakearrangementsforproper
staffingduringyourabsence. EmployeeswhodonotnotifytheCompanyandobtainapproval
forleavesofabsencewillbeconsideredabsentwithoutauthorization. Absencesnotap-
provedwillsubjecttheemployeetodisciplinaryactionsuptothepossibility oftermination.

Medical Leave
Occasionally,employeesarerequiredtobeabsentfromworkforextended periods of
time due to serious on- or off-the-job medical disabilities. In such circumstances, employees
should contact an XYZ TAN manager regarding an extended leave of absence. Employees

whoareabsentfromworkduetowork-relatedillnessesandinjuries maybeeligibleto
receive workers’ compensation benefits.

Safety

It is our policy to provide safe working conditions for all employees. We rely on our
employeestoworkinamannerthatdoesnotproduceinjurytothemselves, personsworking
withthemand/orthegeneralpublic. Ourgoalistohavezeroaccidentsandinjuries. Only
through your complete cooperation will we achieve this goal.

REPORTING INJURIES

Work-related injuries and illnesses must be reported to your manager as soon as
possible. This is essential. Even though a work-related injury might appear to be of little
con- sequence, itisimportant that it be reported in sufficient detail to establish a claim
should complications follow.
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Allemployeesarelikewiserequiredtoimmediately reportany accidentinvolvingother
personsorXYZTAN property, orinjuriestocustomers. Theseaccidentsshould bereported
insufficientdetailtoallowthe Companytorespond. Employeesareexpectedtocooperate
fully with all accident investigations.

REPORTING UNSAFE WORKING CONDITIONS

Itistheresponsibility ofallemployeestoreportany unsafeworkingcondition promptly.
Reportsshould be madetoyourmanager. Weencourage ouremployeestowork with usto
maintain safety by alerting us to potentially unsafe conditions.

14



Benefits Section

Employee Assistance Plan

(Optionfortheemployer. An EAPisacheap and professional way for aretailerto pro-
vide personal and private counseling for its employees)

Fromtimetotimeemployees mayencounterpersonalorwork placesituationsthat
inhibit XYZ TAN efficienciesonthejob. Thiscan be detrimental tothe company andthe
employee’s future employment. XYZ TAN may, as its option, make it mandatory for an
employeeto utilize the help of an EAP counselor. Discussions with an EAP professional
are keptconfidentialtothatcounselorandtheindividualemployee. XYZ TAN will only
verify the employee’s attendance and if by the counselor’s opinion, there is “progress being
made.” Nodetailsofthediscussionswillbeshared outside ofthesesessionsunlessthereis
deemed bythecounselortobeapotentialthreatof violence toward people or property.
Mandatory EAP attendance costs will be paid for by XYZ TAN.

Employee Discounts & Purchases

(To befilledinwiththespecificretailerspoliciesonemployeepurchases.

Allemployeerentalsand purchasesmaybedonesoby using XYZTAN employeeaccount
and must be rung up by a member of the salon management team. However, all employee
charges must be collected immediately following the last pay period of the month.

Health Benefits
(To befilledinwiththespecificretailerspoliciesonemployeepurchases.

Vacations
(To befilledinwiththespecificretailerspoliciesonemployeepurchases.

Vacation Scheduling

Vacationsmustbe scheduledin a way thatallowsus to meettheneedsof ouroperation.
Consequently, your manager must approve requests for vacation time in advance.

In order to avoid vacation-scheduling problems, we encourage you to submit vacation
requests a minimum of three (3) weeks in advance.

Full time employees earn one week (40 hours) paid vacation after XYZ TAN first year of
fulltimeservice. Thatweekcanbeand mustbetaken (exceptionisthe California ruling)
within the one year following the anniversary employment start date.
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VACATION ACCUMULATION & CARRYOVER

(To befilledinwiththespecificretailer’spoliciesonemployeepurchases.

Employees are not allowed to accumulate vacation pay from year-to-year. Consequently,
itisimportantforemployeestotakevacationtimeoff duringthevacationanniversary year
(your “anniversary” date is your date-of-hire as full-time employee or the date you became
anemployee),immediatelyfollowingtheyearinwhichitisearned. Vacationtime-offnot
takenwithinthisyearwillbeforfeited (exceptin Californiawhereemployees may not
accruevacationtimeinexcessof40hours). Wedonotwantforfeiturestohappen; consequently,
weencourageyoutoplantomakethebestpossible useofyourvacationtime off.

