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PRE TRAINING REQUIREMENTS
All applicants that are asked to come in for a second interview will be evaluated on their Map Quiz (Page7 on the Application) and will have to agree to our PRE TRAINING REQUIREMENTS (below).   All applicants that pass their first two interviews and their MAP QUIZ will be assigned to a Sponsor if they don't have one already, and will be accepted into our Chauffeur Training School CELEBRITYCHAUFFEUR.  
We have worked very hard to create a fun work environment here at CLW.  If you know our personality then you know first hand that, we don’t yell.  We don’t argue.  We are patient and we will teach anyone the secrets of a true professional chauffeur.  We can deal with errors when there is a mistake or two and we are also very understanding when an accident happens.  One thing we will not tolerate is, when we make a clear point to be followed and a chauffeur deliberately does the opposite.

The purpose of CELEBRITYCHAUFFEUR is to teach and educate any person the true art of chauffeuring, which by definition means...  to serve.  
The purpose of separating our PRE TRAINING REQUIREMENTS from the rest of our chauffeur guidelines and procedures is to try and weed out applicants that are looking to just drive a limo and act like a pimp and separate them from the applicants that want to be a chauffeur, a servant, and act like one.
Our company is hands down the hottest limousine service in New England.   Its not only our opinion, its a fact.  In order to keep it that way, these are the rules.  Take your time reading them.  Your employment will depend on your knowledge of them.

PRE-TRAINING REQUIREMENTS:

Availability
Dress Code

Cell Phones

Vehicle Damage

On Time

Partying With Clients

GPS

Adult Supervision

Smooth Driving

Taking Limousines Off Route Without Permission

Turning In Cash
Taking Chauffeuring Seriously

Chauffeur Liens
[If you agree to accept the responsibility and liability that comes with each guidelines below, please initial]
_____I.  AVAILABILITY

All chauffeurs must maintain their availability as recorded in their Application upon employment.  Any permanent weekly availability change must be authorized by CLW in writing and updated on Application.  Any last minute change must be verbally authorized by CLW.  Voicemail messages will not be accepted for schedule changes.   CLW will only give jobs to chauffeurs that maintain their availability hours.  Bottom line…  If you say your available.  Be available. If you want a night off, REQUEST IT.  
If you are hired with a flexible schedule from the start, that changes weekly, please call 508 -LIMOUSINE (508-546-6874) on a Monday morning and report your current weekly hours.  We also have Schedule availability forms that you can fax in or come in to the office and fill out.

Once the schedule is filled out and submitted on a Monday, the next time you come to the office you must initial your hours.  No initials.  No work.  If you cant make it physically in, then a manager may initial your hours upon verbal confirmation over the phone.  This check and balance system is very necessary when dispatching high volume jobs.  Even though sometimes “you” may only get 1 job a week or once a month, that does not mean other people are not getting 6 jobs a day.  So, please, follow and maintain your schedule availability.  Its critical in keeping your job.  Trust me.  
_____II.  DRESS CODE

*CLW will only give jobs to chauffeurs that maintain the following DRESS CODE:

A.  [Color]  Black.  CLW does not allow any color to be in the uniform of a 

     chauffeur except solid black.  Grey, charcoal grey, dark grey or any other
     color is absolutely not allowed.  

B.  [Socks]  Solid black socks must be worn at all times.

C.  [Suit Jackets/ Overcoats]  Black leather jackets are not allowed.  Fonzy from    


   Happy Days went off the air a long time ago.  Suit jackets must be worn at all times. NO EXCEPTIONS.

D.  [Shoes]  Black Patten Leather Tuxedo Shoes will be required to be worn by
     all male chauffeurs.    

E.  [Scarf’s, gloves, hats and sunglasses] Only solid black scarves, gloves, 
     hats and sunglasses will be allowed.  

F.  [Jewelry]  All jewelry must be kept at a minimum.  Any unnecessary jewelry will be asked to be removed by CLW management.   If your wondering if your piercing or piece of jewelry will be allowed....  because you wondered....  probably not.  If I was running a fashion show I would say get your lips, nose and eyelids pierced.  But I'm not.
G.  [Tuxedos]  CLW does not make it mandatory for chauffeurs to own a tuxedo.   
     Chauffeurs are allowed to wear a tuxedo upon client request only. 
     Clients may only request their chauffeurs to wear a tuxedo if there is a
     chauffeur available who has a tuxedo.  Chauffeurs with black tuxedos will be
     given the opportunity to chauffeur jobs that are Tuxedo Requested.  

