           STORE OPERATIONS AND MANAGEMENT GUIDE 2010
INTRODUCTION

Welcome to __________, you are an important member of a team effort to serve the best-tasting, highest quality frozen yogurt and other specialty deserts. Our success depends upon the dedication of our employees; we take pride in our products and value our team members.We look to you and the other employees to contribute to our continued success.

This Operations Manual is intended to explain the day-to-day operations of a  Frozen Yogurt Store.
This manual summarizes the practices and policies in effect at the time of publication and supersedes all previously issued materials.  Your supervisor or manager will be happy to answer any questions you may have, or you may email your questions to 
Our Mission
To serve healthy delicious specialty deserts/frozen yogurt and to become an industry leader in frozen yogurt by building strong community ties through our employees.

SERVICE

Sequence of Service

This section is intended to describe the sequence of service for our customers from the moment they enter the door. 

Helpful Tip: Do not allow 1st time/curious customers to walk out of the store without being offered a sample. Our purpose is to create new customers and value existing ones.
Customer care is part of our success. We depend on you to assist each cutomer with 
· Cheerfulness
· Respect
Your service is a huge part of the whole experience.

Greeting is an important part of service. Your purpose is to help make them feel welcome and that you’re there to service them.

Always greet customers with a smile and welcome them by repeating

“Welcome to _______________!”
Cashier

Take customer order.
Enter into POS System. SEE POS TRAINING.
Ask the customers first name.

Enter into POS System. 
Accept payment and confirm amount tendered by saying:
“Out of __________”

Give customer any change if necessary and confirm change amount by counting back to them.

Make eye contact with the next customer in line by asking; 
“Welcome to _____________, what can I get you started on?”
 Attendant
Prepare customers order. SEE YOGURT SWIRLING
Add toppings. For each size add the following: SEE TOPPINGS
5 oz Small –1 scoop

8oz Medium –1 scoop

13 ozLarge – 2 scoops

Set finished yogurt carefully on counter without spilling any toppings.
Prepare next order.
If there are no orders to fulfill, mix yogurt, then clean toppings tray and surrounding area. Topping trays must be kept clean and presentable at all times

SEE CONTINUOUS BUSINESS HOURS CLEANING
Uniforms 

Uniforms will be provided for employees. duties. Employees must wear provided uniforms during work hours this includes;
Visors 
logo Polo Shirts 

logo Aprons

Plastic Gloves-must be worn when serving yogurt
Professional Appearance

Employees are expected to maintain high standards of personal cleanliness and to present a neat, professional appearance at all times.
Keep all personal belongings (keys, phones, clothing etc.) in lockers and out of sight.

Never put personal food or beverages in any refrigerator.

Standards of Behavior

We expect reasonable and safe behavior and efficient performance from employees. Employees should perform their work and conduct themselves in such a manner that reflects professionalism, is respectful toward others and brings credit to us. Poor performance or misconduct of any kind may result in the appropriate disciplinary or corrective action. 

Employee's immediate manager will administer any appropriate corrective or disciplinary action. Appropriate action will be based on such factors as severity, frequency, and degree of deviation from expectations. 

CLEANLINESS / STORE APPEARANCE

General Standards / Cleaning Tips

Make sure all equipments are clean and ready for use the following day. Everything in the store should be spotless and dustless at all times. 
Outside

Sweep general front area.
Keep patio furniture clean.
Wipe windows with windex

Customer Area

Seats and tables must be clean.
Don’t forget to clean corners of the store.
Make sure spoon and napkin holders are clean and filled.
Scrub out any hard to clean food stains.
Check and clean UNDER furniture, fixtures, and kitchen appliances.
Yogurt Area

Keep clean paper towel around.

Clean all yogurt drippings on machine.
Topping Tray

Fruit trays must be kept full and clean at all times.
No cross contamination.

We only serve fresh fruit, do dispose fruit toppings that appear spoiled.
Dry topping cereal- make sure that it’s fresh and not stale

Keep sneeze guard spotless and closed when not being used.
Kitchen
Keep floors clean.
Make sure there are no dust on shelves/tabletops in this area AT ALL times.
Keep all food preparing station clean after use.
Storage

Keep storage room uncluttered and organized for easy access.
Refrigerator
Maintain refrigerator cleanliness at all times.
Temperature must be kept at 41 degrees.
Keep organized.

