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Information manual for the employees

Introduction and work ethics: Indoor Karting Pole Position

Dear colleague,

You have been chosen to work with the Pole Position Indoor Karting team. We are
selecting peopleswho haye the will to work hard and more important who are showing
friendliness and optimism ,Our slogan is “The customer is always right”. The customer
expects quality, safety anld,sefvice, and you are getting the chance to offer them this to
the best of your abilities. Afterall, the customer always has contact with our colleagues at
the reception and at the track, soyou are responsible for the image of the company
towards the customers.

“Pole Posttion” Indoor Karting strivegita be.the most successful Indoor Kart center in the
U.S. To achieve and maintain this result it is a must that all our colleagues are well aware
of the rules, regulations and the way we de.things. This introduction will possibly answer
most of your questions; it is our vision, which/will/make the company function
successfully. The management is responsible forgh€ sdccess of this company: However
this can only be achieved with the help of everybody within the Indoor Karting “Pole
Position” team.

We would like to wish you a lot of success with your new functioh®\We trust and count

on good teamwork for a successful future for the company and so for you.
Sincerely welcome to the “Pole Position” Indoor Karting team.

Best regards,

P.S.  Use this introduction to quickly learn a lot about us. However should you have
any Questions or suggestions please let us know.




General Information

Qur address:

Phone:
Fax:

Opening hours:

Employee entrance:

Cars:

Phone use:

2771 W 76" Street
Hialeah, FL 33016

(305) 819-7008
(805).819-2285
The office’s open
The track isopend

from 4 PM — 12 Al

Personnel will only
the building.

Cars have to be pa

Monday to Friday from 9AM -5 PM
o the public 7 days a week, Monday to Friday

v use/the employee entrance to enter and exit

rked in designated employee-parking spots.

Making a phone call is possible m th€'régeption area, from a

specially designate

d employee phone.

M. Saturday and Sunday from 12 PM — 12 AM.




Company Goals & Targets

Our company has the following goals and targets in order to create a high quality product.

High demands

We place high demandsjon everything an
We are very proud’of'eur gempany and it

d everybody within our company.
s performance, especially thanks to our

perfectionism we stand 6ut oyer our competition.

The customer is always right.

Our company is only successful due to a continuous realization of our customers’
demands and expectations. Each employee.ds’personally responsible for the best and most

friendly service toward our customer, but

also/by the management.

Creativity = Innovation = Continued Success

We are always open to new ideas, no matter how daring they may be.
By continuously adapting to the changing demands of our customers, we will stay one
step ahead of the competition. That’s why everybody’s ideas are of greatimportance:

Please tell us!
Even so important is the feedback of the «
complaints, suggestion or response from 1
our formula.

customers. Let us know when you hear
the customers, which could be useful to improve




Information for the employee

Salary Information

During the first workdays you will need t

he following:

1. Copies of you driver-license, social-security card.

2. Fill our W 4 Form,

Time Cards

It’s your duty with this company to punch’your card when you start work, during brakes
and when you leave. Should you forget t¢ punch'your card, tell the management

immediately.

Payment

We are paying salaries biweekly every ot
Please report any disagreements immedia

her Wednesday. We will give no advances.
itely to the management:




Information for the emplovee

Work schedule(s)

The managers are responsible for the work schedules. We are working according to a set
work schedule. Changes to the work schefdule will be made one week in advance.
Sometimes however it may happen that }Lou will be needed due to sickness or heavy

worldoads. The time may be shorter in su

Ilness

ch cases.

When ill, you must report this before 9 AM to the manager or inform personnel
administration, when yo@itarenot coming, in to work. This must be done every day.

Discounts

All employees have the privilege to 1§ % discount on all products except Karting.

Karting

After hours all personnel has the possibil
However this is only possible in agreem

ity to join‘the “‘€mployee heat”.
nt with the manager-and if time allows.

Should the manager not be present the track Marshal shall decide.

During opening hours you will be charged $ 10.00.

During work hours it is not allowed to kart.

