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This Employee Handbook is designed to provide you with a better understanding of Halo Med 
Spa. This Handbook does not represent any commitment of employment and is not intended to 
create any express or implied contract rights. The employment relationship is at-will and 
employment may be terminated by the employer at any time for any reason, with or without 
notice or cause or by employee. Halo Med Spa reserves the right to terminate an employee at 
any time. No permanent employment or employment for any term is intended or can be implied 
by statements in this Handbook. 
 
This Handbook includes general information regarding employment policies and procedures that 
 apply to you during your working relationship with Halo Med Spa. These policies and 
procedures are guidelines to follow and are as complete as reasonably possible. However,  
they are not all-inclusive. Company management may make changes at any time by adding to, 
deleting, revising, or totally revoking any existing policies, practices and procedures without 
notice. Circumstances may arise  that were not anticipated; therefore, management may vary 
from the stated policies and practices if,  in their opinion, the circumstances dictate. 
 
The information contained in this Handbook supersedes any and all prior oral or written 
representations or statements regarding personnel policies, practices and procedures of Halo 
Med Spa. Final interpretation of any policy, practice, procedure, etc. is at the discretion of the 
Manager or Owner. Any policy and procedure also covered in the Personnel Policies Manual 
will take precedence over the less formal wording and brevity of subjects covered in this 
Handbook, unless otherwise agreed to by the Manager or Owner. Violations of these policies 
may result in disciplinary action  that could include immediate termination of employment. 
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WELCOME TO HALO MED SPA 
 
Dear Associate: 
Welcome to Halo Med Spa! We are glad you have chosen to join our team of professionals and 
look forward to building a positive relationship. We encourage you to share your thoughts and 
ideas since our continued success depends on us working together to achieve our planned 
objectives. 
 
Halo Med Spa represents a med spa experience unlike any other, anywhere. We are a group of 
highly trained professionals dedicated to providing each and every one of our clients with 
"incredible, outstanding and unbelievable service." In short, we are "service obsessed." Each 
member of our team is a vital link in our client service chain and we support you in your decision 
to contribute to our value-added Med Spa experience. 
 
To help you become more familiar with Halo Med Spa, we have developed this Handbook to 
help answer a variety of questions and provide some basic guidelines for working in the 
Company. It will help you understand our philosophy, organizational design, and our 
commitment to the highest standards of service to our clients and to one another. It will also 
provide some information on what is expected of you and what you can expect of the Company. 
If you have any questions, please ask any member of the management team. After you have 
reviewed the Handbook, please sign the acknowledgment form included at the end of the 
Handbook and return it to your Manager. 
 
Our success is strengthened by our employees' commitment to growth and continued 
excellence in our daily jobs. We look forward to working with you and hope your experience with 
Halo Med Spa will be a happy and a successful one. Once again, welcome to Halo Med Spa! 
 
GENERAL INFORMATION 
- Our Philosophy 
Halo Med Spa is dedicated to providing each individual client with "incredible, outstanding and 
unbelievable service" with our honest commitment to excellence. We value our clients for their 
support of our business and we will offer superior service from end to end. 
 
The artistic flair and spirit of our clients and ourselves helps us to: 
• Be the Med Spa of choice through superior service delivery. 
• Conduct ourselves by high ethical, practical and business standards. 
• Hold ourselves and our co-workers accountable for excellent service delivery (seen and  unseen). 
• Support an open door policy that creates a work environment based on respect, desire and 
  compassion. 
• Pursue and obtain the best continuing education available. 
• Have an open willingness to hear new ideas. 
• Contribute to our community as a whole. 
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 Specifically with regard to our clients, our goals are to: 
• Provide high-quality, efficient, pleasant services that illustrate value to the client and for the  
  client. 
• Honor our commitments to our clients. 
• Have quality staff who are also committed to service excellence. 
• Furnish a clean and professional environment that illustrates who we are and what we do  
  best. 
• Offer excellent products with a specific emphasis on product knowledge and product use. 
• Provide services that make our clients say, “WOW!” 
 
OUR VISION 
We offer an innovative approach to skin and body care because everyone’s needs are different. 
Our team is committed to working with our patients to develop a synergistic approach for 
enhancing their skin and body. 
 
We at Halo Med Spa strive to provide excellent customer service. We do this by making our 
guest look and feel their best. We touch the lives of every person we come in contact with in a 
positive way. We value the products and tools we use at Halo Med Spa. We provide an 
energetic, purposeful and creative environment which encourages you individuality and as a 
team. We encourage you to share the values of integrity, knowledge, responsibility and dignity. 
 
GENERAL BUSINESS CONDUCT 
- Company Business Ethics 
Halo Med Spa is committed to conducting its business in a lawful and ethical manner. All 
employees are expected to meet the highest standards of legal and ethical conduct. Anything 
less is considered unacceptable. 
 
