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 SECTION 1 

 

INTRODUCTION, CORE VALUES AND MISSION 

 

Welcome to our team. Our staff is our most important resource in our ability to deliver quality 

healthcare to our patients and the community.  

 

In pursuit of our mission we have designed some guidelines to foster smooth and consistent 

functioning of our operations. If you are uncertain about any policy or procedure, speak with the 

Practice Manager. Our mission and our patients are more important than a specific guideline. 

 

It is our intention to maintain a comfortable, caring space that supports us all to build a strong 

cooperative team, and to deal with each other with integrity and respect. 

Cole Aesthetic Center Mission 

 

Our core mission is Transformation – We seek to positively transform the lives of the patients we 

serve, as well as transform the lives of those who work here. 

 

Core Values 

 

Practice WOWism – We expect our employees to deliver a WOW experience, each and every time 

they interact with a patient. 

 

Foster greatness- Creating an environment that fosters greatness in our people. 

 

Effective Decision Making – We want our team members to take the right steps to help us align 

with the high internal standards we expect, as well as those necessary to uphold our accreditation 

status. 
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SECTION 1 

 

MANUAL OVERVIEW 

 

1.1         MANUAL AND CHANGES  

This Manual is designed to acquaint you with Cole Aesthetic Center and provide you with 

information about working conditions, benefits, and policies affecting your employment. 

 

This Manual supersedes all previous employee manuals and memos that may have been issued from 

time to time on subjects covered in this Manual. 

 

The information contained in this Manual applies to all employees of Cole Aesthetic Center 

Following the policies described in this Manual is considered a condition of continued employment.  

The contents of this Manual shall not constitute nor be construed as a promise of employment or as 

a contract between the Company and any of its employees.  The Manual is a summary of our 

policies, which are presented here only as a matter of information. 

 

However, since our business and our organization are subject to change, we reserve the right to 

interpret, change, suspend, cancel, or dispute with or without notice all or any part of our policies, 

procedures, and benefits at any time.  We will notify all employees of these changes.  Changes will 

be effective on the dates determined by the Company, and after those dates all superseded policies 

will be null. All state and federal laws applicable to employee policies and benefits will apply, 

whether explicitly stated herein.  

 

You are responsible for reading, understanding, and complying with the provisions of this Manual.  

Our objective is to provide you with a work environment that is constructive to both personal and 

professional growth. 

 

1.2  EMPLOYMENT APPLICATIONS 

We rely upon the accuracy of information contained in the employment application and/or resume 

and the accuracy of other data presented throughout the hiring process and employment.  Any 

misrepresentations, falsifications, or material omissions in any of this information or data may result 

in exclusion of the individual from further consideration for employment or, if the person has been 

hired, termination of employment. 

 

1.3  TERMS OF EMPLOYMENT  

We hope that every new member of our team will work with us for many years to come. However, 

we both need time to be sure this is the best possible fit. Every employee joins the team with a 4-

month training period. During that time, either party may terminate employment without notice or 

reason. We request at least 24 hours’ notice to facilitate staffing, more if possible. 

 

After the training period, employment is ‘at the will’ of both the employer and employee for an 

indefinite period of time and may be terminated, with or without cause, at the will of either the 

employee or the Company.  If you end your employment, we request fifteen (15) days’ notice. A 

longer notice is desired if possible.  
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This manual is written as a guideline and overview of benefits and policies of Eric A. Cole, M.D., 

P.S., dba Cole Aesthetic Center (CAC). Statements in this handbook are not intended to create or be 

construed as a contract, or to create a contractual obligation of any kind between CAC and its 

employees. Washington is an ‘employment-at-will’ state, which means your employment can be 

terminated at any time by either yourself or CAC, with or without cause or notice. 

 

Employees with this practice for more than 1 year are entitled to receive payment for unused 

vacation time upon termination, provided that two (2) weeks’ notice of termination is given in cases 

of resignation by the employee. An employee who resigns such prior written notice forfeits payment 

for any accrued vacation time or benefits.  

 

1.4 EMPLOYMENT PRECEPTS 

Employees of Cole Aesthetic Center are expected to come to work willing, able, excited, well-

rested, and ready to work hard each day. As an office based on Excellence we expect our employees 

to pursue this value diligently. No employee has any special rights, conditions, or privileges simply 

by virtue of the longevity of their employment with CAC. Those employees who consistently 

perform at the highest standards will be recognized regardless of experience, tenure, or education. 

 

1.5  NON-DISCRIMINATION 

In order to provide equal employment and advancement opportunities to all individuals, 

employment decisions at Cole Aesthetic Center will be based on perceived merit, qualifications, 

abilities, and personality fit with the practice.  Cole Aesthetic Center does not discriminate in 

employment opportunities or practices because of race, color, religion, sex, national origin, age,  

disability, or any other classification prohibited under federal or state law. 

 

Cole Aesthetic Center will make reasonable accommodations for qualified individuals with known 

disabilities unless doing so would result in an undue hardship.  This policy governs all aspects of 

employment, including selection, job assignment, compensation, discipline, termination, and access 

to benefits and training. 

 

Employees with questions or concerns about discrimination in the workplace are encouraged to 

bring these issues to the attention of the Practice Manager.  Employees can raise concerns and make 

reports without fear of reprisal.  Anyone found to be engaging in unlawful discrimination will be 

subject to disciplinary action, including termination of employment. If for some reason an employee 

is not comfortable talking with the Practice Manager or Physician about a discrimination related 

concern the employee may alternatively contact report outside the practice to Consultant Becky 

Reitinger at (208) 726-2237. 
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1.6  NON-DISCLOSURE/CONFIDENTIALITY  

The protection of confidential business information and trade secrets is vital to the interests and 

success of Cole Aesthetic Center.  Such confidential information includes, but is not limited to, the 

following examples: 

• Patient information and records, 

• Compensation data,  

• Financial information,  

• Marketing strategies,  

• Pending projects and proposals,  

• Proprietary processes, 

• Personnel/Payroll records, and 

• Conversations between any persons associated with the company. 