H.  Facial hair is not allowed.  All chauffeurs must be clean shaven and must look                                                 



sharp at all times.  Any chauffeur out of dress code or not clean shaven will 


forfeit 50-100% of his/her chauffeur gratuity.
     I.   One of the best excuses why a chauffeur returns a vehicle not in dress code    
   is...  " I just changed!".   Well, to clarify:  All chauffeurs must be in proper 
  
   dress at all times when driving a Celebrity Limousine.  Period.  

*If you want to dress like a bum, in all seriousness, there are several limousine services within a 4 mile radius of me that are not only Bum Companies, but they offer BUM Limousines, they act like BUMS and I even heard they offer a BUM Retirement Plan where in 30 years you can make such little money, you get to retire like a BUM.  Do me a favor, don’t show up to my office looking like a BUM.  I'm looking for sharp men and women to represent CELEBRITY LIMOUSINE in public.  We may be humble but also very prideful.



_____III.  CELL PHONES

A. All chauffeurs must be available by cell phone during their hours of availability as described in their Chauffeur Application. 

B. While chauffeuring all chauffeurs must carry a car charger or back up battery.

C. When on standby, all chauffeurs must be available by cell phone even during days requested off.  If a chauffeur will not be accessible during his/her day off, they must contact management and let them know they will be at least checking their voice mail at a specific date/time so confirmation can be made on future jobs scheduled.


*Just this morning, while typing this manual, a client called in with an airport run that fit in perfectly with his other 3.  I called him at 1:00AM 2X and again at 2:00AM.  Because I got no answer, he lost all 4.  If your doing a job for me and go to bed and I have no way to contact you, how can I tell you about any last minute changes?  We offer 24 hour customer support.  If I cant access you when needed, your invaluable.  That’s saying it in a nice way.
_____IV.  VEHICLE DAMAGE
 *All limousines operated by CLW have the State mandatory minimum insurance of $1,500,000.00. 

A. All chauffeurs are covered under the insurance of CLW.

B. All chauffeurs must pay the $1,000.00 - $2,000 deductible on all accidents when found “at fault” if the accident damage is over the deductible amount.  

C. If the accident damage is less than $1,000.00 all chauffeurs must pay the repair bill when found “at fault”.   Payment plans can be made.
D. (THIS ONE IS PROBABLY THE MOST IMPORTANT GUIDELINE TO FOLLOW).  All chauffeurs are responsible for any damage found on their limousine upon return… unless… the damage has been shown to a manager prior to departure.  The reason why this one is sooooo important is…  I can almost promise you…  if you don’t inspect your car before departure, then YOU will be blamed for someone else’s damage.  What most frequently happens is, XYZ takes out a limousine and reverses into a wall.  Then returns the car.  Here you come to work the next day all happy and jump in your car, set up your lights and radio and get your paperwork and review your itinerary with a manager and this and that and this and that and…………………………………………………………  the next day your questioned why your bumper has $400 in damage on it.  And you know you didn’t hit anything.  Follow my rules.  They were created to help you make a lot of money.  And I mean a real lot of money.  My rules protect you.  Don’t ever forget to walk around your limousine and do a PRE TRIP INSPECTION FOR DAMAGE.  Or these words “ I told you so” will come back to bite you you know where.
*I haven’t been in an accident at fault since 1992.  If you don’t trust you can drive a limousine without banging into my clients mailboxes, houses, cars etc..   then I don’t trust you.  Limousines should be driven slow.  And smooth.  Very smooth actually.  If you make an error and hit something, pay for it and learn from your mistake.  If you don’t want to, than now is the time to quit.  I know a lot of limousine services with banged up limousines.  And they would looooove to have you help them bang them up some more.  (
_____V.  ON TIME POLICY

A. All chauffeurs must check in with CLW upon arrival at all pick ups.  A simple text “on location” is needed upon arrival.  

B. All chauffeurs must arrive at all pick ups no less than 15 minutes early as CLW is an ON TIME OR FREE Limousine Service.

