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CHAPTER 1  :  HUMAN RESOURCES    
 
CHAPTER 1.1 - RECRUITMENT Revision 

 1.1.1 Glossary of Position Descriptions 30/11/06 
 1.1.2a Position Description: Administration Co-ordinator  30/11/06 
 1.1.2b Position Description: Spa Skin Care Therapist   30/11/06 
 1.1.2c Position Description: Assistant Spa Manager  30/11/06 
 1.1.2d Position Description: Spa Attendant  30/11/06 
 1.1.2e Position Description: Spa Coordinator  30/11/06 
 1.1.2f Position Description: Spa Body Therapist  30/11/06 
 1.1.2g Position Description: Spa Reservations Co-ordinator  30/11/06 
 1.1.2h Position Description: Spa Manager  30/11/06 
 1.1.3 Reference Questions  30/11/06 
 1.1.4 Selection and Recruitment  30/11/06 
 1.1.5 Induction and Training  30/11/06 

 

CHAPTER 1.2 - PERFORMANCE Revision 

 1.2.1 Facilities  30/11/06 
 1.2.2 Attendance and Rosters  30/11/06 
 1.2.3 Professional Behaviour  30/11/06 
 1.2.4 Performance Management  30/11/06 
 1.2.5 Grievance  30/11/06 
 1.2.6a Receiving Guest Comments  30/11/06 
 1.2.6b Guest Feedback to Team  30/11/06 
 1.2.7 Leave  30/11/06 
 1.2.8 Meetings and Training  30/11/06 
 1.2.9 Presentation  30/11/06 
 1.2.10 Rewards and Incentives  30/11/06 
 1.2.11 Team Member Files   30/11/06 
 1.2.12 Training Sessions   30/11/06 
 1.2.13 Mystery Guest   30/11/06 
 1.2.14 Separations 30/11/06 
 1.2.15 Team Member Benefits 30/11/06 
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CHAPTER 2  :  GENERAL GUEST CARE    
 
CHAPTER 2.1 – Guest Services Revision 

 2.1.1 Facilities  30/11/06 
 2.1.2 Guest Arrival  30/11/06 
 2.1.3 Cancellation  30/11/06 
 2.1.4 Confirmations  30/11/06 
 2.1.5 Guest Departure  30/11/06 
 2.1.6 Guest Attire  30/11/06 
 2.1.7 Enquiries and Bookings  30/11/06 
 2.1.8 General Guest Care: Spa Skin Care Therapy  30/11/06 
 2.1.9 General Guest Care: Spa Body Therapy  30/11/06 
 2.1.10 Guest Profile 30/11/06 
 2.1.11 Gift Vouchers  30/11/06 
 2.1.12 Group Bookings  30/11/06 
 2.1.13 Health Funds  30/11/06 
 2.1.14 Hotel and Resort Guests 30/11/06 
 2.1.15 Memberships   30/11/06 
 2.1.16 Music  30/11/06 
 2.1.17 Payments and Cash Flow 30/11/06 
 2.1.18 Privacy Statement 30/11/06 
 2.1.19 Product Return  30/11/06 
 2.1.20 Business Alliances  30/11/06 
 2.1.21 Sales and Service Allocations 30/11/06 
 2.1.22 Daily Staff Schedules  30/11/06 
 2.1.23 Spa Cuisine  30/11/06 
 2.1.24 Spa Etiquette  30/11/06 
 2.1.25 Taking Messages  30/11/06 
 2.1.26 Tour of Facilities  30/11/06 
 2.1.27 Walk-Out or Harassment 30/11/06 
 2.1.28 Guest Communication  30/11/06 
 2.1.29 In House Massage 30/11/06 
 2.1.30 Locker Key Allocation 30/11/06 
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CHAPTER 2  :  GENERAL GUEST CARE 
    
CHAPTER 2.2 – Spa Skin Care Treatments Revision 

 2.2.1 Back Cleanse  30/11/06 
 2.2.2 Foot Therapy  30/11/06 
 2.2.3 Hand Therapy  30/11/06 
 2.2.4 Skin Care Treatment  30/11/06 
 2.2.5 Signature Skin Care Treatment 30/11/06 
 2.2.6 Waxing Hot  30/11/06 
 2.2.7 Waxing Strip  30/11/06 