 

All employees are required to sign a non-disclosure agreement as a condition of employment. 

 

In this modern age of social media it is critical that employees not disclose confidential information 

unwittingly, especially where it comes to social media posting and conversations.  

 

Employees who improperly use or disclose trade secrets or confidential business information will be 

subject to disciplinary action, including termination of employment and legal action, even if they do 

not actually benefit from the disclosed information. 

 

Confidentiality applies to all aspects of life, Medical, Personal, Financial, etc.  Be sure when 

releasing any information that a properly signed release in full compliance with the Health 

Insurance Portability and Accountability Act of 1996 (HIPAA) is on file for that person. For more 

information on the Health Insurance Portability and Accountability Act, please see 

http://www.hhs.gov/ocr/privacy/index.html . Insurance companies, families, friends all may ask 

about a patient, and may have very legitimate reasons for doing so. Be careful to sort out who may 

and may not receive information.   

 

Release of any company financial information is strictly prohibited without the express consent of 

the Practice Manager.  

 

Never leave any patient or practice information where it can be observed by the casual visitor or 

other patients.  

 

Rumors or inappropriate stories about fellow employees or physicians are also violations of 

confidentiality.  

 

Employees who improperly use or disclose patient information, trade secrets, or confidential 

business information will be subject to disciplinary action, including termination of employment 

and legal action, even if they do not actually benefit from the disclosed information. 

 

http://www.hhs.gov/ocr/privacy/index.html
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1.7 WORKPLACE HARASSMENT 

It is our expectation and intention that all employees accomplish their work in a professional, 

businesslike manner.  Employees should work in an environment free from sexual and other forms 

of harassment based on protected status.  Harassment due to race, color, sexual orientation, marital 

status, religion, creed, age, national origin, disability, or any other status protected under applicable 

local, state, and federal law is strictly prohibited. For purposes herein we shall refer to this as 

Workplace Harassment which includes all conduct that has the purpose or effect of interfering with 

a person’s work performance or creating an intimidating, hostile, or offensive work environment. 

No one person should use any sort of force or power to get another person to do anything, or listen 

to anything, or allow anything against his or her will that falls outside the nature of common 

decency relative to the workplace. Such harassment is unacceptable by or toward co-workers, 

managers, vendors, customers, and contractors.  Inappropriate workplace conduct that falls short of 

“harassment” is also prohibited.  Employees should avoid gossip and inappropriate topics.  

 

Reporting Harassment  

No one person should use any sort of force or power to get another person to do anything, or listen 

to anything, or allow anything against his or her will that falls within the nature of common decency 

relative to workplace harassment. If a person feels they are being harassed or witnesses harassment 

they should ask for an immediate stop to the situation or discussion, and then report this situation to 

the Practice Manager or Physician immediately, but in all events within at most 48 hours. If this 

reporting is uncomfortable or inappropriate for the complaining party he/she may contact Becky 

Reitinger at (208) 726-2237. To prevent further occurrences and correct any problems management 

must be notified that a problem exists.  

 

Investigation and Corrective Action 

All complaints will be promptly investigated and we will take appropriate corrective action, up to 

and including termination of an employment or other business relationship, if we determine that a 

violation of this policy has occurred. 

 

No Retaliation 

We prohibit any form of retaliation against any employee who makes a good faith complaint or 

participates in an investigation regarding harassment. 

 

WORKPLACE VIOLENCE 

Cole Aesthetic Center is a zero-tolerance workplace violent practice, including from or to workers, 

patients, clients, visitors, contractors and any other persons that come into contact with company 

personnel. Workplace violence is any act or threat of physical violence, harassment, intimidation, or 

other threatening disruptive behavior that occurs at the work site. It ranges from threats and verbal 

abuse to physical assaults and even homicide. It can affect and involve employees, clients, 

customers and visitors. Acts of violence and other injuries is currently the third-leading cause of 

fatal occupational injuries in the United States.  

 

1.8 COMPLIANCE WITH LAWS 

This practice expects the support of each employee in its commitment to conduct operations in 

compliance with all applicable laws, including laws relating to employment practices, protection of 
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the environment, insurance compliance, and relationships with physicians, payers and other referral 

sources. If you become aware of a violation or potential violation of a law, report it to the Practice 

Manager immediately. If you are not comfortable reporting it to the Practice Manager, or do not 

believe a reported violation was handled appropriately, you may alternately report outside the 

practice to Consultant Becky Reitinger at (208) 726-2237. 
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SECTION 2 

 

PERSONNEL POLICIES & STANDARDS OF CONDUCT 

 

2.1  WORKING HOURS   

Cole Aesthetic Center office is normally open for business Mondays – Friday, and Saturday hours 

when deemed necessary.  

 

Our standard employee workweek is 32 to 40 hours per week. The Practice this will work out 

appropriate schedules with each staff member. Employees are expected to be at this practice by 

their assigned or agreed upon time.  Time off needs for appointments should be very minimal. All 

employee schedule changes must be approved by the Practice Manager in advance, even schedule 

trades with other employees. 

 

2.2  LUNCH PERIODS 

Lunch breaks will be 30-60 minutes in duration, unless other arrangements have been made. Lunch 

breaks are unpaid time and you are not required to remain on premises.   Meal periods must be 

taken as scheduled and cannot be accumulated to use for days off, or used to excuse leaving early or 

arriving late. 

 

 Lunch breaks generally are taken between the hours of 11:00am and 2:00 pm on a staggered 

schedule so that your absence does not create a problem for co-workers or clients. 