Smeking

Smoking is prohibited everywhere except in the designated area of the employee

cafeteria.




Indoor Karting Pole Position House regulations

Most house rules within Indoor Karting Pole Position are based on common sense. Here
below follows a summary of the most important rules for all employees of Indoor Karting
Pole Position. ‘

— Dress Code
It is regulation to wear company clothing. Make sure you look neat and presentable.

— Be friendly
The customerssdre here for a day of fun, they want to see a friendly smiling face, no
matter how bad yourdayymay be! This is very important!

— Beon time
To be present on time, so you can sta‘rt on time, goes without saying. It is important
that the entrance is open at 3 PM singe this is our official opening time.

— Management, but also the employees,(are fesponsible for the quality and service
within the company: Be service and quality oriented!

— Always follow strictly the instructions of themanager during opening hours. Never
go into discussion in the presence of customers¢#Be sufte to always backup your
colleagues and management. Remember: Everything can.be discussed, but never in
the presence of the customers!

\

— his not allowed to give a free ride to |anybody, not to friends or family members.

Doing so will be considered theft.

— You are not allowed to race during working hours.

— Poor service to the customer will not be tolerated. We expect you to be service and
quality oriented as indicated by your track Marshal.

— In case of theft you will be prosecuted and fired immediately.

~ An important rule: Make sure you ar ‘ comfortable and have a good time working at
Indoor Karting Pole Position! If you are having a good time, it will reflect on the
customers. Together we are going to make this the most fun and spectacular Kart

Center in the U.S.

- Ask if you are not sure about something, we are always open for questions.




Customer rules and regulations

Indoor Karting Pole Position

In order to give you a perfect Karting experience continuously we have certain rules and
regulations at Indoor Karting Pole Position.

*
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It is prohibited to drive recklessly, to endanger others and to damage the karts.
If you do so, you will be excluded.
It 1s regulation that you wear a helmet and hygienic cap during racing. A hygienic cap
is not necessary when you bring your own helmet.

During a ride it is prohibited to leave the kart. At all times you need to wait for the
track personinel. :
The throttle'you will find under your right foot and the brake pedal you will find
under your lefffoet. These should not be applied at the same time,

Your hands should bén the position] “Ten to two” on the steering wheel. With your
thumbs in the intended argas on the steering wheel.

During the entering and‘exiting jof the kart the driver should be careful not to lean on
the engine due to the burn‘danger,

In the pit-lane maximum speed is walking speed.

It is prohibited to drive under the iffluence of alcohol.

1t is prohibited to walk on the track, of to get on the dividing partitions.

Long hair should be kept under the cﬂothing, loge fitting clothing should be taken off
or tightened and we always strongly suggestfo wear an overall,

Should you come to a standstilf on the tracks/rdise/your hand.

Pay good attention to the flag and ]ight signals.

You must foliow all instructions from the track personngl.

It is strongly prohibited to bump into jother karts.

Meaning of the flags

Starting flag: Do not apply the throttle before this flag is out.

Finish flag:  The heat is finished enter {he pit-lane slowly.

Black flag:  You have to enter the pit-lane slowly, continuing is prohibited.

Blue flag: A faster driver is behind y‘ou: Ease of the throttle and move off the ideal

racing lane.

Yellow flag:  There is a dangerous situation ahead of you ease off the throttle and

Don’t pass. This flag will be used in combination with the orange lights
along the track.

Red flag: Stop immediately, the track is blocked. This flag is used in combination

with the red lights along the track.

Green flag:  This flag is used to get the attention of the drivers during an Indy

Endurance race.




Information manual for the track employees

Function descriptions

Track Marshal

Answers to the Track Manager

The track Marshal is responsible for safe and orderly conduct of the individual heats and
events, on and around the track. Doing this is important so the care that the customers
obey the rules and regulations. The track marshal coordinates a good teamwork between
the flag marshals, and divides tasks between the pit-lane and the flag Marshal. During
weekend and night-shifts he is also respohsible for the tasks of the assistant maintenance
person. Furthermore, it is it the responsibility of the track Marshal and his colleagues
that the customershaw€ an unforgettable day of fun and excitement.