3-Compartment Sink

This sink is used for cleaning trays, utensils, etc and utilizes a unique system which is better described in the opening procedures of the Cashier.
Cleaning the Restroom

Customers need to feel the restroom is clean, functional, and well stocked.
Restrooms should be cleaned continuously and is classified as part of Continuous Business Hours Cleaning which is covered in an upcoming section.

When cleaning the restroom, first gather the appropriate equipment and supplies. These include:

Equipment
Safety glasses (if necessary)

Chemical resistant gloves

Wet floor sign

Supplies
All purpose cleaner

Glass cleaner
Broom and dustpan

Mop and bucket

Paper towels

Trash bags

Restroom Cleaning Process
1. Gather necessary supplies and equipment

2. Knock to alert any customers

3. Prop door open

4. Wipe ceiling vents, plants, and pictures (if any)

5. Spray mirror with glass cleaner and wipe with towel

6. Spray outside of sinks with cleaner and wipe clean with towel

7. Repeat above step with new towel for toilets and urinals

8. Spray all purpose cleaners into toilets and urinals

9. Scrub inside of toilets and urinals with toilet brush and flush

10. Clean drain cover

11. Sweep floors and dispose of any dirt and debris

12. Replace trash bag if it is more than ¾ full

13. Wipe down trash receptacle with all purpose cleaner and a towel and clean any stainless steel components with stainless steel cleaner

14. Replenish air freshener, toilet paper, paper towels, hand soap, seat liners as needed

15. Display sign outside of door

16. Mop floor ensuring areas under fixtures and corners are clean

17. Once floor dries remove wet floor sign

18. Carry supplies and equipment back to storage room

19. No supplies/equipment should be left in restroom

20. Take trash to dumpster
OPENING PROCEDURES
Cashier

1. Clock in.

2. Re-mix yogurt using hand blender. 
3. Pour mix into soft serve machine.

4. Press ‘Auto’.

5. Turn on POS register machine.

6. Turn on credit card machine.

7. Turn on signage if necessary.

8. Turn on Radio. Play only Swirls approved stations on satellite radio.

9. Clean all windows and glass doors.
10. Wipe down the entire inside of the refrigerator.

Attendant

1. Clock in.

2. Prepare fruit.

3. Cut the prepped fruit prepared from the night before.
4. Always put newest fruit in back of refrigerator and use older fruit first.
5. Sink Fulfillment for the 3-Compartment Sink

Compartment 1 – Fill with water for rinsing

Compartment 2 – Fill with Sanitizer 

Compartment 3 – Fill with water for rinsing

6. Keep sink filled throughout day and sanitize any tools/utensils that comes in contact with food.

Using 3-Compartment Sink for Sanitizing:
Step 1: Rinse in compartment 1 and lose food particles.

Step 2: Rinse in Sanitizer compartment

Step 3: Final rinse in compartment 3

7. Keep topping try full. Never let toppings go beneath half.
CLOSING PROCEDURES
Cashier

1.
Close out register.

2. Close out credit card processor.

3. Count cash, put in envelope.

4. Sign for balance. 

5. Place envelope in safe.

6. Put yogurt machine on ‘Wash’ mode. Wash mode takes about 10m minutes.

7. Clean topping trays and surrounding areas.
8. Remove all bins.

9. Throw all fruit that has lost it’s freshness. 

10. Seal the remaining fruit and place in refrigerator.

11. Seal dry toppings (if stale throw away) do not refrigerate.
12. Place cutting board, rails and utensils in 3-compartment sink.

13. Clean ALL sides of the sneeze guard glass including the top
14. Drain yogurt out of machine into 3-gallon container. (this container should never touch the floor)
15. Seal the yogurt in container and place in refrigerator.

16. Make sure front levers are up in closed position

17. Pour 1 bucket of warm water into each cylinder of the yogurt machine.

18. Make sure machine is still set to ‘Wash Mode’.

19. Clean the inside sides of machine with a sanitized sponge.

20. Clean the hopper with a sanitized clean sponge.

21. Drain water.
22. Repeat 2 times or until drained water is clear. 

23. Prepare the sanitizer.

24. Add 1 scoop per 1 bucket of water, mix and pour into yogurt machine. 

25. Make sure machine is still set to ‘Wash Mode’.

26. Leave sanitizer in machine for 10 minutes.
27. Drain. 

28. Rinse with cool water.

29. Do Dishes.

30. Clock out. Turn off Air Conditioner

31. Lock door upon exit.

Attendant

1. Fruit Preparation 30 minutes (or use best judgment) prior to closing. 

· Never cross contaminate the fruit.

