[bookmark: _gjdgxs]MANAGERS PROCEDURE FORM
Week Ending _______________________________

	Procedure
	Sign
	Action

	Sick Day - Certificate?
	
	

	Banking, when, any discrepancies?
	
	

	Staff Meeting   Yes/No
	
	

	Client Details for every client. How many clients this week have no details?
	
	

	Targets set for Salon and Staff
	
	

	Targets Reached
	
	

	Enough photocopies of forms for staff and salon
	
	

	Staff running late, who and what days?
	
	

	Cleaning checklist complete
	
	

	Have Mail, Invoices, been put aside in the folder?
	
	

	Stock of
Business cards
Eftpos rolls
Price lists
	
	

	Name badges worn daily? If not who forgot?
	
	

	Shopping. When, what, amount?
	
	

	Monitor time owed to staff
	
	

	Stock orders up to date
	
	

	Stock Orders
	
	

	Mobile Phones off and out of sight. 
Who was caught?
	
	

	Staff Appraisals every 4 weeks
	
	

	Back up on computer daily
	
	

	Retail sales, up or down?
	
	

	New staff signed contracts and forms signed
	
	

	Complaints from Clients, which staff, resolved?
	
	

	In salon training
	
	

	At Least 5 Clients Happy Forms Collected with Testimonials
	
	

	Time sheet filled out for all staff 
	
	

	Roster, anyone request a change/holidays?
	
	

	Rebooking rates checked with each staff
	
	

	Issues to discuss with Owner
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