C. Any chauffeur that shows up less than 15 minutes early and DOES NOT call to let us know why he is running late may be dismissed upon completion of the job.

D. Chauffeurs are not allowed to call clients and tell them they are running late without permission.  By the way, trust me, I "always" find out when a driver is late.  Clients always end up telling me.  That, and I have tracking devices in the car.  :)

Please read:  When traffic gets heavy, or you are having difficulty staying on route or a like scenario arises, sometimes a simple phone call is all it takes to solve the problem.  If you are not going to make it to your pick up 15 minutes early, call me. A large portion of our clientele are friends and simply changing the pick up time back 15-30 minutes may result in you....  showing up 15 minutes early again instead of showing up 15 minutes late.  Figure that scenario out?  Believe me, there is a method to this madness. (  If your gonna be late, call me.  Oh yeah, and you better have a damn good reason as to why you're late.
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Chauffeur No No #12:  
Chauffeurs are not allowed to have clients up front with them while driving without permission.  If you want to flirt with my clients, do it off the job.  Any chauffeur caught taking a client home after job is over will be immediately dismissed.  If you want to meet a client after a job, fine.  But not in a company vehicle and/or on the clock.
_____VI.  PARTYING WITH CLIENTS

Some limousine services have rules and some have none.  You can work for whatever type of limousine company you want.  The choice is yours.

Important:  Chauffeuring hot women, your favorite football player, or just a real fun group of party animals can be very exciting to say the least!  Many jobs are spent outside Gentlemen Clubs.  Many jobs include a 10 hour tailgating party.  Whatever the situation, you are absolutely not allowed to party with your clients.  With some Limousine companies, you can take off your suit jacket and “chill out”.  Some Limousine companies even allow you to go inside the Gentleman Club or Nightclub.  If you feel that partying with the clients sounds like a real lot of fun, and going into the club sounds…..cool, you may want to re-think waisting your time chauffeuring for Celebrity Limousine.   5 out of 10 chauffeurs that party with their clients are easily convinced into drinking at least one drink with their client.  Fact:  A very small percentage of chauffeurs make it past 90 days here because they don’t know how to keep business separate from pleasure.  So go ahead, Mr New chauffeur, party with my clients.  I wont find out.   
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Chauffeuring fun clients can be very distracting. 
If you don’t think you can handle it, maybe you should try driving a Bingo Shuttle  Bus. 

Any chauffeur caught drinking while on the job with Celebrity Limousine and/ or its affiliates will be prosecuted to the fullest extent of the law.  Our home base is in Massachusetts and in The Commonwealth of Mass, DUI with clients in the vehicle not only results in loss of license and heavy fines, but Driving With The Intent To Endanger is a felony and has jail time attached to it.  

Read up on it.   www.mass.gov.
_____VIII.   ADULT SUPERVISION
Although I require a few check and balance systems that help me monitor various    chauffeur actions, I like my chauffeurs to work without calling me or calling in to ask countless questions.   If you have questions ask them while you're doing your Pre Trip Meeting.   Before every job each chauffeur is required to have a 2 minute pre trip meeting with management prior to heading to the pick up.  We get extremely busy in our office and time is extremely valuable to me and all my staff during business hours.  If you're in training and you have questions you will be pointed to a main contact person during your training period.  After that, if you feel the need to call into the office, please, don’t call unless you are positive its very important and #2, you can’t figure the solution out yourself.




_____VII.  GPS - MANDATORY
Mapping is probably the hardest part of chauffeuring.  That, and trying to be faithful to your girlfriend.   Bottom Line:  It is mandatory that all chauffeurs have a GPS in order to chauffeur the highways of New England.  No Exceptions.  
_____IX.  SMOOTH DRIVING
     I take limousines out a lot.  Pretty much, at least once a week.  And that’s probably one of the Secrets to my success.  How can u know what people like the most about  being in a limo if you don’t know what its like to be in a limo?  The answer is YOU CANT.  And the point is this.  I hate it when Im getting chauffeured around and the chauffeur is driving fast.  And for no reason.  Accelerating.  Braking.  Sharp Turning.  Changing Lanes A lot.  Driving Fast In Crowds Of people.  WOW!  You're soooo cool.  You're sooo fired.  If you wanna drive for Celebrity Limousine, you better be one of the sharpest and smoothest drivers in the industry.  I will be testing your driving skills no matter how many years experience you say you have.  And every time I see you I will be watching.  Drive smooth.  Chauffeuring is a simple job.  It pays well and can be very glamorous too.  If you think you’re a “good driver” let me tell you how you will know.  I learned this when I was 24 years old.  Your client will come up to you at the end of your job and tell you you did a good job driving and it was very “smooth”.  Figure it out.  Driving smooth will make you or break you here at Celebrity Limousine.  Take it to the bank.  
_____X.  TAKING LIMOUSINES OFF ROUTE WITHOUT                               PERMISSION.
1.  All chauffeurs must have authorization to take their limousine anywhere other than the itinerary on their reservation, or anywhere off route on the way to the pick up or after the return back to the office.
2.  Any chauffeur that does not get authorization to take a CLW vehicle off its authorized route OVER 3 MILES will be immediately dismissed.