 

2.3  BREAK PERIODS 

Cole Aesthetic Center’s employees by law are provided one 10-minute break per each 4 hours 

worked.  Sometimes these breaks are made up of several ‘mini-breaks’ which are defined by 

Washington Department of Labor to include, but not limited to, personal phone calls, eating a 

snack, personal conversations, and whenever there is no work to do for a few minutes during a work 

period, subject to the conditions of employment expressed in this manual. Provided these ‘mini-

breaks’ add up to the legal requirement of 10 minutes per each 4 hours worked they shall be deemed 

a proper fulfillment of the break requirement.  Due to the variability of physician schedules we rely 

upon the employees to work out an appropriate break/cross-coverage schedule.  Taking break time 

is the responsibility of the employee.  

 

Breaks must be taken roughly mid-way during any 4 hour work period and may not be combined 

with each other or the lunch break, as this is not allowed by law and defeats the purpose of a respite 

during the hectic times of the day. 

 

If employees have unexpected personal business to take care of, they must notify their Manager to 

discuss time away from work and make provisions as necessary.  Personal business should be 

conducted on the employee’s own time. 

 

Employees who do not adhere to the break policy will be subject to disciplinary action, up to and 

including termination. 
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2.4 REGISTRATION, CERTIFICATION, AND LICENSURE 

If your job requires licensure, certification or registration you are responsible for obtaining it, 

keeping it valid, and presenting documents to your Manager when requested and upon renewal. 

Associated costs are the employee’s responsibility.   

 

If you allow licensure, certification or registration to expire, you will be asked to leave work 

immediately and may not return to work until documentation is current.  We may find non-qualified 

work for you at lesser pay at our discretion. 

 

2.5 PERSONNEL DATA CHANGES 

It is the responsibility of each employee to maintain current and accurate personnel data with the 

company. Employees must promptly notify Cole Aesthetic Center of any changes, such as: 

  

• Mailing address, 

• Telephone numbers, 

• Name and number of dependents, and 

• Individuals to be contacted in the event of an emergency. 

 

2.6 TIMEKEEPING 

Accurately recording time worked is the responsibility of every hourly paid employee.  Time 

worked is the time actually spent on a job(s) performing assigned duties.  Each employee shall 

document time worked in the company’s time keeping system.   

 

Cole Aesthetic Center does not pay for lunch time, extended lunches, or time spent on personal 

matters. No employee may clock in or out for another employee.  

 

If an employee should forget or make an error in their time clock, it should be reported within 24 

hours to their Manager and will be subject to verification before adjustments will be made in the 

system. Failure to clock in and out for each daily shift and breaks, or to report an error in a timely 

manner, will result in discipline and potential loss in of pay. Repeated offenses will result in 

additional corrective action up to and including termination.  

 

2.7 OVERTIME 

Overtime hours are those hours worked in excess of 40 hours per week. Overtime should not be 

worked without the express PRIOR consent of the Practice Manager. The workweek, for overtime 

purposes, is Sunday through Saturday. All approved overtime hours worked must be recorded on 

your time card. 

 

Overtime is only calculated on worked hours, and does not apply if PTO or Holiday hours are what 

make an employee over 40 hours in a week.  

 

2.8 PAY DAYS 

There are 2 paydays each month. On the 5th of each month employees will be paid for work 

from16th to the end of the preceding month. On the 20th employee’s will be paid for work from the 
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1st thru the 15th of the month. If a payday falls on a weekend or holiday the employee will be paid 

on the following business day.    

 

Direct Deposit is the Company’s preferred manner in which to pay their employees. A direct 

deposit authorization with a voided check or deposit slip with the correct account information will 

be provided to the Company. If the account information is not correct or if the account is closed, the 

Practice Manager must be notified immediately with the correct information. The Company is not 

responsible for direct deposits made to incorrect accounts or closed accounts.  

 

Employees will be provided an electronic copy via email to review and print their paystubs.  

 

If an employee elects to receive printed paychecks, they will not, under any circumstances, be given 

to any person other than the employee without written authorization.  Paychecks may also be mailed 

to the employee’s address or deposited directly into an employee's bank account upon request. 

 

2.9  INCLEMENT WEATHER/EMERGENCY CLOSINGS 

At times, emergencies such as severe weather, fires, or power failures can disrupt company 

operations.  The decision to close the office will be made by the Practice Manager and/or Physician 

owner, who will officially notify the employee.  

 

Time off from scheduled work due to emergency closings will be unpaid. If employees would like 

to be paid, they are permitted to use PTO if it is available to them. 

 

2.10  OUTSIDE EMPLOYMENT 

This practice expects to be each Full-time employee’s primary business/career focus during the 

course of your employment. Care must be given that outside interests do not create a conflict of 

interest, affect employee loyalty or otherwise negatively affect your job performance. Employee 

needs are balanced against the practice’s to ensure full productivity during working hours. 

 

Employees should always speak with the Practice Manager prior to beginning another employment 

or business relationship to be sure lines of communication are clear, everyone knows what is going 

on, and that no material problems will be created as a result of this second position. It is the intent 

of this practice through discussing opportunities and options, to reach an arrangement, which is 

agreeable to all parties. 

 

No employee (part of full time) may engage in any type of work with a competitor, bring any 

materials, forms, protocols, equipment, names, mailing lists, or proprietary information to any other 

employment at any time either during or at any time following employment. Violation of this policy 

may be grounds for dismissal and/or legal action.  

 

Cole Aesthetic Center’s office space, equipment, and materials are never to be used for outside 

employment. 

 

2.11 REVIEWS & CORRECTIVE ACTION 
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It is the sincere desire of Cole Aesthetic Center to help all employees grow and develop in their 

positions so that we may go forward together pursuing our mission of outstanding service and 

medical care. The Practice Manager, in conjunction with or with input from Physician(s), will 

conduct periodic reviews, usually one time per year. If an employee feels a need for interim 

feedback from management regarding their performance they may request a review by contacting 

the Practice Manager. 

 

Performance reviews and planning sessions are designed for the Manager and the employee to 

discuss his/her current job tasks, encourage and recognize attributes, and discuss positive, 

purposeful approaches for meeting work-related goals.  Together, employee and Manager discuss 

ways in which the employee can accomplish goals or learn new skills.  The planning sessions are 

designed for the employee and his/her Manager to make and agree on new goals, skills, and areas 

for improvement.   