VACATION PAY

(To be filled in with the specific retailer’s policies on employee purchases.)

All regular full-time employees who have completed one (1) year of continuous
employment are eligible to receive vacation pay. Regular part-time, temporary and casual
employeesarenotentitledtovacationpay.
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Standards of Conduct

Webelievethat mostemployees prefertoworkinanenvironmentinwhich seriousor
repeatedviolationsoftheCompany’sstandardsarenotpermitted. Withthatinmind, we
have established rules, which together with observing all other proper standards of conduct,
employees are required to obey.

Progressive Discipline

Asidefromthe Company’srightandyourrighttoterminateourrelationshipatanytime
and for any reason, the Company may issue verbal or written warnings, suspend, demote
ortakeotherdisciplinary actionagainstemployeesforviolation of ourrulesorpoliciesas
deemed appropriate by the Company.

Wehave, however, groupedexamplesofthetypesofconduct, whichisnotacceptable
into two (2) basic categories: minor and major infractions.

Whenwefeelaregularemployee hascommittedaminorinfraction, theemployee will
generally receive a written warning prior to termination. (Trial period or temporary
employeeswillnotgenerallybegivenawrittenwarning priortotermination.) However,
each situationwillbeevaluatedaccordingtothecircumstancesinvolved,andthetypeof
disciplineadministered may varyfromthatlistedineachgroupbased uponour
determinationof theseriousnessoftheoffense.Also,awarningfordifferentminor
infractionsmaybecombinedtodeterminethetypeofdisciplineadministered. Written
warningswillremainonan employee’srecordindefinitely, unlesstheyarewaivedin
writingbyamemberofthesenior management team. If you would like to get a written
warning removed from your record, makearequesttoamemberofthemanagement
team.Nowarningswillberemovedduring the one-year period following issuance.

MINOR INFRACTIONS

Thesetypesofinfractionsinclude, butarenotlimitedto, thefollowing:

e Unsatisfactory attendance, including unauthorized or excessive absenteeism,
tardiness, failure to notify of intended absence or tardiness or failure to comply
with other reporting policies.

e Intheeventyoucannotworkyourscheduledshift: You mustnotify yourimmediate
supervisor atleasttwo (2) hours priorto an opening shiftand four (4) hours priorto
the beginning of a “*mid-day” or closing shift.
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e C(Careless, inaccurate, unreliable, or otherwise unsatisfactory work performance or
productivity.

e Interferingwithorimpedinganyemployee’sworkbytalkingorcreatingother
distractions.

e Performing other than Company work during work hours.

e Failuretofollowsafeworking practices. (Note: Whenthe Company believes, an
employee has committed a serious safety violation, that employee is subject to
immediate discharge).

e Failuretopromptly reportanaccidentorinjury orcooperateinaccidentorinjury
investigations.

e Engaging in off-duty conduct which negatively affects the Company’s reputation or
interests, butis not, in the Company’s view, serious enough to justify discharge.

e Discriminatory behavior or harassment of a racial, ethnic, sexual or religious nature
which, inthe Company’s view, is not serious enough to justify immediate discharge.

e Beingrude or otherwise uncooperative in dealing with co-workers, managers,
customers or business associates.

e Violatingany Company policy orpracticethatispresentlyineffectorsubsequently
issued.

e Anyotherconductwhichis,intheview ofthe Company, sufficienttojustify
discipline.

MAJOR INFRACTIONS

Thesetypesofinfractionsinclude, butarenotlimitedto, thefollowing:

e Threatening, intimidating, coercing or assaulting another employee, supervisor,
customer, orbusiness associate.

e Insubordination,includingfailuretofollowanyverbalorwrittenjobinstructions
issuedbyapersoninthe positionofauthority as determined by the Company.

e Provokingorinstigatingarguments, dissensionorfightsduringworking hoursoron
Company premises, orengaginginhorseplay whichresultsorcouldresultininjuryor
property damage.

e Deliberatelydelayingorrestricting production, orincitingotherstodelay orrestrict
production.

e Anydeliberateorrecklessactofdestroying, ordamagingCompany property, toolsor
equipment, or the property of others on Company premises.

e Falsifying any reports or records, such as applications, absence and sickness reports,
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or time records.

e Dishonesty of any type.

e Committing what management views as repeated or serious violations of safety rules
orsafeworkinghabitswhichtheCompanybelievesarerepeatedorserious.

e Engagingindiscriminatory behavior or harassment of a sexual, racial, ethnic, or
religious nature which the Company considers to be serious.

e Possessing firearms or explosives on company property.

e Violationofthe Company’s DrugandAlcohol Policy.

e VerbaldisparagementoftheCompanyorengaginginoff-duty conductwhich,inthe
Company's view, seriously damages its interests and/or reputation.

e ViolatinganyCompany policy presentlyineffectorsubsequentlyissuedwhichthe
Company considers serious enough to justify immediate discharge.

e Anyotherconductwhichis,intheviewofthe Company, seriousenoughtojustify dis-
chargeorsuspension.