  
CHAPTER 2.3 – Spa Body Treatments Revision 

 2.3.1 Dry Body Brush  30/11/06 
 2.3.2 Relaxation Massage   30/11/06 
 2.3.3 Massage In-house  30/11/06 
 2.3.4 Salt Scrub  30/11/06 
 2.3.5 Scalp Massage  30/11/06 
 2.3.6 Vichy Shower  30/11/06 
 2.3.7 Salt Scrub and Vichy Shower Combination  30/11/06 
 2.3.8 Body Wraps  30/11/06 
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CHAPTER 3  : HOUSEKEEPING, SECURITY and 
SAFETY    

 
CHAPTER 3.1 – Housekeeping Revision 

 3.1.1 Spa Coordinator Checklist  30/11/06 
 3.1.2 Equipment  / Trade Tools and Sanitation  30/11/06 
 3.1.3 Linen and Laundering 30/11/06 
 3.1.4 General Spa Presentation  30/11/06 
 3.1.5 Treatment Room Checklist   30/11/06 
 3.1.6 Slippers  30/11/06 
 3.1.7 Common Areas Checklist 30/11/06 
 3.1.8 Therapist Daily Responsibilities  30/11/06 

 
CHAPTER 3.2 – Security Revision 

 3.2.1 Emergency Procedures 30/11/06 
 3.2.2 Company Information  30/11/06 
 3.2.3 IT   30/11/06 
 3.2.4 Cash Handling  30/11/06 
 3.2.5 Spa Premises  30/11/06 

 
CHAPTER 3.3 – Safety Revision 

 3.3.1 WH&S: Equipment Use  30/11/06 
 3.3.2 Incident Reporting  30/11/06 

 
CHAPTER 3.4 – Stock Maintenance Revision 

 3.4.1 Receiving Stock Orders  30/11/06 
 3.4.2 Stock Ordering 30/11/06 
 3.4.3 Stocktake 30/11/06 
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CHAPTER 4  :  GENERAL MANAGEMENT    
 
CHAPTER 4.1 – IT Revision 

 4.1.1 Back-Up   30/11/06 
 4.1.2 Computer Systems  30/11/06 
 4.1.3 Email   30/11/06 
 4.1.4 Trouble Shooting  30/11/06 
 4.1.5 Virus Scanning  30/11/06 
 4.1.6 Telephone / Fax  30/11/06 
 4.1.7 Scheduling   30/11/06 
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FORMS    
 

FORMS Revision 
 Application 30/11/06 
 Company Information Pack   
 � Cover Page 30/11/06 
 � Business Mission 30/11/06 
 � Team Member Benefits 30/11/06 
 � Team Overview - FAQ’s 30/11/06 
 � Remuneration Overview – Package Structure 30/11/06 
 Daily Briefing 30/11/06 
 Events  30/11/06 
 Gift Voucher Register 30/11/06 
 Group Booking 30/11/06 
 Guest Comment 30/11/06 
 Guest Profile – additional pages 30/11/06 
 Guest Profile  30/11/06 
 Image Supply 30/11/06 
 Incident  30/11/06 
 Induction  
 � General  30/11/06 
 � Spa Coordinator  - Practical  30/11/06 
 � Spa Therapist - Practical  30/11/06 
 Internal Vacancy Notice 30/11/06 
 Interview Review - Spa Coordinator 30/11/06 
 Interview Review -Therapy 30/11/06 
 Leave 30/11/06 
 Meeting Agenda 30/11/06 
 Meeting Minutes  30/11/06 
 Membership Guest Details 30/11/06 
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FORMS   
 

FORMS cont’d Revision 
 Memo 30/11/06 
 Orientation Folder 30/11/06 
 Performance Management Explanation 30/11/06 
 Performance Management Review 30/11/06 
 Performance Management Review with KPI’s 30/11/06 
 Privacy Statement 30/11/06 
 Procedure Template - General 30/11/06 
 Procedure Template - Treatment 30/11/06 
 Product Return 30/11/06 
 Product Return Register 30/11/06 
 Reference Check 30/11/06 
 Separation 30/11/06 
 Skills Evaluation - Spa Body Therapist 30/11/06 
 Skills Evaluation - Spa Coordinator 30/11/06 
 Skills Evaluation - Spa Skin Care Therapist 30/11/06 
 Target Achievement  30/11/06 
 Team Member Details 30/11/06 
 Training Overview 30/11/06 
 Training: Register- Ongoing Group 30/11/06 
 Training: Register - Ongoing Individual 30/11/06 
 Training: Register - Orientation 30/11/06 

 