 

Cole Aesthetic Center directly links wage and salary increases with performance, adherence to 

company policies and procedures, and ability to meet or exceed duties per job description and 

achieve performance goals.  Your performance review and planning sessions will have a direct 

effect on any changes in your compensation.  For this reason among others, it is important to 

prepare for these reviews carefully, and participate in them fully. 

 

Although the Company’s salary ranges and hourly wage schedules will be adjusted on an ongoing 

basis, Cole Aesthetic Center does not grant “cost of living” increases.  Performance is the key to 

wage increases in the Company. 

 

In times of work or attitude deficiencies every attempt will be made to treat each person with a fair 

and consistent process while still allowing for individual differences, past performance, and other 

mitigating factors.  

 

Employment remains ‘at will’ for both the employer and employee. If the desire of either party to 

correct deficiencies ends then either party may cut the review or disciplinary process short at any 

time, without legal ramifications. 
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2.12 EMPLOYMENT TERMINATION 

All employment is ‘at will’ at Cole Aesthetic Center. This means that the employer or employee is 

free to terminate their employment relationship with or without cause at any time. 

 

When and employee intends to terminate his/her employment with Cole Aesthetic Center, he/she 

shall give Cole Aesthetic Center at least two (2) weeks written notice.  Exempt employees shall give 

at least four (4) weeks written notice. 

 

Employees who give less than two weeks’ notice when resigning are not eligible for payment of 

accrued PTO.   

 

Any employee who terminates employment with Cole Aesthetic Center shall return all files, 

records, keys, and any other materials that are property of Cole Aesthetic Center.  No final 

settlement of an employee’s pay will be made until all items are returned in appropriate condition.  

The cost of replacing non-returned items will be deducted from the employee’s final paycheck.  

Any outstanding financial obligations owed to Cole Aesthetic Center will also be deducted from the 

employee’s final check.   

 

Employees who are released for reasons of Summary Dismissal will not receive pay for 

accumulated time off or other accrued benefits, except where mandated by law. The following list, 

although not all-inclusive, contains examples of prohibited conduct and grounds for discipline, up to 

and including Summary Dismissal.  

 

• Insubordination 

• Failure to cooperate with organizational changes 

• Unauthorized release or disclosure of confidential information 

• Possession, consumption, or being under the influence of alcohol, drugs, illegal substances, or 

controlled substances (other than those prescribed by your physician for the use and time you 

are taking them) while at work 

• Falsification or timekeeping records 

• Excessive absenteeism or any absence without notice 

• Serious misconduct of any kind 

• Embezzlement of practice funds, equipment, supplies, or products 

• Theft or inappropriate removal or possession of property 

• Unauthorized use, destruction, or abuse of company property 

• Forgery of documents 

• Conviction of felonious charges 

• Sexual harassment 

• Fighting or threatening violence in the workplace 

• Boisterous or disruptive activity in the workplace 

• Unsatisfactory performance or conduct, or violation of personnel policies 
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2.13 SAFETY & WORK RELATED INJURIES 

Cole Aesthetic Center provides information to employees about workplace safety and health issues 

through regular internal communication such as: 

 

▪ Training sessions 

▪ Team meetings 

▪ Bulletin board postings 

▪ Memorandums 

▪ Other written communications 

 

Each employee is expected to obey safety rules and exercise caution and common sense in all work 

activities.  Employees must immediately report any unsafe conditions to the Practice Manager.  

Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report, 

or where appropriate, remedy such situations, may be subject to disciplinary action including 

termination of employment. 

 

The employee must immediately report any work-related injury to the Practice Manager and the 

necessary forms will be completed, regardless of how insignificant the injury may initially appear. 

All reported accidents will be reviewed. If the employee’s physician requests time off for the 

employee it is the employee’s responsibility to report in weekly to the Practice Manager with 

updates, progress, and expected return to work date. 

 

2.14 HEALTH-RELATED ISSUES 

Employees, who become aware of any health-related issue, including pregnancy, should notify the 

Practice Manager of health status.  This policy has been instituted strictly to protect the employee. 

 

A written “permission to work” from the employee’s doctor is required at the time or shortly after 

notice has been given.  The doctor’s note should specify whether the employee is able to perform 

regular duties as outlined in his/her job description. 

 

A leave of absence may be granted on a case-by-case basis.  If the need arises for a leave of 

absence, employees should notify the Practice Manager. 

 

2.15 EMPLOYEE REQUIRING MEDICAL ATTENTION 

In the event an employee requires medical attention, whether injured or becoming ill while at work, 

the employee’s personal physician must be notified immediately.  If it is necessary for the employee 

to be seen by the doctor or go to the hospital, a family member will be called to transport the 

employee to the appropriate facility.  In the event of an emergency requiring Emergency Medical 

Services to evaluate the injury/illness of an employee on-site, the employee will be responsible for 

any transportation charges.  Furthermore, Cole Aesthetic Center’s employees will not be 

responsible for transportation of another employee due to liabilities that may occur. 

 

A physician’s “return to work” notice may be required. 

 

2.16 BUILDING SECURITY 
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All employees who are issued keys to the office are responsible for their safekeeping.  These 

employees will sign a Building Key Disbursement form upon receiving the key.  The last employee, 

or a designated employee, who leaves the office at the end of the business day assumes the 

responsibility to ensure that all doors are securely locked, the alarm system is armed, thermostats 

are set on appropriate evening and/or weekend setting, and all appliances and lights are turned off 

with exception of the lights normally left on for security purposes.  Employees are not allowed on 

Company property after hours without prior authorization from the Practice Manager and/or Eric A. 

Cole, MD, FACS. 

 

2.17 INSURANCE ON PERSONAL EFFECTS 

All employees should be sure that their own personal insurance policies cover the loss of anything 

occasionally left at the office.  Cole Aesthetic Center assumes no risk for any loss or damage to 

personal property. 