· All fruit should be prepared so it can be cut easily and neatly into bite size cubes the following day.
· Water melon should be cut into large pieces with rind off.

· Pineapples should be peeled and cut vertically.

· Mango, pineapple, watermelons should be peeled cut in to large pieces.

· Strawberries should be de-stemmed, washed, and dried.
· Kiwi should be peeled and left whole.
· Wash and dry the raspberry, blueberry and blackberries.
· Seal and place in refrigerator.

2. Clean ALL tables, chairs and counters with a rag and all purpose cleaner.

3. Prepare Floor Cleaner. Follow directions of floor cleaner and prepare mixture in mop bucket.

4. Empty trash cans and throw out all trash into dumpsters.

5. Refill napkin holders, spoon holders.

6. Sweep and mop customer area.
7. Sweep, mop and clean restroom.
8. Sweep and mop kitchen.
9. Clean Floor sink.

10. Retrieve any outdoor furnishings and signage. 

11. Help with dishes.

12. Clock out.
Continuous Business Hours Cleaning
This is cleaning done throughout the day during any ‘down time’. Down time is defined as anytime the flow of customers slows down. This can be any 5-10 minute interval throughout the day. During these times, employees should see to the following:
· Make sure garbage is not full
· Sweep floors
· Wipe tables
· Refill napkins, spoons, straws, toppings and cups
· Check the cleanliness of the restroom

EMPLOYEE MANAGEMENT

Preparing to Hire

 We have set forth this set of guidelines to ensure that everyone is treated fairly. While recruiting new members of the Swirls team, please keep in mind the following Guidelines for Being Discrimination-Free:
· Potential employees are evaluated; regardless of age, gender, race, color, national origin, disability, sexual orientation or religion are equal contributors to the success of Swirls.
· Employees will be evaluated according to their qualifications, skills, performance and commitment to our goals and values.

· Conduct in the workplace must be free from bias or harassment.

· Stereotypical comments regarding an employee's age, gender, race, color, national origin, sexual orientation, disability, or religion, are not allowed.

· Swirls employees must treat each other with dignity and respect and avoid behavior that is demeaning.

· Employees should avoid making comments about an employee's physical appearance or characteristics.

· Inappropriate comments or jokes of a sexual nature or that focuses on stereotypes are unacceptable in work environments.

A discrimination-free workplace benefits us all. Thank you for contributing to a work environment that is comfortable and productive for everyone.

Legal Issues of Employing

Reasonable Accommodation for Disabled Employees

Consistent with applicable federal and state laws, We will make reasonable accommodations to ensure equality of opportunities for individuals with disabilities. Questions regarding our policy should be submitted to management.

Anti-Harassment Policy

Management seeks to maintain a workplace free of ethnic, racial, religious, or other discriminatory harassment. The physical or verbal harassment of another based on race, color, national origin, religion, sex, age, marital status, pregnancy, sexual orientation, handicap, veteran status or any other classification by Federal, State or Local law is unlawful and will not be tolerated. The use of racial or ethnic slurs, or other derogatory comments based on the aforementioned categories, even as a joke is inappropriate and prohibited. We will not tolerate conduct by any person which harasses, disrupts or interferes with an employee’s work performance or which creates an intimidating, offensive, or hostile work environment. This principle applies to all employees, as well as to vendors, contractors, and visitors. Any employee who violates this Anti-Harassment Policy will be subject to disciplinary action up to and including termination from employment.

Sexual Harassment Policy

 We are committed to creating and maintaining a working environment free of all forms of discrimination, including sexual harassment. Sexual harassment, like other forms of discrimination is unlawful. We will not tolerate sexual or gender-based conduct by any person, which harasses, disrupts or interferes with any employee’s work performance or which creates a sexually intimidating, offensive or hostile work environment. This principle applies to all employees as well as to vendors, contractors, and visitors. As defined by law, “sexual harassment” may include any unwelcome sexual advances or requests for sexual favors or any other verbal or physical conduct of a sexual nature. Sexual harassment occurs when:

· Submission to such advances, requests or conduct is made either implicitly or explicitly a term or condition of an individual’s employment;