Webelievetheserulesareclearandrequirelittle explanation. However, ifyou haveany
questions concerning the application or intent of these rules, please consult your supervisor.
Obviously, rulescannotbelistedtocovereverysituation. Conduct notspecifically
mentioned will bedisciplinedaccordingtothestandardsfollowedforwhatthe Company
considers the most equivalent type of conduct listed.

Any employee’s overall record may be considered in determining the appropriate degree
ofdisciplinetobeimposedinaparticularcase. The Company will determine what the facts
are, whetherdisciplineiswarranted, howserioustheviolationisand whatlevelofdiscipline
is appropriate. If you feel you have been unfairly disciplined or discharged, we encourage
you to utilize the complaint procedure.

Notwithstanding all of the above listings and other verbal and written statements,
employmentcanbeterminated, withorwithoutnotice, atanytimeandforanyreasonthe
Company considerssufficientatitsoptionortheemployee’soption. Theabovelistsare
intended provide youwithexamples of some ofthetypes of conductthatlead Companyto
exercise terminationoptions.

Attendance & Tardiness

Partofbeingagoodemployeeistobedependable. Yourpunctuality andregularattendance are
essential for efficient operations. Remember, when you are absent, your co-workers often must

absorbextrawork.
If you knowin advancethatyou aregoingto be unavoidablylateor absent, clearit
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with yoursupervisorsothatsubstitutearrangements canbe madetocoveryourworkin
advance. Ifyouareunexpectedlyunabletoreportontimeorareunabletoworkthatday,
regardless of whatthereason maybe, youareexpectedtocallyoursupervisoratleastone
hour prior to your scheduled starting time.

Employees who fail to report to work or call in to a XYZ TAN immediate supervisor or
another member of salon management will be terminated, unless the Company determines
special circumstances existed to justify the lack of notice.

When you are off work due to an illness or injury, you must keep your supervisor in-
formed of your condition and anticipated date of return to work on a daily basis, unless you
receiveapprovalfromthe Companytobeabsentuntilaspecificdate. Thiswillallowthe
Company to make staffing arrangements to meet its needs. The reporting policy for employees
onamedicalleave of absence, including employees off work on workers’ compensation, is
addressed under the Leaves and Absence section of this Handbook.

If the Company has concerns about an employee’s absenteeism rate (missing three
consecutive scheduled work days), the Company may require the employee to provide a note
fromadoctorverifyingthereasonfortheabsence.

Use of Company Telephones

Although the Company recognizes that there will be times when personal phone calls or
messages must be made or received during business hours, we appreciate your cooperation
in keeping personal phone calls, both incoming and outgoing, to a minimum. This will enable
us to keep our telephone lines available to customers. No personal long-distance calls are

allowed from salon phones. Personal use of cell phones during work shifts is discouraged.
If an employee abuses the privilege of their use of a cell phone they may be required to
leave their cell phone in their car or in a back office. Continued violations of this

policy can lead to disciplinary additional actions.

Cooperation & Teamwork

Webelievethatteamworkand collaborativerelationshipsarethefoundation ofa
successfulemploymentrelationship. Asamemberofthe XYZTAN team, you can expectto
be treated with courtesy and respect by the members of the management team. Likewise,
you are expected to be cooperative, polite and positive in relations with co-workers,
managers, supervisors, customersandothersyoucomeintocontactwiththroughyour
employment with XYZ TAN.

RememberthatwhenanindividualjoinsXYZTAN, thatpersonbecomesanimportant
part of our organization where we strongly endorse teamwork and cooperation.

Drug & Alcohol Policy
The purposeofthis policyistopromotea safeand productive working environmentand



prevent accidents, injuries and property damage which may result from drug and alcohol
abuse.