 

2.18 SUPPLIES; EXPENDITURES; OBLIGATING THE COMPANY 

Only authorized persons may purchase supplies in the name of Cole Aesthetic Center  No employee 

whose regular duties do not include purchasing shall incur any expense on behalf of Cole Aesthetic 

Center]or bind Cole Aesthetic Center by any promise or representation without written approval. 

 

2.19 DRESS CODE 

Cole Aesthetic Center maintains a strict dress code. All Medical Personnel, i.e. Medical Assistants, 

LPN, RN, etc. are to wear scrubs provided by the company any time they are working in the clinical 

setting. All Medical Personnel must wear impervious closed toe shoes or tennis shoes that are left at 

the clinic and clean at all times. 

 

All front office personnel are to wear business casual clothing i.e. slacks or skirt with a blouse, 

blazer or sweater. Skirts are to be no shorter than one inch above the knee and blouses are to be cap 

sleeved or longer. Front Office Personnel are to wear loafers, pumps or flats. 

 

Employees shall not have visible tattoos during the work day. Employees shall not have body 

piercing, other than earlobes, during the work day. Employees shall not have more than 2 earrings 

in either ear during the work day, evenly balanced. Employees shall not wear an earring or post in 

the tongue during the workday. Ear plugs/gauges resulting in ear-lobe-stretching are not allowed. 

 

Employee’s hair color shall be a natural color and not a significant or striking departure from their 

native color.  

 

If you think an exception in your case may be appropriate you will need to request such from the 

Practice Manager in advance. 

 

If any personnel come to work inappropriately dressed, they will be sent home without pay to 

change. Disciplinary Action will be taken up to and including termination.  

Clothing Items Not Acceptable (examples and not all inclusive): 

 Tank Tops 
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 Shorts 

 Flip Flops 

Open Toed Shoes 

 Excessive Jewelry 

 Excessive Make-Up 

 Tattoos that are visible 

 Perfume or cologne 

 Going without undergarments, i.e. underwear and bras 

 Low Cut tops where cleavage is visible 

 Low cut slacks where the buttocks can be seen 

 Jeans 

 Mid-Drift Tops where the belly button or abdomen may be seen 

 

If you are unsure if your outfit is appropriate, it probably is so don’t wear it.  

 

2.20 PERFUME & COLOGNE 

Perfumes, colognes and scents can be difficult for those with allergies or other health problems. 

Because we are committed to creating a healthy and enjoyable environment for our patients and 

ourselves, we ask that you limit all use of perfume and cologne prior to and during work hours. 

 

2.21 PUBLIC IMAGE 

A professional appearance is important anytime that you come in contact with patients or potential 

patients.  Employees should be well groomed and dressed appropriately for our business and for 

their position in particular. Conducting yourself in appropriate manner outside of work is essential 

to maintain a highly regarded reputation for yourself and Cole Aesthetic Center. Your image can 

indirectly reflect the image of the Company, whereby, a respectable image is required.  

 

2.22  TIPS 

Employees may NEVER accept tips in cash or any other form that may be offered by clients.  

 

If you are uncertain if something offered to you is acceptable you must request the express consent 

of the Practice Manager. 

 

2.23 ATTENDANCE  

Cole Aesthetic Center must be adequately staffed during all hours of operation and expects that all 

employees will consistently report for work, and start work on time. The Company recognizes the 

need to balance employees’ unforeseen personal and medical situations along with the operational 

needs of the clinic. The purpose of this policy is to establish and communicate the guidelines for 

attendance and tardiness in order to provide quality service to Cole Aesthetic Center’s patients, 

customers, and teammates. To this end, Cole Aesthetic Center practices a no-fault attendance and 

tardiness policy. This practice assumes that all unscheduled absences and tardies are for important 

reasons; however, when their amount and/or frequency becomes excessive, the attendance or 

tardiness problem will be addressed through progressive corrective action, up to and including 

termination of employment.  The following types of time off will not be considered for corrective 

action purposes, provided that appropriate reporting requirements have been met: 
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Bereavement 

Jury duty or court time 

Military leave 

Work-related injury 

Time off or leaves of absence approved in advance 

 

Reporting an Absence 

If you are unable to report for work for any reason, notify the Practice Manager before regular 

starting time.  You are responsible for speaking directly with the Practice Manager about your 

absence.  It is not acceptable to leave a text message in lieu of a phone call, except in extreme 

emergencies.  In the case of leaving a voice-mail message or a text, a follow-up call must be made 

later that day.  The company phone number is (360) 613-2600 

 

Absence Documentation 

Employees who are unable to work due to illness may be required to submit a physician’s note 

verifying the illness and that the employee is able to return to work. 

 

Tardiness 

An employee is considered tardy when she/he is not at their assigned work area, ready to work, at 

the start of their scheduled shift. Being on time to work does not mean getting in the door or 

returning from break at the scheduled starting time and then taking additional time for personal 

needs before going to the workstation.  

 

2.24 ABSENCE WITHOUT NOTICE 

If you do not report for work and do not notify the Practice Manager of your status, it will be 

assumed after two consecutive days of absence that you have resigned, and you will be removed 

from the payroll. 

 

If you become ill while at work or must leave the office for some other reason before the end of the 

workday, be sure to inform the Practice Manager of the situation. 

 

2.25 UNPAID LEAVE 

Unpaid leave will only be given if an employee has no accrued paid time off.  If employee has 

accrued time then any time employee is not in the office during their scheduled hours, employee 

must use their accrued time to make up the difference, unless an exception is granted in advance. 

 

2.26 SMOKING, DRUGS AND ALCOHOL 

Cole Aesthetic Center is about health and we intend to portray that image to our patients and to 

provide a safe and productive workplace for our employees. In keeping with this commitment, we 

are a smoke, alcohol, marijuana, and drug free workplace. Although routine drug/alcohol testing 

will not be performed, intermittent or random testing may be done as elected by management. 