· Submission to or rejection of such advances, requests or conduct is used as a basis for employment decisions affecting the individual; or

· Such advances, requests or conduct have the purpose of effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

Sexual harassment includes unsolicited and unwelcome contact or behavior of a sexual or gender–specific nature. Examples of sexual harassment include unwelcome touching of another employee in an offensive manner or implicit or explicit requests for sexual acts or favors. Sexual harassment may also include continuing to express sexual or social interest in another employee after being told that the interest is unwelcome. In addition, graphic or suggestive comments about individual’s dress or body, verbal comments of a sexual nature, sexually degrading words to describe an individual, the display of sexually suggestive objects or pictures, suggestive or insulting noises, obscene gestures and sexual innuendoes or jokes of a sexual or gender-specific nature may contribute to a sexually hostile work environment. Any employee who engages in sexual harassment is subject to disciplinary action, and possible termination of employment.

Discrimination and Harassment Complaint Procedure
In order to prevent sexual and other unlawful discrimination or harassment and to protect our employees, Established are the following procedure for dealing with complaints of discrimination and/or harassment:

1. An employee who believes that he or she has been discriminated against or sexually or otherwise harassed has an obligation to report the matter immediately to his or her manager, or any senior manager. These persons are also available to discuss any concerns that employees might have. 

2. Each report of discrimination or harassment will be investigated promptly and thoroughly. All investigations will be handled as confidentially as practicable while recognizing some disclosure of the complaint will likely be necessary for management to conduct a thorough investigation.

3. An employee who is found to have engaged in sexual harassment or other discriminatory conduct or harassment will be subject to appropriate disciplinary action, which may include immediate termination of employment and police intervention

Policy against Retaliation

This policy seeks to encourage employees to express freely, responsibly, and in an orderly way opinions and feelings about any problem or complaint of sexual harassment. Retaliation against persons who report or provide information about harassment or behavior that might constitute harassment is also strictly prohibited. Any act of reprisal, including internal interference, coercion, and restraint, by an employee or by one acting on behalf of our organization violates this policy and will result in appropriate disciplinary action. This sexual harassment policy shall not, however, be used to bring frivolous or malicious complaints against employees. If a complaint has been made in bad faith, as demonstrated by clear and convincing evidence, disciplinary action may be taken against the person bringing the complaint.

Drug-Free Workplace


 Employees have the right to work in an environment that is free from the effects of alcohol and drug abuse. Alcohol and drug abuse adversely affect Swirls pursuit of its goals. Every member of our organization is responsible for his or her individual problems of any substance abuse (alcohol, drug, and any other detrimental substance).

This drug policy is applicable to behavior that occurs at and near our business, and any off site sponsored or supervised activities and activities.
Employment Categories

For determining eligibility for benefits, positions will be classified as:

Full-time

More than 40 hours a week.

Part-time

Less than 40 hours a week.

Breaks

All Employees are entitled to 10 minuet paid breaks for 5 hours work period. 
For 8 hours shifts employees may take 30 minuets unpaid meal breaks.
Holidays

Normal business operations will be suspended on approved holidays published annually. 

Sick Leave

Sick leave is not an earned right, but a privilege, and should be taken only for reasons provided in this policy. Employees must report an absence for sick leave to their supervisor prior to the absence or at the earliest opportunity, giving the reason for the absence and the expected date of return. Employees may be required to provide documentation for absences.

Eligible employees may be granted sick leave when they:

· Are unable to perform their duties because of personal illness or injury 

· Must attend to the serious illness of relatives who reside in the immediate household 

· Must attend to the serious illness of their parents (including current step-parents or legal guardians) 

· Must obtain health-related professional services that cannot be obtained after regular working hours 

Reporting of Injuries and Illnesses 

All on-the-job injuries or illnesses, regardless of their severity, should be reported immediately to the employee's supervisor. Supervisors should determine the circumstances and if approved, prepare and submit a form in writing that includes the exact circumstances surrounding the incident within two (2) working days of the injury.

Work Schedules and Timekeeping

Store managers will set work schedules. Employees must clock in and clock out.  

Changes in an Employee's Personal Situation

Any relevant change in an employee's personal information should be reported through an employee's manager and then noted in writing. Some examples are:
· Changes in marital status 

· Any name change 

· Address or telephone change 

· Any addition or change in the number of dependents 

· Changes in emergency contact information 

These types of changes could affect employee benefits. Employees should notify their supervisor or manager when these types of personal changes occur.

