
ADDENDUM TO POLICY AND PROCEDURES: November 1, 2012 

A primary goal of Cole Aesthetic Center is to foster an environment of mutual trust and respect 
among its employees. In order to do that, all personnel need to be aware of our standards and 
expectations. For most of us, our work encompasses a large part of our lives, so we should be 
able to work in a mutually satisfying and caring environment. To that end, we have created the 
following guidelines to ensure that we all work together as a team, putting our patients first so 
that they receive the best medical care possible in an atmosphere of friendliness, concern, and 
respect. 

The following guidelines will help to ensure that our goals are reached. These guidelines are to 

be adhered to and if violated will invoke serious reprimand up to and including 

termination. By signing below, you agree to abide by these guidelines to the best of your ability. 

1. The business practices of Cole Aesthetic Center are confidential therefore they should not
be discussed with anyone outside this office.

2. Patients and their care should not be discussed except in a clinical situation that involves
the direct care of the patient. At no time should the patient's name be used within the
hearing of other patients in connection with care, diagnosis, or patient's behaviors and
needs.

3. Employees are not to talk in a derogatory manner about one another or be critical toward
one another in a nonproductive manner. This includes to each other, your peers, patients,
staff of other medical offices, CAC Administration, etc. If you don't have something

nice to say about someone, don't say anything at all. If someone should come to you
with derogatory or nonproductive, critical comments about a co-worker, contact your
supervisor or administrator only. Do not go to the person who was mentioned or another
staff member and carry the tale. Discourage these comments by walking away or
advising the person that you do not want to discuss it.

4. Our physicians, administrators, supervisors and staff have been hired to do a specific job
and it is imperative that each is shown respect. Treating each other with respect is as
important as any other part of your employment in this office. Inappropriate behavior or
indications of disrespect will be dealt with accordingly. We have a chain of command
and you are welcome to use it, but please do so in a productive and respectful manner.