Each of us has an obligation to conduct ourselves at all times with honesty and propriety 
because such behavior is morally and legally right, and because our success is dependent on 
our reputation and on the trust and confidence of everyone with whom we deal with. The 
commitment to ethical behavior is not a matter of vague principles and generalized comments. 
We have a strict code of conduct.   All employees are expected to read, understand and must 
adhere to the rules listed below. 
 
- Code of Conduct: 
• Comply with all applicable laws and government regulations. For interpretation or clarification  
  of legal  or regulatory requirements, contact your Manager or Owner. 
• Deal honestly with clients, suppliers, co-workers and consultants. 
• Be aware of any product hazards that may personally affect our customers. Always inform our  
  clients  of the proper use of our products and possible potential hazards. Negligence can 
result  
  in personal injury to the client and financial catastrophe to Halo Med Spa. 
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• Our success in the market place results from providing superior products and services at  
  competitive prices. Do not seek to gain improper advantage for offering business courtesies  
  such as entertainment, meals, transportation, products or services inappropriately. 
• Never offer any type of business or personal courtesy to a client for the purpose of obtaining    
  favorable treatment or advantage. 
• Never provide Med Spa Services outside the Med Spa without Halo Med Spa management  
  approval. 
• Never provide any client with gifts or promotional items of more than a nominal value. 
• Never accept anything of value from someone doing business with the Company for any type  
  of  favorable treatment or advantage. To avoid even the appearance of impropriety, do not  
  accept gifts or promotional items of more than nominal value. 
• All Company payments and other transactions must be properly authorized by management  
  and be accurately and properly recorded. 
• Do not abuse your position of trust in the Company. While on the job, you are expected to  
  devote  your concentrated time and effort to the corporation's business interests and avoid any  
  activity that  may distract from or conflict with those business interests. You should report any  
  suspected violation of these rules or other irregularities to your Manager or Owner. The  
  "Whistle Blower" law prohibits retaliation against any employee for making a good faith  
  complaint about what he/she believes to be a violation of a specific law. Violations of this policy  
  will result in disciplinary action. 
 
BUSINESS CONDUCT  
Employees 
All employees are expected to be courteous and show a spirit of service to our clients and to 
one another. Unnecessary personal or negative comments and/or gossiping about employees, 
clients, or others associated with the Company is unacceptable. Employee honesty and ethical 
concern for the Company's assets are essential. Personal use of office supplies or postage, 
excessive use of telephones for personal use, or excessive use of working time for personal 
business are violations of good business conduct. 
 
You should report any evidence of improper practices of which you become aware of any 
appropriate management team member. Improper practices means any illegal, fraudulent, 
dishonest, negligent, or otherwise unethical action arising in connection with the Company. 
Violation of any Company policy, inappropriate behavior, involvement in unethical activities or 
activities detrimental or destructive to our employees, client relations, Company funds, good will, 
or equipment will result in disciplinary action. 
 
Confidentiality of Information 
It is the responsibility of all employees to safeguard sensitive client and Company information. 
Any client or Company business information is strictly confidential and may not be disclosed 
outside the Company. Financial or future business plans of Halo Med Spa are confidential and 
shall not be removed from the premises. Unauthorized release or removal of such information is 
theft and will be prosecuted accordingly. The Company takes this policy very seriously. This is 
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why every employee's confidentiality {and non-competition} agreement contains confidentiality 
provisions. Confidential information related to clients who use any of our services includes, but 
is not limited to, such items as client addresses, phone numbers, client file information, etc. 
Other Company information considered confidential includes but is not limited to such items as 
training materials, policies and procedures manuals, product materials, financial reports, 
compensation program, personnel records, vendor purchase information, etc. 
 
Conflict of Interest 
All employees of our Med Spa are expected to regulate their activities to avoid conflicts of 
interest that may intentionally or inadvertently result in loss or embarrassment to the Company; 
create the appearance of impropriety with respect to any Company or business related 
activities; influence business decisions; or disclose for inappropriate use the Company's 
business information, affairs or plans. 
 
Outside employment should not interfere with the employee regularly required job duties or lead 
to a conflict of interest. 
 
You are requested to review any outside employment jobs with the manager to ensure no 
conflict of interest exists. 
 
The acceptance of gifts, entertainment or other favors by family members from present or 
prospective competitors, clients, or suppliers which are beyond the common courtesies usually 
associated with ethical business practices is unacceptable. Any questions in this area should be 
directed to an appropriate management team member. 
 
We consider conflict of interest to be a very serious issue. Violation of this policy, whether 
intentional or unintentional, will result in disciplinary action. More information regarding this 
policy will be reviewed with you during your orientation. 
 
BUSINESS CONDUCT 
Client Preparation and Safety 
All preparations used in any of our client services must be in accordance with required package 
instructions or other federal or state requirements. Consideration must always be given to the 
client to minimize any possible reaction or incident arising out of using our products. 
 