Management Rights

Management has always sought employee opinions about working conditions, ways and means of getting jobs done more efficiently, and other matters of employee interest. From time to time, however, like any other organization, may make decisions without prior contact or consultation with its employees. Management must, therefore, maintain exclusive discretion to exercise the customary functions of management including, but not limited to, the discretion to hire, promote, suspend, dismiss, assign, supervise, and discipline employees; to determine the size, organizational structure and composition of the work force; to establish, change and/or abolish policies, procedures, rules, and regulation; to determine and modify job descriptions, job classifications and compensation plans; and to assign duties to employees in accordance with the needs and requirements determined by management.
Introductory Period

The first three (3) months of employment in regular employee status is considered a probationary period. During this time period, employees have the opportunity to demonstrate their ability and probability of sustained successful performance. Employees also have the opportunity to assess the suitability of their workplace. Either the supervisor or the employee may terminate the employment relationship with written notice during the introductory period. Introductory periods may be extended up to ninety (90) days provided sufficient communication and documentation between a supervisor and an employee have occurred during the first three (3) month period. 

Resignation

Should an employee decide to resign, it is expected the employees give a two (2) week written notice. 

Rehire

Our practice will consider former employees whose employment was terminated in good standing for re-employment as long as they meet the qualifications of an existing job opening.

Scheduling/Payroll Control

All personnel scheduling and payroll is handled by the store manager.

Theft

Theft of any property is prohibited. Termination and criminal charges will be sought to the fullest extent of the law.
Safety in the Event of Robbery

We all hope that we will never be faced with the situation of being robbed or being faced with violence from any visitor to our store. However, should a situation like this occur, protect yourself from harm using any means possible and try to remain as calm as possible. In the event of robbery, willingly surrender all cash, checks, credit card slips, etc. that the offender demands. Your life and your safety are more important to me than any amount of money. Do not attempt to use any delay tactics or phone the police while the offender is in the business. Try to keep them calm and get them out of the business as quickly as you can. 
Try to remember as much about the offender as possible, including clothing description, sex, race, height, hair color, presence or absence of facial hair, any accent to their voice, eye color, tattoos, scars, birthmarks, moles, description of vehicle, license plate number, state of registration, direction of travel, anything distinctive or unique about the vehicle, whether they left on foot or in a vehicle, size, style, color, and type of any weapon that they may have displayed, what they said, direction of travel, etc. If the offender writes anything or leaves anything in the office, do not touch it, even with gloves on, and keep everyone else away from it. 
Once the offender has left, immediately call 911 to report the crime. The store will close immediately and will remain closed until the police have arrived. If a patient customers are present when a robbery occurs or walks in on a robbery in progress, try to get them to cooperate with the demands of the offender and not resist in any way. If you arrive for work and find that Swirls has been burglarized or broken into, DO NOT ENTER THE BUILDING! The perpetrator(s) may still be inside. Go to a safe place and call 911 and your manager immediately.

Safety in the Event of Visitor Violence

Violence on the part of a visitor may be directed at you, another employee, another visitor, or involve destruction of or physical damage to the business or furnishings. In the event of violence directed at you from a customer or other visitor, defend yourself to the best of your ability while calling for help from coworkers. 

In the event of violence directed at a coworker or another customer, let your judgment guide your actions. Attempt to end the violence immediately and protect the victim(s) from harm or additional harm, and call your coworkers for assistance.
In the event of violence involving destruction or damage to physical property, remove yourself and anyone else who is in the vicinity of the offender from the area. Do not attempt to fight back or stop the offender’s actions. Inanimate objects can be repaired or replaced. In any of the above scenarios, phone 911 as soon as you feel that you can safely do so. Again, try to remember as much about the offender as possible, and write down as much of this information as you can as soon as possible. ABOVE ALL ELSE, protect yourself. If any of these recommendations fail to appease or stop the offender, do whatever you have to in order to protect yourself.

PRODUCT PREPARATION

Soft Serve Machines Dispensing/ Swirling
When preparing an order, always keep the presentation of the product in mind first and foremost. Aesthetics is an importance in our business. The perfect looking cup of yogurt begins with a perfect swirl. Begin by grasping yogurt cup firmly. Begin to dispense yogurt in corner of cup and rotate cup in a circular motion. 
To simplify the dispensing process, we break down a yogurt into two parts 1) The Base – or the bottom portion of yogurt on which the toppings will be placed and 2) The Top – or the point that protrudes beyond the top of the cup. A general rule of thumb when preparing a yogurt is that the base should come approximately to the half way point of the cup, while the top should protrude about 0.5 inches above the rim of the cup.