For the safety of our patients and co-workers employees may not work on prescription medications 

or pain killers that may potentially alter reaction time in any way. If unsure please check with the 

Practice Manager about impact of medication you may have been prescribed. 
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Use of marijuana in any form (smoke, oil, topical, edible, etc) is strictly prohibited at any time 

during the work day, nor may an employee have used any form of marijuana within enough 

proximity to their work day that it would still be in their system or would be evidenced by a drug 

test.  

 

Use of drugs that are legal or illegal that can cause any impairment in an employee’s ability to focus 

in the event of an emergency are not allowed to be used or present in the employee’s system at any 

time during the work day. If it would show up on a drug test, don’t use it without prior approval 

from the Practice Manager.  

 

Smoking or use of E-Cigarettes may not occur upon the office premises at any time, nor may an 

employee smell of cigarette smoke at any time during the workday. 

 

If an employee is having a problem in the area of drugs or alcohol, coming forward to discuss 

treatment options will allow the best chance for working with the employee. 

 

2.27 TELEPHONE, CELL PHONES & TEXT MESSAGING 

Cole Aesthetic Center’s telephones are intended for the use of serving our patients and in 

conducting the Company’s business. Personal usage during business hours is expected to be limited.  

All personal telephone calls should be kept brief to avoid congestion on the telephone line. 

 

Cell phones are to remain off or silenced during the work day, this is inclusive of ‘Smart Watches’ 

or any other device that transmits either text messages or email to the device.  Personal text 

messaging and calls will not be permitted during normal work hours.  Messages and texts may be 

checked and answered during breaks or lunch. Since cell conversations can be intrusive to fellow 

co-workers, the lunch room is designated as a no cell conversation area.  Please attempt to find an 

empty office or other space where privacy for listeners can be maintained. 

 

In order to ensure family members can reach employees in the event of an emergency, a back office 

number will be provided.   

 

Use of personal cell phones for company business during the work should be kept to a minimum for 

job duties only.  This extends to all devices capable of transmitting a signal like smart watches or 

any other personal device.  

 

Appropriate use of electronic devices and cell phones is at the discretion of the Manager. If you 

wonder if it is appropriate use, it probably isn’t. Inappropriate use may result in discipline, up to and 

including termination.  

 

2.28 INTERNET & EMAIL USE 

Email is a convenient and timely method of communication with co-workers, vendors, and others in 

our busy business lives. It allows you to leave a message, respond quickly, and move on. It also 

offers incredible opportunity to waste all the hours in a day. The same is true for internet access in 
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general. These mediums can be very helpful and efficient, or provide opportunities to embarrass, 

offend, or waste the time of yourselves and others. Use it wisely.  

 

Communications by electronic mail during the workday are meant for business purposes and will be 

professional in nature.  Appropriate language will be used at all times. Your email address identifies 

the Company therefore any communication may be attributed to the organization.  Please make 

every effort to keep emails truthful and accurate.  Electronic mail may be in storage for a long time, 

even after you have indicated a desire to delete it. Electronic mail is discoverable in a court of law. 

It is important to remember that although e-mail may appear to be confidential, nothing on a 

computer can be considered absolutely private. It may be necessary for business reasons for 

someone other than yourself to access data in your computer. 

 

All computers are the property of Cole Aesthetic Center and may only have approved backgrounds 

and photos on them. No computer may have a password applied or program loaded without the 

express knowledge and consent of the Practice Manager. The Practice Manager will have full 

knowledge of passwords and may need to access various computers from time to time.  

 

Accessing the web from company computers is limited to specific business purposes. You may not 

use the company computers for personal research, shopping, or any other personal uses without the 

specific permission from the Practice Manager.  

 

Programs and files from unsecured sources may not be downloaded to company computers without 

the express consent of the Practice Manager. All work performed at this practice or on our 

computers remains the sole property of the practice, and not of the individual employee. All data 

stored on our computers, including but not limited to patient data, remains the sole property of the 

practice.  Internet usage is for company purposes only.  

 

Cole Aesthetic Center reserves the right to access and monitor all files and messages on its systems. 

 

Violation of this policy may lead to discipline, up to and including termination.   
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2.29 SOCIAL MEDIA POLICY 

For purposes of this policy, “social media” includes all methods of communicating or posting 

information or content on the Internet, including to blogs, journals, diaries, web sites of any kind, 

social networking sites, electronic bulletin boards, chart rooms or any other type of electronic 

communication. Examples include, but are not limited to, Facebook, Twitter, LinkedIn, and 

Instagram.  

 

Consider the following when posting on social media: 

• It is inappropriate to post any information or rumor that you know or believe may be false 

regarding Eric A. Cole, MD or Cole Aesthetic Center, or its employees.  

• Avoid discriminatory, harassing, or threatening remarks.  

• Avoid posting statements, photographs, video, or audio that reasonably could be viewed as 

malicious, obscene, threatening, or harassing.  

• Do not post content meant to harm someone’s reputation  or which could contribute to a 

hostile work environment on the basis of race, sex, disability, religion, national origin, or 

any other status protected by lar or company policy. Employees may not post obscenities, 

slurs, or personal attacks that can damage the reputation of the practice, clients, employees, 

or applicants.  

• Do not post company trade secrets or private information, including financial information, 

confidential information, information regarding processes, customers, vendors, applicants, 

or technology.  

• Employees may not post photographs, videos, or other identifying content to the Internet 

that would compromise a patient’s right to privacy under the Health Insurance Portability 

and Accountability Act of 1996 (HIPAA).  

• Cole Aesthetic Center, and its agents, may monitor content on the Internet. Any violation of 

this social media policy is subject to disciplinary action, up to and including termination of 

employment.  