PROHIBITED CONDUCT

The following conduct is strictly prohibited at XYZ TAN:

e Reportingtoworkorreturningtoduty following breaks ormeal periods with any
amount of drugs or alcohol in your system.

e Consuming, manufacturing, buying, selling, distributing or possessingillegal drugs or
alcoholonCompany premisesorwhile off Company premisesdoing Company work.
This rule applies regardless of whether you are on paid time. "Company premises”
includes all property rented, leased, owned or controlled by the Company, including
parking lots and adjacent areas. It also extends to Company equipment and vehicles
onoroffourproperty.

e Failingtofully cooperatewithany aspectofthe Company’senforcementofthis
policy,includingbutnotlimitedtorefusingtopromptly submittorequiredtesting;
givingfalse, dilutedoralteredurinesamplesandfailuretocomply withrehabilitation
conditions imposed by the Company or rehabilitation counselors.

e Failuretopromptly reportconviction, arrestorpleabargainingforanalcoholordrug
related criminal offense. All drug and alcohol related convictions, arrests and plea
bargaining arrangements must be promptly reported to your manager. This obligation
todiscloseappliestoallconvictions, arrestsorpleabargainswhichoccurafter the
effectivedateofthisHandbook.

Asanarrowexceptiontotheserules, alcoholmaybeconsumedinmoderationat“special
events,”suchasanopenhouseforcustomersand/orvendorsorduringbusiness
entertainment meetings. At “special events,” alcohol may be served only with approval of the
management team. On these occasions, alcohol should be consumed in moderation.
Employees are absolutely prohibited fromdriving afterconsumingalcoholiftheyare“under
theinfluence” asdefinedinmotorvehiclelaws. Usegoodjudgmentin makingthisdecision.
Arrangeother transportation.

“Drugs” refers to all controlled substances and medication containing controlled sub-
stances, including “designer drugs” not approved for use by the U.S. Food and Drug
Administration."Drugs”alsoappliestoprescriptionmedication. Employeeuse of prescribed
medication is allowed unless such use impairs the safety of themselves and/or others.

Employeeswhoengageinanyprohibitedconductwillbesubjecttodiscipline,including
discharge.
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REASONABLE SUSPICION TESTING

Employees may be required to immediately submit to alcohol and/or drug testing
whenever the Company has reasonable suspicion that the employee has been using drugs or
alcoholbeforereportingtoworkorreturning frombreaks.

Employees who are required to submit to reasonable suspicion testing are prohibited
from transporting themselves to the collection site. A supervisor or management employee
will provide transportation.

Searches

WhentheCompanybelieves, thereisreasonablesuspicionthatanemployeeisin
possession ofdrugsoralcoholorofunethicalbehavioronCompany premises, asdescribed
above, or during working time, all personal items such as packages, bags, lunch boxes or
other
itemsbeingcarriedonorremovedfrom Company property aresubjecttosearch. Thisright
tosearchincludessearchesofpersonalvehiclesparkedinCompany parkinglotsand
adjacent areas. Likewise, all Company property, including, but not limited to desks,
equipment, vehicles, etc., willremainthe property ofthe Company and will be subjectto
searchatthe Company’sdiscretion.

Noemployee orother person will be forcibly searched ordetained. Efforts willbe made
to respect reasonable integrity and privacy.

Allillegaldrugsordrugparaphernaliafoundinoron Company property will bereleased
to a law enforcement agency.

Harassment Policy (Sexual and other varieties)

Itisalsoourpolicythatallemployeeshavearighttoworkinanenvironmentwherethe
dignity ofeveryoneisrespected. Forthatreason, weexpectallemployeestoaccomplish
XYZTAN work inafriendly but business-like mannerwith concern forthe well-being of XYZ
TANco-workers. Any harassmentofemployeesbyfellowemployeesisnotpermit-
ted, regardlessof XYZTANworkingrelationshiporsupervisorystatus.

Specifically forbidden is harassment of a sexual, racial, ethnic, religious or disability
related nature. This includes unwelcome sexual advances; innuendos; unwelcome touching;
inappropriate jokes; sexually explicit posters; and other verbal, graphic or physical conduct
of a sexual nature which has the purpose or effect of creating an offensive work
environment. It also includes racial slurs; ethnic jokes; derogatory comments or gestures
about a person’s physical or mental limitations and other verbal, graphic, physical or other
conduct ofaracial, religious, ethnic or disability related nature which creates an offensive
work environment.
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Although many people think of sexual harassment as involving a male boss and a female

employee, not all sexual harassmentis done by males. Sexual harassment often involves
co-workers, otheremployeesofthecompanyorotherpersonsdoingbusinesswithorfor

the company such as outside vendors or customers. (Defined as 39 party sexual harassment). It's

against the law for females to sexually harass males or other females, and for males to harass

other males or females.