Below follows task desériptions. This des‘cription should not be considered as a “strict”
job description, in other words; All employees are expected to help others and perform
extra tasks in interest of the company.

Main tasks

1. Take care of a good teamwork and atmesphere among all employees.

2. Take care that the track employees execute tasks.

Take care of a smooth routine during |exiting and entering the karts in between heats,

to ensure that the heats stay on schedule.

During off peak hours dividing the tasks con¢émifig track maintenance and cleaning.

Weekly meeting with track manager.

Communicate with the reception concerning any events:

Giving or assist the drivers briefing for events.

Responsible for a clean and orderly presentation of the frack.

Checking the fuel inventory and keeping it at the required leyels

0. Checking the presents of fire extinguisher and fire blankets on the/designated

locations, and the conditions they are in.

11. During the heats keep an eye on the drivers to see if they follow the house
regulations.

12. Refuse customers that are under the mfluence of alcohol (always check with the track
manager or the managing director).

13. Always brief the individual drivers before the heat starts. Should it appear briefing is
necessary during the race, instruct th ‘ flag marshals to direct the concerning driver
into the pit and brief again.

14. First aid in case of accidents. Only persons with a first aid diploma are aliowed to call
for an ambulance.

15. After an accident report to track manager through the designated form.

16. In case a kart fails during a heat, make sure the customer receives a replacement kart.
Don’t forget to switch transponders al;ld to wear a helmet yourself.

¥ ]
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Function description
Flag Marshal

Answers to the track manager and the UE‘le Marshal.

Below follows a task description for this|job.
This description should not be considered a “strict” job description, in other words:
All employees are expected to help others and perform extra tasks in interest of the
company.

Main tasks
1. Execute ordefs'given by the track manager or track Marshal.

. Secure the Safety of every driver on the track with the flags.
3. Locate and nofify’managers of parts on the karts and on the track that need

replacement.
4. Get the drivers whd aresstuck on the track going again.
5. Refuel the karts.

6. All possible tasks that may eccur on and around the track and the building.




Function description

Pit-lane

Answers to the track manager énd the track Marshal.

Below follows a task description for this job.

This description should not be considered a “strict” job description, in other words:
All employees are expected to help others and perform extra tasks in interest of the
company. \

Main tasks
1. Polish helmets.

2. Sweep pit-lane:

3. Vacuum.

4.  Wash hygienic caps and gveralls.
5. Dishes.

6. Rearrange overalls by sizend put them on hangers.
7. Clean ashtrays and garbage cars.
8. Clean pit-lane front desk..

9. Arrange set up for smaller events.
10. Announce drivers to come in on the|intereom during event races such as Indys.
11. Hand out prices, congratulate winner.
12. Announce drivers for the next heat.
13. Hand over the race review printout to the cliistomer after the race.
14. Water the plants.

15. Clean lockers.

16. Clean helmet shelves. .
17. Check tickets for the heat numbers a;and the other data.

mn




Function description TraEk Marshal

Tasks dividing in the pit-lane

1.

The track Marshal has the responsibiiity for good task execution by all track
employees. He gives clear 1nstruct10n to his colleagues and what he expects from
them.

During the heats the track Marshal stays on his post in the pit-lane as much as
possible. From there he has always a ‘good overview of the track, so everything can be
guided and overseen from that position.

When the track"Marshal is leaving the track for a drivers briefing he gives one of his
colleagues the task of overseeing the track for the time being.

It is the track"Marshal’s respon31b111ty to place the transponders under the karts before
the start of the day and return them in their chargers the end of the day.

The pit-lane marshal must make sure\that the drivers show up in time for the next
heat. It is the track Marshal’s resp0n51b111ty to oversee this and when necessary to
help get the drivers ready infime. It i 1s important that this is a smooth routine, ensure
that the races stay on schedule;

The tickets are being picked up by the'‘track Marshal himself or by a by him
appointed person, in any case this‘is always only done by one person.