 



20 | P a g e  

 

SECTION 3 

 

EMPLOYEE COMMUNICATIONS 

 

3.1 STAFF MEETINGS 

Staff meetings will be held as needed, generally monthly, to review operational issues and create 

greater communication and efficiency among our group. All staff members are required to attend 

even when meetings are scheduled prior to, or after, regular working hours. Bring with you any 

ideas, questions, or thoughts about this practice, systems, patients, or anything else of concern. 

Absences should be excused by the Practice Manager in advance of the meeting.  

 

3.2 BULLETIN BOARDS 

Bulletin boards placed in the employee lunch room provide employees access to important posted 

information and announcements.  The employee is responsible for reading necessary information 

posted on the bulletin boards.    

 

3.3  EMAIL COMMUNICATIONS 

Company email will be used for sharing important information and announcements.  The employee 

is responsible for checking email each day they are at work and for reading the necessary 

information. 

 

3.4  PROCEDURE FOR HANDLING COMPLAINTS 

Employees who have a job-related problem, question or complaint should first discuss it with the 

Practice Manager.  In the event that the Practice Manager is unavailable concerns should be directed 

to Eric Cole, MD, FACS. 
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SECTION 4 

 

EMPLOYEES STATUS 

 

5.1 “EMPLOYEES” DEFINED 

An “employee” of Cole Aesthetic Center is a person who regularly works for Cole Aesthetic Center 

on a wage or salary basis.  “Employees” include exempt, non-exempt, full-time, part-time, and 

temporary persons, and others employed with the Company who are subject to the control and 

direction of Cole Aesthetic Center in the performance of their duties. 

  

Salaried Employees (SE) Are: 

Exempt managerial employees or licensed providers who may work in excess of 40 hours 

per week. Salaried employees are eligible for full benefits.  

 

Full-time Employees (FT) Are: 

Those employees working an average of 32 or more hours per week.  Full time employees 

are eligible for full benefits. 

 

Part-time Employees (PT) Are: 

Those employees working between 20 and- 32 hours per week. Part-time employees are not 

eligible for benefits except where specifically stated in this manual or mandated by law. 

 

Per-Diem and Minimal-time Employees (PD) Are: 

Those employees working less than 20 hours per week. Per Diem and Minimal-time 

employees are not eligible for benefits except where mandated by law. 

 

Consecutive Time of Service: 

An employee who experiences an employment gap greater than 4 weeks, other than for 

approved vacation, will be subject initiating a new employment start date for benefit 

purposes when they begin working again, unless there is a benefit gap defined by law related 

to a particular benefit.    

 

 

4.2 METHOD FOR CALCULATING EMPLOYEE CLASSIFICATION 

There will be two ‘entry’ points each year, Jan 1 and July 1. Hours will be totaled for the preceding 

6-month period then divide working hours by 26 weeks to determine the average number of hours 

worked per week. This will determine the benefit status for that employee. Unless dramatic 

schedule changes occur in the interim changes will not be made until the next ‘entry’ date. 

 

 



22 | P a g e  

 

SECTION 5 

 

BENEFITS AND SERVICES 

 

5.1 HEALTH INSURANCE 

Health insurance is available to all full and part-time employees after 90 days of employment, or 

consistent with any governing laws that may be in place at the time if a shorter.    A complete copy 

of the selected plan is available upon request.   

Full-time Employees: 

After 90 days of employment the company will pay 75% of the employee’s health insurance 

premium. The employee must pay their 25% through payroll deduction. Any family 

members covered must be paid for entirely by the employee. Please fill out the insurance 

application immediately upon employment as it may take up to 3 months for the policy to be 

put into force.  

 

Part-time Employees: 

After 90 days of employment the company will pay 50% of the employee’s health insurance 

premium. The employee must pay their 50% through payroll deduction. Any family 

members covered must be paid for entirely by the employee. 

If it is determined that is no longer fiscally responsible to maintain the benefits above, the changes 

will be made and each applicable employee will be notified of those changes 30 days prior to the 

change. 

 

5.2 PAID TIME OFF (PTO) 

Philosophy: As a working ‘family’ we trust that our employees will take time off as needed and 

appropriate. We have chosen to separate paid time off from holiday pay. 

 

Full-time and Part-time Employees shall accrue paid time off as follows:  PTO begins to accrue 

with the first day of employment.  The employee is eligible to use PTO after completion of 90-day 

probation 

LENGTH OF SERVICE   PAID TIME OFF ACCRUAL 

0- 2 years                .032   hours earned per hour worked 

2-5 years      .052   hours earned per hour worked 

Over 6 years      .072   hours earned per hour worked 

 

In recognition of the importance of a complete break from the office every member of our team 

should take at least one continuous week of vacation. To encourage full vacation time usage there 

will be no annual payment by this practice for unused vacation time. 

 

Employees shall not carry more than 64 hours of unused vacation time into the following year.  

 

Vacation scheduling usually represents certain coverage issues for the remaining team members. 

When an employee has accrued 80 hours paid time off, at least one week of vacation annually must 

be taken when at least one physician is out of the office. We ask that, to the extent it is feasible; you 

consider the expected office workflow in scheduling the balance of your vacation time. 
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Vacation requests should be submitted in the time keeping system as far in advance as possible 

through the office timekeeping system and at least one-month in advance for requests of 3 or more 

days.  Advance requests facilitate optimal staff scheduling and cross coverage in your absence. 

Coverage coordination may cause requests to be denied at times. The Practice Manager will strive 

to be fair in approval of preferred times. PTO cannot be taken before it is accrued and approved. 

 

PTO may be taken in time increments down to ½ day.  

 

We expect all employees to manage their paid and unpaid time-off responsibly, making allowances 

for unforeseen events that my require time off.  We do not have a bereavement or emergency 

policy; thus employees need to allow for these contingencies when requesting time off. 

 

Use of time off without notice (presumed sick) in excess of 6 days per year will be cause for review. 

 

Upon termination, unused earned PTO will be paid in a lump sum in the employee’s final paycheck.   

