New Employee Orientation Checklist
Check off when completed.

Policies


Employee Handbook (review together) 

Signed and returned by __________________


Confidentiality and Non-Competition Agreement  
Signed and returned by ___________________


I-9 Form


W-4 form


Photocopy of Massage or Cosmetology License if applicable

Photocopy of driver’s license, passport, resident papers  (one is sufficient for identification)

Procedures

Explain and review each topic.

Time cards 


Pay Checks

Schedule 


Education calendar 


Breaks and Break Areas

Lunch schedule


Tipping procedures


Vacation Request forms


Education Reimbursement forms


Medical insurance


Warning notices 

Orientation

Discuss spa culture and why we are unique. Share the benefits of working with our company from your own experience. Review and distribute the following to the new team member:


Review Employee Handbook


Vision Statement


Team Values 


Mission Statement


Copy of Spa Menu 


Business Card order form
Product Knowledge

Provide all available literature on each product line and review with the new team member. There will be a quiz on each line within the first 30 days.


Product Line _____________________________________


Product Line _____________________________________


Product Line _____________________________________


Product Line _____________________________________


Product Line _____________________________________

Spa Reception Desk


Client Management System—How to properly check in/out a client (it is best to role-play this scenario).

Education


Discuss education reimbursement policy

Discuss dates to have the new employee up and running to our expectations

Guest Relations Workshop—discuss benefits of attending

Goals

It is a priority for the new team member to set goals. Please fill out the following:

Financial Goals:

Retail Goals:

Monthly

$__________

Weekly

$__________

Daily

$__________

Before the new team member begins working with clients, please review the following:


Mission Statement


Vision Statement



Values Statement



Spa Philosophy



Time Management

1. How to book an appointment
2. Being on time!

3.
Supporting the team



Software System


1.
How to log in


2.
Viewing guest appointments


Check-Out


1
Rebooking customer


2.
Spa Coordinator’s role



Retailing Process-Inventory requests


Answering the Phone



Professional Presence



Confidentiality and Respect



Hours and Days of Operation



Compensation Structure


Disciplinary Procedures



Cleanliness of Spa


Team Phone List