_____XI.  Turning In Cash Balances.
At the end of every job all money collected is the Chauffeurs responsibility.  If no money is due then the client needs to have the contract signed if we ran their balance due on a credit card.  Without cash or credit card & signature on the contract, the limousine is not allowed to drive an inch.  If a chauffeur does a job and comes back without his balance due or without a credit card & signature then he/she will be responsible for the total amount due.  We will not chase clients for money when it is the chauffeurs responsibility to collect all money due before his/her trip.  If a chauffeur forgets to turn in their money at the end of their job, then he/she must turn it in by 12 noon the next day.  We will not tolerate chauffeurs taking our cash home and turning it in 7 days later.
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____XII.  Taking Chauffeuring Seriously.
The bottom line, is most chauffeurs, and I mean most chauffeurs, do-not-take-chauffeuring-serious.  When I was just a chauffeur, I would map out my entire job for at least 20 minutes every single time I went out.  I would show up early and make sure "my limousine" was spotless.  Not a single fingerprint anywhere.  I would bring wet tire with me, Windex, paper towels, a regular towel, napkins, glasses, champagne glasses, back up glasses, a white champagne towel, cd's, dvd's etc...  some of my friends even brought their own mini vacs.  Today I see chauffeurs stroll in 30 minutes before their pick up.  And their pick up is 25 minutes away.  No clue where they are going.  And no clue if their limo is clean.  I never depended on anyone when I had a limo run.  Fuck that.  I made my job go smooth.  And I made my clients request me the next time they went out, not because they were my friend, but because I earned their business.  I blew away any other chauffeur that ever took them around.  Period.  All it takes is a little pride in this business.  
If you're going to work for me or work for someone else under my recommendation or pass my Chauffeur School, you better take this business serious.  My chauffeurs will be the best.  With you or without you.  

If you would rather just work for some Joe and pimp it in his limo with no supervision or liability or responsibility, please, don't sign this form and turn it in.  Leave now, save yourself the aggravation.  I'm looking for real chauffeurs.  Not bust out broke no education lazy bum wanna-be cab drivers.

I can promise you 8 out of 10 applicants will not pass my first 3 interviews.  Never mind my school.  We chauffeur CELEBRITIES here.  Our maximum amount in one week has been almost 40.  If you are going to chauffeur for me, you better impress me.  I can buy the hottest limousines in the World but my most valuable player is my chauffeur.  I will help you make a lot of money.  Easy money.  And you will help me make a lot of money, if we make a set of rules and stick to them.  If you agree to follow these top 12 rules then read our Chauffeur Liens.  Its a list of the top guidelines that all chauffeurs must follow.  If you don't then liens will be atttached to your next paycheck.  Our Chauffeur Liens are the check and balance system of our company that make sure you get paid for what you are asked to perform.  If you want to pick and choose what guidelines you want to follow then we get to pick and choose how much to pay you.

________ I have read and agree to the Terms of Celebrity Chauffeur Liens

If your still on board after accepting the terms of our chauffeur Liens, I look forward to working with you and training you to be a real chauffeur.  

Good Luck.
Thus signed this                day of                         2009,
___________________________              ____________________________
Print Name                                               Signature
____________________________      
Sponsor/ Witness
Chauffeurs that have passed their first three interviews and agree to abide by the above PRE TRAINING REQUIREMENTS will be assigned to a Sponsor and accepted into CELEBRITYCHAUFFEUR.
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