We have three sizes of yogurt: Small, Regular and Large:
Small

5oz cup (fill with about 5oz of yogurt)
Without Toppings $______ 
With Toppings $______
Regular
8oz cup (fill with about 8oz of yogurt)
Without Toppings $______
With Toppings $______
Large


13oz cup (fill with about 13oz of yogurt)
Without Toppings $______
With Toppings $______
There should always be an extra batch of each flavor of yogurt ready at all times.

Make certain that yogurt is stirred with whisk every 30 minutes.

Soft Serve Machine Troubleshooting

If machine stops or jams:

Firmly press the RESET BUTTON located on the front panel

Check feeder hole on top of unit

Check nozzle for jamming

If the cause of the jam is still not pinpointed, 
Toppings
Our frozen yogurt comes either with or without toppings. People who purchase toppings will generally choose three, but we also give our customers the choice of choosing 1 topping only. In this case they are charged for yogurt and 1 topping only.
If a customer chooses 2 toppings (2 toppings & 3 toppings are same price) ask if he or she would like to add an additional scoop of the 2 chosen.

When replacing an empty topping tray, get a new topping tray and replace the old. Pour any leftover toppings that still look fresh from old tray into new tray and place old tray into 3-compartment sink and wash. SEE 3-COMPARTMENT SINK
Sequence of Topping Placement
Fruit Tips
· Always use the ripest fruits fist.
· Rotate storage of stored fruit to ensure use of ripest fruit first.
· Some fruit can be left out of the refrigerator to ripen such as bananas, mangos, watermelon, and kiwi as long as they are uncut.

· Make sure mangos are soft and sweet when served. Color should be yellow and not brown. Remove browning spots on mangos.
· Kiwi fruit should be slightly soft when ripped. When cutting remove the stem portion of kiwi.
· Watermelon should always be seedless. Cut watermelon should always go in the refrigerator.
Topping Serving Sizes:
Size

Scoops

Small 

1 
Regular 
1 
Large 

2
Berries 

Berries are considered premium toppings. While other toppings are measured in scoops, berries are measured in pieces. 

Size

Blueberry
Raspberry
Black Raspberry


Small

1
                 5 pc


5 pc


Regular
1 scoop
     6 pc


6 pc


Large

2  scoop
     7 pc


7 pc


Smoothies
TBD
Crepes
TBD

Snow Shaved Ice

TBD
PURCHASING / ORDERING / INVENTORY

POS
Training TBD

General Information. 
Fruit is usually ordered about two times a week from our wholesale distributor and must be ordered at least one day in advance. Orders are placed by phone.
Manager or cashier can sign when receiving orders. Inspect all orders. If anything is damaged let a manager know immediately. Refunds/exchanges must be called in within 24 hrs. 
CASH MANAGEMENT

Handling Policies

Check Cashing Policies

Shift Change Policies

Over Ring / Void Policies

Cash Over / Short Policies

Coupon / Gift Certificate Policies

Store Funds

Cash Security


Safes


Bank Deposits


Counterfeit / Altered Currency


Shortchange Artists


Till Tappers

Fraud Prevention


Checks


Credit Cards


Coupon/Gift Certificates
FINANCIAL MANAGEMENT
Frequency of Financial Controls


Daily


Weekly


Periodically


Monthly


Quarterly


Annually

Financial Controls


Proforma


Daily Sales and Payroll Record


Spreadsheet


Cash Disbursement Record


Cost of Yogurt Check



Category Cost Contribution



Inches Inventory



Cost of Yogurt Check Form


Physical Inventory




Cost of Goods Worksheet



Profit and Loss Statement



Balance Sheet
Pricing


Item Cost Analysis


Suggested Price List
Licensee Record Keeping Requirements

Swirls Employment Application

________________________________________________________________________

APPLICATION FOR EMPLOYMENT

_______________is an Equal Opportunity Employer. All applicants are considered without regard to race, color, gender, religion, national origin, age, marital or veteran status, mental or physical disability unrelated to job performance or any other legally protected status. Please include with this application a copy of your resume.
Position Applying for __________________________________ Date _______________ 

