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Dear New Members of ProStyle X-treme,

Welcome to our family! We are pleased that your professional goals have led you to become a part of the dynamic organization that is ProStyle X-treme.

ProStyle recruitment and selection process is a difficult one. You can be proud that the knowledge, skills, and ability that you demonstrated in a highly competitive process led to your selection over many other qualified candidates. You will be joining a work force of many employees that share the same skills and commitment that you have demonstrated by providing quality services to your cliental.

One of our organization’s most important objectives is to recognize that the services we provide are important to our citizens. As a ProStyle X-treme representative, I challenge you to respond with responsibility, professionalism, and excellence in your work.

We encourage you to know the many departments and dedicated people who comprise ProStyle X-treme, and join in the special feeling of pride we share in our company! 

Once again, Welcome!

Sincerely,

Matt Kramer 

VP of Human Resources
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This handbook describes some of the basic terms and conditions of employment with our company, and is intended to serve as a resource. You are required to read this handbook thoroughly and carefully and to abide by it. If you have any questions about anything in this handbook or about employment policies and practices in general, you may ask your supervisor or a member of the Public Relations Department or Human Resource Departments.

This handbook is not intended to be a contract, nor is it intended to otherwise create any legal enforceable obligations on the part of the company or its employees. Employment at the company is “at-will”; you should not misconstrue anything in this handbook as creating a contract or guarantee of continued employment.


Employment at ProStyle X-treme is at-will, this means that ProStyle has the right to terminate your employment, and you have the right to resign, at any time, with or without a reason and with or without prior notice.

For the purpose of such administrative matters such as salary payment, benefits eligibility, and leave accrual; employees are categorized as follows:

Regular Full-Time or Part-Time 

Individuals hired on a full-time or part-time basis, subject to satisfactory performance evaluations.

Failure to perform duties assigned

Failure to do job will result in suspension, pay reduction, and finally termination.

Evaluation

Employees will be evaluated based on the quality of their work. Evaluations will be conducted by the VP’s of each department. Evaluation forms will be turned in to the VP of your department at the end of the day.

Payroll

 Employees will be paid semi-monthly on the 1st and 15th of every month.



Computer and Internet is to be used for business related purposes only. Misuse of the computer or internet will result in a demotion or termination of employment. 

All ProStyle employees are permitted to use the telephone for business purposes only.  All callers are to be treated with professional courtesy and politeness.  Personal use of telephones for long-distance and toll calls is not permitted. 

Equipment essential in accomplishing job duties is expensive and may be difficult to replace.  When using equipment, you are expected to exercise care, perform required maintenance, and follow all operating instructions: safety standards, and guidelines. All company property is to remain on campus.  Unless authorized by the CEO or company facilitator. 

 


ProStyle will not tolerate harassment of employees or by employees in violation of California Federal Law, which include the following:

· Race 

· Creed

· Color                              

· Physical or Mental Disability   

· National Origin               

· Medical Condition

· Ancestry                         

· Marital Status    

· Sex                                  

· Citizenship Status

· Sexual orientation           

· Military Service Status

· Age                                 

· Other Basis Protected by Law

· Religion

This prohibition applies to staff, vendors, clients, contractors, and volunteers on all employment-related business trips.

Impermissible harassment may take many forms, some of which may include: 

· Verbal conduct, such as: epithets, jokes, slurs, or comments.

· Visual conduct, such as: posture, photographs, cartoons, drawings, leering, or gestures.

· Physical conduct, such: as touching, assaulting, impeding or blocking movement.

· Unwanted sexual advances, invitations, or propositions. 

· Offering employment benefits in exchange for sexual favors.

· Making threatening gestures after a negative response to a sexual advance.

Unlawful harassment in any form will not be tolerated. You are expected to promptly notify the VP of Public Relations, Human Resources or CEO if you are aware of any offensive, unprofessional or inappropriate conduct in any employment-related setting, which you believe may be directed at an individual or to yourself.

Employees who complain of or report perceived unlawful harassment or discrimination will not be retaliated against for such complaint or report. Similarly, employees who participate in an investigation of a complaint or report will not be retaliated against for such participation.
Personal Files

Each employee’s resume, letter of application, any grievance forms, and any other forms that the Administration Departments sees’ as equal importance will be kept safely within the department in their own separate files. Other documents, such as, payroll information and account summaries will be kept with the Accounting Department. All forms will go through Human Resources and Public Relations.

Keeping Personal Information Current

You must promptly notify the Human Resource Department and the Public Relations Department of any changes in your address and telephone number. If any of your personal or emergency contact information should change during the year, please notify Human Resources and Public Relations as soon as possible. 


Employee’s appearance is an important part of the image of every company. We want our members to have confidence in themselves. Employees are expected to have good judgment on what is good business attire and what is not. If you have any questions about what is appropriate, the employee should ask their supervisor or someone in the Public Relations Department as well as the Human Resource Department.

Preferred Attire for Men

Men are to wear dress shirts and ties. They are to be clean shaven or have well-maintained and trimmed facial hair. Hair should not be beyond shoulder length. Every Tuesday employees are to wear the Company Uniform. (See uniform description).

Preferred Attire for Women  
Pants may be worn as long as they are dress slacks and are professional in appearance. No stretch pants made of light weight material. Hosiery is optional. Shoes should be appropriate to the attire. Skirts shall be no shorter than three inches above the knee. Shirts shall not, under any circumstances be revealing in any way. Every Tuesday employees are to wear the Company Uniform. (See uniform description).

Uniform

Our company uniform is a black Polo Shirt with the company’s logo located on the top left front side. The shirt must be worn with dark blue jeans and black shoes.  

 

Absent

CEO and/or Public Relations as well as Human Resources must be notified before the employees scheduled time of absence.  Failure to call (661) 538-0304 ext. 244 will result in no pay for the day. After the third absence a warning will be issued depending on the severity of the matter.

Tardiness 

Tardiness is unacceptable at ProStyle. If you are going to be tardy you must call the Public Relations or Human Resources department to let them know that you will be coming in late, so that you will not be penalized. After your third tardy, the employee will be deducted one days pay.

Suspension 

Suspension will result in no pay for the duration of the suspension.


All employees are expected to comply with the following:

No food, cups, or containers are allowed under, on top of, or around the work/desk area. Water bottles are allowed only if stored under desk or counter areas. All employees are responsible for cleaning the department at the end of the workday. Any department left unclean will result in a warning.


Holidays

Veterans’ Day
November 10

Thanksgiving
November 22-24

Winter Break
December 15-January 5

Martin Luther King Jr. Day
January 15

Lincoln’s Birthday
February 12

Presidents’ Day
February 19

Spring Break
March 26-30

Memorial Day
May 28

Holidays occurring on a Saturday will be observed on a Friday; those occurring on a Sunday will be observed on a Monday. The employee must be in pay status both the workday before and after the holiday, to receive the holiday off with pay.

Leave

(Paid)

Sick Leave
Bereavement Leave

Jury Duty

Time Off To Vote

Same Day Schedule Change

Maternal Leave (pregnancy)

Vacation

School Related Activities 

(Unpaid)

Military Duty 

Volunteer Firefighter Duty

Witness Duty
Leaves must be approved by the CEO before the time of leave. The employee must fill out an “Absence Request” form in advance. If the leave request is denied, the employee must return to work as regularly.

.  


I acknowledge the receivement of the ProStyle X-treme Employee 

Handbook on __________.  I agree to adhere to the rules and policies

                             Date

described in this  ProStyle X-treme  handbook.

_____________________
________________________
__________

Employee Name
Employee Signature
Date