11




Function description Track Marshal

Refuel picking up gasoline

1.

L

The track Marshal is responsible for picking up gasoline. There must be a daily check
on the gasoline inventory. If there is not enough gasoline to run a full day the track
Marshal must"ge to the closest gas statlon To do so, fill up our tank station, get the
empty Jerry cans and put them in the ‘back of the car. After filling up the Jerry cans,
don’t forget to bring back the recelpts

When topping of the Karts in the plt-]ane make sure that the drivers stand behind the
yellow fence and nét on-the,pit-lane, thlS could lead to dangerous situation, think
about the fire hazards. :

Top of the karts one by onégand make sure that there is somebody there who is not
directly busy with topping of the’Karts himself. This also in connection with the fire
hazards so that there is always somebody watching you, who can help you in case on
an emergency. This person can also heIp you to start the engines after you are
finished topping of the karts.

Never open up all the fuel tanks at the same time: Tank open, top off, close tank, than
top of the next kart.

The tank station can only be filled up in the garage.

The tank station always has to return to its original place, only after this is done, the
drivers are allowed back on the pit-lane.

17




Function description Track Marshal

Other points that need attention

1.

2

Pay attention during the heats to see if the drivers use the throttle and brake paddle
separately. ‘

Try to notigé€ any problems with the karts, such as rubbing bumpers, low tires, bend
axles etc. This.is difficult to learn and it will take some time to get in to it.

. Misbehavior will'\ngt be tolerated, and will always be punishes even if there is only

one minute driving tifne left. When you have to, approach the driver after the heat.
The track Marshal 1s the oné who decides when the driver gets the black flag. Do not
hesitate! This also works prevéntive towards the customers that are watching who can
see how we handle misbehavior.

No matter what happens, always keep your smile when you approach the
misbehaving customer and don’t let yourself be persuaded into a discussion since this
could result into an aggressive reactign from the driver. Be careful about this! The
adrenaline level of the drivers is hightandsthis can result in an aggressive reaction
quicker than under “normal” conditions.

11




Function description Track Marshal

Drivers briefing

Preparation

About the nextiupcoming group, keep in mind the following;

The size of the graup:

Which event they will be'raging.

The reason the customess are having an event (personnel party, bachelor party, a
corporation who has invited’it’s customers for a day out, etc.), mention something
about this, so you will make agood ‘personal impression.

Determine what kind of people they’are, a group of truck drivers you approach
different than a group of executive’s ffom'Siemens who invited their top accounts.
Sometimes part of a group will want 10 bebriefed in another language, maybe we can
accommodate them.

Drivers briefing: Step by step

[

(%)

o

*

Welcome everybody and thank him or her for coming, ‘introdtite yourself

Explain what kind of event they are participating in (LME, MGP, Indy 500 etc.) and
what the layout and rules are for this particular event.

Explain what a kart is and how it should be used and driven.

Give a full explanation of the customer rules and regulations and a’run down of the
different meanings of the different flags.

Give instructions about the hygienic cap, helmet and possibly the overalls.

Show how the drivers will find their way to the pit-lane.

Comfort the occasional worried customer by telling them that nothing will go wrong
as long as everybody goes by the rules and regulations. Tell them that well qualified
personnel will be there to watch the safety of all drivers.

When the event is an Indy event select the teams.

Wish everybody a great day of fund and excitement at Pole Position Indoor Karting.

14




Function description Track Marshal

Drivers briefing

Continuation, more information with the above mentioned steps.

Explanation Karts:

Explain what a kart is and how it should be used and driven. Right foot throttie left
foot brake. Explain that they must be used separately.

Enter the caxt from the right side. Place the right foot in front of the bucket seat on the
chassis, hold on'te the steering wheel with the right hand, hold the bucket seat with
the left hand and sit down,

Warn the drivers never to touch the engine. Hot!

Let the drivers know it i§ usel€ss prior to the start to push the throttle and hold the
brake pedal: The start won’t be any.faster and the clutch will burn up.