 

If you have taken more PTO than you have actually accrued at the time of your resignation, the 

unearned PTO will be deducted from your final pay check. The Company maintains PTO days 

accrued and used.  Each employee is responsible for verifying his/her pay stub to make sure the 

correct amount of hours appear. You must notify Practice Manager within 60 days of pay period 

end to receive adjustments. 

 

5.3  HOLIDAY PAY 

Holiday pay will be given to all full-time employees, after completing their 3-month training period 

provided employee works the business days prior to and following the Holiday. The only exception 

will be an absence that is approved at least two weeks prior to the Holiday in question. 

 

The following holidays will be paid for eight (8) hours, if the holiday falls between Monday-Friday 

on employee’s normal workday and the office elects to close. If the office is open, no overtime will 

be paid, unless earned through normal overtime requirements. The Operations Manager will assign 

coverage. This practice will normally close for the following holidays each year:  

New Year’s Day  

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving 

Christmas Day 

 

Days prior to and following holidays are popular vacation times. Every effort will be made to honor 

your vacation requests. Prime holiday ‘shoulder time’ will be granted by the Operations Manager 

while considering all possibilities that maintain appropriate staffing levels and honoring as many 

requests as possible. Rotating prime times will be considered where multiple requests exist. 

 



24 | P a g e  

 

5.4 MEDICAL CARE & ELECTIVE SERVICES 

All employees that complete a successful 90-day probationary period and receive a favorable 

performance appraisal may purchase retail products at a 25% discounted price.   

 

Clinic services are available to employees after their probationary period has been met.  These 

services are to be scheduled at times that work best for the clinic schedule and based on availability.  

Employees are expected to clock out when receiving treatments.   

 

Surgical services are available to full time employees after two years of employment and part time 

employees after completion of equivalent hours (4000) at the discretion of the physician.  When 

there are more staff members that wish procedures than time available the Practice Manager will 

elect some method of spreading out the work appropriate to available clinic and provider time.  

 

After employee’s probationary period has been met, the managing physician will determine what 

services would benefit the employee.  This introductory package of services will be given at no cost 

to the employee.  After the introductory package of services has been provided, all ancillary 

services, products and injectables may be purchased from the clinic at a 25% discount and can be 

found on the employee menu of services.  Products and ancillary services are for the employees use 

only and must be paid for at the time of purchase and may never be billed to the employee for later 

payment.  All injectables done in office on ANY employee must be cleared through the managing 

physician.   

 

Clinic services are available to employee’s first line relatives (spouses and children) at a discounted 

rate established by the Company.  These services are to be performed during normal business hours 

and performed only after initial consultation with Eric A. Cole, MD.  Abuse of ANY of the above 

mentioned privileges may be cause for dismissal. 

 

5.5 JURY DUTY/MILITARY LEAVE 

Employees will be granted time off to serve on a jury or military leave without pay.  However, all 

regular employees both full-time and part-time will be kept on the active payroll until their civic 

duties have been completed.  A copy of the jury duty summons and all other associated paperwork 

are required for the personnel file. 

 

5.6 CONTINUING EDUCATION 

This practice is committed to continual learning, both inside the practice through internal training 

and through the use of external educational opportunities. In support of continued learning 

employees will have the opportunity to attend continuing education programs from time to time 

with practice paying an agreed upon stipend or program fees.  

 

5.7 RETIREMENT PLAN 

We believe in acknowledging employees who stay with the company for the long run with a strong 

sense of future security. Our desire to have employees share in their efforts toward profitability 

extends to the area of retirement planning.  All employees that have been employed for one year 

and have worked at least 1,000 hours are eligible to participate in the 401(k) retirement plan.  

Enrollment times are January and July after eligibility has been met.  Participants can elect to defer 
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pre or post tax portions of their salary up to the legal limit each year.  The company will provide a 

dollar for dollar matching contribution up to 4% deferment.  Employees are 100% vested 

immediately in their contributions and in the company match.  Please see Practice Manager for 

more detailed information. 

 

We intend for this plan to provide a very substantial retirement savings plan for our employees 

within the confines of federal law. If you would like value calculations of anticipated plan funds 

these can be provided for illustration purposes, however, they should not be construed as a 

guarantee or a promise to pay, since the economy, health of this company and the current interest 

rates all greatly impact the actual balances that an employee may accrue. 

 

5.8 HEALTH CLUB MEMBERSHIP 

This practice is committed to health and well-being, for our staff as well as our patients. In the fast-

paced world of work and family fitting in health and fitness can present a challenge. However, 

maintaining our bodies in optimal physical condition is the best way to prevent injury and illness, as 

well as enhance our life and work experiences.  

 

We support and encourage those willing to make the commitment to their health through health club 

use. For Full Time employees after 1 year of employment the company will pay up to $25 per 

month toward a bonafide health club membership. [While many forms of sport and exercise are 

useful this benefit is confined to health club dues.] The employee must submit paid bills to the 

Practice Manager for reimbursement before the end of each fiscal year.  
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Cole Aesthetic Center 

Eric A. Cole, M.D., P.S. 

 

PERSONNEL POLICY AND BENEFITS MANUAL 

 

Updated 1/2019 

 

 

 

 

 

 

 

Employee Name:_________________________________________ 

 

Employment Date:_________________ 

 

I have read the Employee Manual, which includes sections on Personnel Policy & Employee 

Benefits.  I understand that I am responsible for familiarizing myself with the information provided 

herein and that my employment is contingent on my compliance with these policies. In addition, I 

understand that this Personnel Policy and Benefits Manual is not an express or implied contract of 

employment and may be changed by Cole Aesthetic Center at any time.  

 

I intend to perform the duties of my job in an efficient, professional, friendly, and appropriate 

manner for the period of my employment, and agree that either party, Cole Aesthetic Center or I, 

can terminate our employment relationship at any time with or without cause. 

 

 

 

Signed:________________________________________________ 

 

Date:_________________  

 

 

 