1.

Verbal harassment - epithets, derogatory comments or slurs. Example: Name-calling,
belittling, sexually explicit or degrading words to describe an individual, sexually explicit
jokes, comments about an employee’s anatomy and/or dress, sexually-oriented noises
or remarks, questions about a person’s sexual practices, use of patronizing terms or
remarks, verbal abuse and/or graphic verbal commentaries about the body.

Physical harassment - assault, impeding or blocking movement or any physical
interference with normal work or movement, when directed at an individual. Examples:
Touching, pinching, patting, grabbing, brushing against or poking another employee’s
body; hazing or initiation that involves a sexual component; requiring an employee to
wear sexually suggestive clothing.

Visual harassment - derogatory posters, cartoons, or drawings. Examples: Displaying
sexual pictures, writings or objects, obscene letters or invitations staring at an
employee’s anatomy, leering, sexually oriented gestures, mooning, unwanted love letters
or notes.

Sexual favors - unwanted sexual advances which condition an employment benefit
upon an exchange of sexual favors. Examples: continued requests for dates, any threat
of demotion, termination, etc., if requested sexual favors are not given, making or
threatening reprisals after a negative response to sexual advances, propositioning an
individual.

Itisimpossibletodefine every action orall words that could be interpreted as sexual

harassment. The examples listed above with the state definition of sexual harassment are

notmeanttobeacompletelistofobjectionablebehaviors.

IF SEXUAL HARASSMENT OCCURS

When possible, confront the harasser and attempt to persuade him/her to stop. The harasser may
notrealizetheadvancesorbehaviorsareoffensive. Whenitisappropriateandsensible,
anemployeemaywanttotelltheharasserthebehaviorsoradvancesareunwelcome

and must stop. Sometimes a simple confrontation will end the situation.
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2. Toreportsexualharassment,employeesshouldcontactXYZTANsupervisor oramember
of the senior management team. Sexual harassment or retaliation should be reportedinwriting
orverbally. Anemployee mayreportsuchactivitieseventhoughthey werenotthetargetof
theharassment.

3. Aninvestigationwillbeconductedandappropriateactiontaken. Thecompanywill investigate, in
confidence, all reported incidents of sexual harassment and retaliation. The company will make every
effort to maintain the confidence of all such investigations but cannot guarantee such confidence as it
cannot guarantee the discretion on all participants. Investigations include a written statement (signed
and dated) from the alleged victim, witnesses and preparator where possible. Also, the investigating
management employee should conduct an interview of all the parties to attempt to validate the written
statements.

4. Upon the completion of an investigation, senior management will decide on the validity of all
statements and decide as to the guilt or innocence of the alleged perpetrator and any appropriate
disciplinary action to take. Appropriate actions can vary from warnings up to terminations of a
guilty employee. Much of what is done depends on several factors such as the degree of
infraction, and the history of similar behaviors. It is not mandated by law that a guilty employee
be terminated but that decision must be weighed against the commitments of cessation of the
harassing actions and the comfort of the victim in their future employment with the perpetrator’s
continued employment. If it is decided that the allegations are not with warrant it may be
appropriate to issue a warning against the alleged victim.

5. In all cases the investigation’s outcome should be documented with statements and investigation
conclusions.

6. Third Party sexual harassment is usually caused by interactions between salon employees and
customers. Like any other definition of sexual harassment, employees are not to be subjected to
customer or vendor inappropriate behaviors. If an investigation proves inappropriate behaviors
on the part of a customer it is prudent to exclude the customer from any further access to
company facilities or services. They should be notified by email or phone that they have lost their
salon privileges and refund any current month’s tanning costs. (It is not worth it to the salon
owner to continue to do business with a harassing customer or vendor regardless of how much
money they spend on tanning. The protection and security of salon workers is much more
important!) Customers guilty of harassment should be restricted from the salon premises and if
they do not honor that demand, the salon is within its legal rights to notify the authorities. Salon
owners and managers have the right to exclude troublesome customers or vendors from the
salon which is legally private property.

SEXUAL HARASSMENT CAN BE COSTLY

If an employee is found guilty of sexual harassment, they may be personally liable for monetary
damages. The Company will not pay damages assessed personally against anindividual. Inaddition,
thiscompany willtakedisciplinaryaction-terminationisonepossibleaction-against any employee who
engages in harassment -sexual or otherwise.