Holding the steering wheel: The drivers should keep their hands in the “ten to two”
position, with their hands in the inténded.area’s on the steering wheel.

Explain that “left lock to right lock™ ¢f the steering wheel is only half a turn, however
this also represents the kart turning leftser'right a full turn. Apply your steering input
gently!

When you have inexperienced drivers, explain‘the/that it is impossible to go around
the track under full power: Advice them to take'it easy on the first few laps to “feel
out the track™.

Explanation of the rules and regulations.

Explain that every driver must obey the flags and the customer sules and regulations.
Make it clear that all drivers must remain in their kart at all times/when they get
stuck, the track personnel will get them going again. This is for their’own safety.

Explanation helmets etc.

When racing during events at Pole Position Indoor Karting, we will supply you with
the hygienic cap and helmet, these have to be returned to us afterwards.

Tell the drivers that a good fitting helmet, which is strapped tight to the chin, is part
of the rules and regulations.

Bringing and using your own helmet is allowed if the helmet is D.O.T. approved and
has a well functioning visor.

The overall’s are on hangers by size (S, M, L, XL)) and can be used free of charge.
For drivers under the age of 16 it is mandatory that they ware body protectors and
neck protectors.

LR




Function description Track Marshal

Drivers briefing
Continuation, more information with the above mentioned steps.

Directions to the pit-lane:

— Let the customers know how to get to the track and in which areas they are allowed to
be.

— Make it clear that they have to watch the time, everybody has to be on time, so that
the heat can be started on schedule.
When a driver'is,not on time, the heat will start without him.

Worried drivers:

— By giving examplgs, you,can warn pecple about dangerous situations and explain to
the drivers how to avoid-them.

— Pay attention that you defi’t make the concerned customer even more nervous,
indicate to these people thatkarting is not dangerous at all when all the rules and
regulations are followed.

— Indicate that we have well qualified/personnel on the track to watch the safety of all
drivers and help out the inexperiencedand\nervous drivers especially.

Selecting the teams during events:

— The team selection is done by a previously madelist. Indicate clearly who is the team
captain and give the names of the teammates.

— Request kindly for everybody not to be to loud in their enthusiasm so you still can
communicate with the rest of the group.

And finally...
— At this conclusion make sure nobody has any unanswered questions and indicate that
if they have any questions that they can ask any personnel for help:

15




Work description Flag Marshals

=

10.

Execute orders given by the track manager or the track Marshal.
Secure the safety of every driver on the track with the flags.

. Locate and notify managers of parts on the karts and on the track that needs

replacement.

Motivate the drivers that will enter and exit the karts in between the heats. See to it
that this goes fast and smooth to avoid that the heats will run behind schedules.

When waving the flags, stay on your post as much as possible. If the driver gets stuck
on the track only one flag Marshal will get to that driver. When the track is blocked
you help you colleagues by slowing down or stopping the karts approaching him
Make sure that during the races you keep paying attention to the throttle and brake
peddles, flat tires, axles'etc. Keep checking these things. It is difficult to learn and it
will take some timetoget in to it.

Misbehavior will not be télerated and will be punished, even if there is only one
minute driving time left. Wheén you have to approach the driver after the heat. Look at
the track Marshal, he is the ong who,decides if the driver gets the black flag. Do not
hesitate, this also works as a preventive towards the customers that are watching. No
matter what happens, always keep’yoursmtile when approaching the misbehaving
customer and don’t let yourself be persuaded in to a discussion, since this could result
in a aggressive reaction from the driver~Be/careful about this. The adrenaline level of
the drivers is high and this can result in a aggressive reaction quicker than under
“normal” conditions.

Try to be enthusiastic and interested in the race thiss#ill make your work more
enjoyable your positive attitude will get you more respect from the drivers. When
drivers ignore the blue flag try to get eye contact with'them‘and give hand signal by
pointing your thumbs over your shoulder. During the yellow flag there is only one
person who goes to the causing kart. Watch and cover each\gther €losely during
yellow. Also use your hand signals to slow down the drivers dufing yellow.