PERSONAL INFORMATION

Legal Name______________________________________________________________

Address_________________________________________________________________________________________________________________________________________________________________________________________________________________

Home Telephone: _________________________________________________________ 

Other Telephone: _________________________________________________________

E-mail: _________________________________________________________________ 

Social Security #: _________________________________________________________

Driver’s License #: ____________________________________ State: ______________

(if position requires operation of a company vehicle)

Are you legally eligible for employment in the United States? 􀂅 Yes 􀂅 No

United States Visa status, if applicable: ________________________________________________________________________

Have you been convicted of a felony? 􀂅 Yes 􀂅 No

If yes, please explain circumstances: ________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Are you at least 18 years old? 􀂅 Yes 􀂅 No

POSITION INFORMATION

Position(s) applying for: ___________________________________________________ 

Salary desired: $__________________________________________________________

Employment status desired: 􀂅 Full Time 􀂅 Part Time 􀂅 Temporary

What hours are you available to work? ________________________________________________________________________

If hired, when could you start? ________________________________________________________________________

How did you hear about this job? ________________________________________________________________________

________________________________________________________________________

EMPLOYMENT HISTORY (Most recent first)

1. Job Title______________________________________________________________

Employer________________________________________________________________

Duties__________________________________________________________________

Dates of Employment (month / year)__________________________________________

From_______________________________To__________________________________

Starting Salary____________________________________________________________

Ending Salary: ___________________________________________________________ 􀂅 Full Time 􀂅 Part Time 􀂅 Temporary

Employer’s Address_______________________________________________________

________________________________________________________________________

Supervisor_______________________________________________________________

May we contact? 􀂅 Yes 􀂅 No Phone__________________________________________

Reason for Leaving________________________________________________________

2. Job Title______________________________________________________________

Employer________________________________________________________________

Duties__________________________________________________________________

Dates of Employment (month / year)__________________________________________

From_______________________________To__________________________________

Starting Salary____________________________________________________________

Ending Salary: ___________________________________________________________ 􀂅 Full Time 􀂅 Part Time 􀂅 Temporary

Employer’s Address_______________________________________________________

________________________________________________________________________

Supervisor_______________________________________________________________

May we contact? 􀂅 Yes 􀂅 No Phone__________________________________________

Reason for Leaving________________________________________________________

3. Job Title______________________________________________________________

Employer________________________________________________________________

Duties__________________________________________________________________

Dates of Employment (month / year)__________________________________________

From_______________________________To__________________________________

Starting Salary____________________________________________________________

Ending Salary: ___________________________________________________________ 􀂅 Full Time 􀂅 Part Time 􀂅 Temporary

Employer’s Address_______________________________________________________

________________________________________________________________________

Supervisor_______________________________________________________________

May we contact? 􀂅 Yes 􀂅 No Phone__________________________________________

Reason for Leaving________________________________________________________

________________________________________________________________________

EDUCATION

High School_____________________________________________________________

Dates Attended___________________________________________________________

Did you graduate__________________________________________________________

College/University________________________________________________________

Dates Attended___________________________________________________________

Degree Received__________________________________________________________

Graduate School__________________________________________________________

Dates Attended___________________________________________________________

Degree Received__________________________________________________________

Tech School_____________________________________________________________

Dates Attended___________________________________________________________

Degree Received__________________________________________________________

Other___________________________________________________________________

________________________________________________________________________
Special courses, training or experience acquired, including military experience

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

SKILLS

Clerical / Office skills______________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Computer skills___________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Languages_______________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

OTHER SKILLS

Other special knowledge or skills_____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Please describe any other experience, abilities, awards or skills that might be helpful in considering your application_________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

CERTIFICATION & AUTHORIZATION

I hereby certify that all statements made in this application are true and correct to the best of my knowledge and belief. I understand that any misrepresentations or omissions of facts in this application are grounds for disqualification from further consideration or for dismissal from employment. I authorize the company to inquire into my educational, professional and past employment history references as needed to research my qualifications for this position. If employed, I agree to conform to the rules, regulations and policies of the company. I understand that I will be an employee “at will” and either the company or I may terminate my employment relationship at any time for any reason not in violation of law. I hereby acknowledge that I have read and fully understand the forgoing and seek employment under these conditions.

________________________________________________

Signature of Applicant and Date