All employees, by signature on this acknowledgment form, agree that they have reviewed this

policy on harassment and understand the various definitions of harassment and know how to

report such an issue. Their signature also acknowledges that they agree and understand the

possible consequences of either falsely reporting harassment as well as the penalties including

possible termination of an employee guilty of harassment.
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Ethical Practices & Dishonesty

XYZTAN conductsitsbusinessaffairsincompliance withapplicablelawsand
regulations. We expectallemployeesto strictly comply withthisstandardandto refrain
from engaginginactivitieswhichareunlawfulormaybringdiscredittothe Company.In
theevent an employee feels that any member of our staff is engaging in unlawful
business activities,
theft, harassment of any form of inappropriate behavior during salon shifts or company
functions, weencouragethemtoimmediately report XYZTAN concernstoany memberof
themanagementteam. Werespecttherightofouremployeestoraisesuchmattersandwill
address any concerns reported.

Confidential & Proprietary Information

In your work, you may have access to confidential information. Confidential information
includesallinformationacquired by anemployeeduring the course ofemploymentwhichis
ofeconomicvaluetothe Company andnotgenerally availabletothe public. Customerlists,
financial data, pricing and payroll information, customer files and information (see “Video
Privacy Protection Act”), promotions and company development plans are typical examples
ofinformationthatweconsiderconfidential. Sincemanytimesitisdifficulttodistinguish

betweencommonand confidentialinformation, thebestruletofollowis nottodiscuss business
information with persons outside the Company unless you have received prior approval
from a member of the management team.
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Allinformationacquired by anemployee duringemploymentistobeused solelyforthe
benefitofthe Company, ourcustomersandemployeedevelopment. Theuseof such
information for personal advantage or disclosure to others is strictly prohibited.

Likewise, marketing concepts, written material, computer lists and other material
developed by ouremployees arethe property of XYZ TAN. Employees may not take this
material withthemwhentheyleaveouremployment, removeitfromoursalonsfornon-
workrelated reasons, copy ordistributeitto personsorcompanies, otherthanasrequired
inthe course of business, without written approval from a management team member.

Personnel &PayrollRecords

Itisimportantthat your personnel records be kept up to date. Be sure to notify your
managerofany changeinyouraddress or phone number, personto be notified in case of
accident, legal name, marital status, number of income tax exemptions, military service
status, etc. whensuchchangesoccur. Alsorememberthatyourpersonalcompensationor
wagerateisstrictly privateandis nottobediscussed withany otheremployee exceptyour
immediate supervisor. Violation ofthis policy willbe grounds fordisciplinary actionupto
and including the possibility of termination.

Non-Compete/Non-Disclosure

All XYZ TAN employees agree as a condition of employment that they will not seek or
acceptemployment of acompetitor while employed at XYZ TAN, orfor a period of one year
aftertermination from XYZ TAN. In addition, all XYZ TAN employees agree to not disclose
any confidential companyinformationthatcould beconstruedasdamagingtothe
company’s business.
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Employment Handbook
Acknowledgment of Receipt

I acknowledge that I have received a copy of the Employee Benefit Handbook of XYZ
TAN which is effective , and I am covered by this Handbook.

Iunderstand thatthe Company reserves all rights necessary tothe efficientand orderly
managementofits business. The Handbookisintended to be aguidelinetoits practices, not
a contract. It may become necessary for the Company to change this Handbook and its
policiesfromtimetotimeasitdeemsnecessaryforthemanagementofitsbusiness.

I have carefully read and understand the policiesand rules outlined inthis Handbook. I
recognize my employmentand compensation canbeterminated with orwithoutnotice, at
anytime, atthediscretion ofeitherthe Company or myself.

I also understand that no one other than executive management has any authority to
enterintoanyagreementforemploymentforanyspecifiedperiod, toassuremeofany future
position, benefits, or terms or conditions of employment, or to make any promises
contrary orinadditiontothisHandbook. Any past or future promises contrary orinany way
differentfromthisHandbook, includingmyrightandtherightofthe Companytoterminate
ourrelationshipatourindividual discretion mustbeinwriting, signed and dated by amember
of the executive management group and me.

In addition, I authorizeXYZ TAN Incorporated (XYZ TAN) to deductfrom my wagesat
anytime(includingafinalcheckuponterminationofemployment)anybalancesIowetothe
companyforemployeepurchasesorXYZTANpropertynotreturned.

Employee Signature Date

Employee’s Name (Print Name)
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