When the track Marshal decides to bring out the red flag react immediately by
stepping on the track with the red flag. After the red flag situation is cleared, you can

let the drivers start one by one. You may also decide yourself to bring out the red flag

if there is a situation that demands this.
The flag Marshal who flags the finish flag has to go into pit-lane and stop the drvers
after he finishes the last kart.

17




Work description Flag Marshal

Continuation work description Flag Marshal

11.

12

13.
14.

The black flag will come out when a driver keeps ignoring the sign: “Warning do not
bump!.” The track Marshal will point out those drivers. After the finish flag the flag
Marshal who is positioned before the pit-lane will delegate the drivers off the track
into the pit-lane by means of a combination of the black and the red flag. Prevent
drivers fromseentinuing for another lap. Slow down the drivers to avoid accidents in
the pit-lane, After the last driver has received the finish flag that flag Marshal will
proceed to the“end”of the pit-lane to stop all drivers and will stay there until the track
Marshal collected thetickets from the new drivers. After that he will go back to his
post. The flag Marshalpwho directed all drivers to the pit-lane will possibly assist the
track Marshal. Tickets'will be collected only by the track Marshal unless he indicates
different.

. Orderly conduct and neatness onrthig track are important for the overall picture. After

your shift is over, make sure you cleanup everything.

Never leave the track unless discu$singsthis with the track Marshal first.

Never interfere with the work of the individuals in the pit-lane, the track Marshal or
the reception. Fry to do your job as good as possible and remember that our
management is always open to ideas and improvements regarding all aspects of our

company.

1%




Conclusions

Finally. .. value for money!

This is the formula for success for every product, also for ours. We supply an exiting day
with the possibility to experience a true racing feeling. In a nice and friendly atmosphere
containing exciting fun and entertainment.

Together we are responsible for the success of Pole Position Indoor Karting.

Our goal: To be the best Indoor Karting Track in the U.S. This warrants a healthy
company in which you can work in a nice team while create a career in Pole Position
Indoor Karting.

All functions within Pole Position Indoor Karting are very important, we all want the
same thing: The customerwill leave happy and will come back, hopefully with
colleagues, family or friends.

To achieve our goals, it is important that we work with each other with in good team
spirits, in which we support each otherwhen necessary. By archiving all this, we can
show the customers that Pole Position Indeor Karting is the right place to be.

Let’s go and keep on going!

N




Crisis Management — do you know what to do?

As with every company, a emergency situation may occur, it is important you know the
following information:

Accidents
Immediately warn a colleague who has a medical diploma.
There is always a colleague present who has such a diploma

First Aid Kit
There is a First aid kit present in the kitchen. Familiarize yourself with them.

Fire

Like with all other accidents; do not panic! Urge the customers not to panic.

Guide all customers out to the emergency exits, when management instructs you to.
Management will lead this evacuation.

Fights and Misbehavior

Immediately notify the track Marshaldand ifnecessary the track manager.

Rather warn to early than to late. Never try to solve problems by yourself and always
approach the customer with a smile.

Intoxication

It is against rules and regulations to drive under the inflyence of alcohol. Customers who
are drunk must be refused. In this case immediately notify thetrack Marshal who will
confront the customer and will explain that he/she drank too much to drive the kart. There
are no exceptions ever, not for friends, not for people for thé' management, no exceptions!
We are together responsible to solve conflicts before they become.a pfoblem.

Inspections

In case of inspections by the fire department, the police, or the city, immediately warn the
general manager or manager. Ask the inspector to wait for the management in the
reception area. Never come along yourself and don’t give any reply to the inspectors.

The press

In our company it may happen that the press will show up unexpected. It is extremely
important that the press is met with their questions in a professional well-prepared
manner. Always immediately warn the PR Manager an in case of his absents, the general
manager or one of the managers. Never engage in any personal statements or opinions.
Any wrong sayings can have far stretching consequences for the future of our company.

When somebedy is asking a lot of questions redirect him or her to the management.

10
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