All employees must take extreme care in using a preparation which may give rise to skin 
irritation. Customers should be given sufficient information about a product's uses to enable the 
Customer to make a judgment about its reactions. Customers who have experienced a product 
reaction should not have that product used on them again in the future. 
 
Any appliances showing signs of wear, poor connections, frayed wires, etc. must not continue to 
be used. Report damaged equipment to the manager. All equipment should be turned off at the 
plug connections when not in use. Broken equipment should never be used on a client. 
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Ask your Manager whenever you have a question about a product's use. Negligence in this area 
will result in disciplinary action. 
 
EMPLOYMENT PRACTICES 
A Harassment Free Environment 
Note: It is important that you ensure the provisions below are consistent with all current local 
and state laws. 
 
Halo Med Spa believes all employees have a right to work in an environment free of 
discrimination. This includes all forms of sexual harassment and other forms of offensive or 
degrading remarks and/or conduct about an employees' race, color, creed, religion, national 
origin, sex, marital status, disability, age, affection preference, public assistance status, or any 
other basis protected by law. The Company will not tolerate harassment of its employees in any 
form - by management team members, co-workers, owners, customers or suppliers. No 
employee, male or female, will be subjected to unsolicited and/or unwelcome sexual overtures 
or conduct whether verbal, visual or physical. 
 
Sexual harassment is not limited only to sexual comments or innuendo, flirtations or 
propositions. Sexual harassment includes any action, conduct, or communication which is 
viewed as harassment, including unwelcome sexual advances, requests for sexual favors, 
sexually motivated physical contact or other verbal or physical conduct or communication of a 
sexual nature when:  
 
• Submission to such conduct or communication is made, either explicitly or implicitly, a term or 
   
  condition of an individual's employment with Halo Med Spa; or 
• Submission to or rejection of that conduct or communication by an individual is used as a  
  factor in  employment decisions affecting such individual; or 
• That conduct or communication has the purpose or effect of substantially interfering with an    
  individual's employment, or creates an intimidating, hostile or offensive work environment; and  
  Halo Med Spa knows and should know of the existence of the harassment, whether the  
  employee reports  it or not and the Company fails to take timely and appropriate action. 
  "Sexually motivated" includes unwelcome, objectionable and offensive conduct or  
  communication  which, even though not sexual in nature, is directed at an employee because  
  of his or her gender.   The following are some examples of conduct which may constitute 
sexual  
  harassment: 
• Use of any offensive or demeaning terms which may constitute sexual connotation, or are  
  addressed to an employee on account of his or her gender. 
• Objectionable, unwelcome physical proximity or physical conduct. 
• Unwelcome gender-based suggestions regarding, or invitations to, social engagements or  
  work-  related social events. 
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• Any indication, express or implied, that an employee's job security, job assignment, conditions  
  of  employment, or opportunities for advancement depends on the granting of sexual favors to  
  any other  person or upon the acceptance without objection of unwelcome objectionable 
sexual  
  conduct, advances or comments. 
• Any action relating to an employee's job status which is affected by consideration of the  
  granting or  refusal of a gender-based request for social or sexual favors. 
• The existence of an atmosphere of sexual harassment. 
• Jokes or remarks of a sexual nature made to, or in the presence of, employees who may find  
  such jokes or remarks offensive. 
• The dissemination of materials which have a sexual content (such as cartoons, articles,  
  pictures, etc.)  and which are not necessary for work, to employees who may find such  
  materials offensive. 
 
EMPLOYMENT PRACTICES 
A Harassment Free Environment, Continued 
This policy applies to all employees regarding their actions and activities both in and away from 
the work location. No person at our Company, regardless of his or her position, is exempt from 
compliance with this policy. All persons are intended to be in a supervised environment free 
from sexual harassment and other forms of offensive behavior. 
 
Any employee who believes he or she is being subjected to sexual harassment or subjected to 
retaliation, or has witnessed sexual harassment or retaliation toward other employees, is 
encouraged to report it to an appropriate management team member. If the claim is against the 
employee's immediate Manager, the claim does not need to be reported to his/her supervisor, 
but should be reported to another Manager or the Owner. No retaliation will be taken against 
anyone reporting sexual harassment. 
 
Complaints will be investigated promptly by the Manager or Owner in a timely and confidential 
manner with respectful consideration to all parties involved. An investigation will be conducted 
into the facts of the complaint to arrive at a resolution. Every effort will be made to keep reports 
of sexual harassment confidential. However, a thorough investigation may require 
communication of the complaint to others. 
 
If the investigation concludes that harassment occurred, disciplinary action will be taken which 
could include a verbal or written warning, or immediate termination. All complaints and 
investigation information will be documented in writing and maintained in confidential files. An 
employee engaged in sexual harassment could be held personally liable to the harassed 
employee for engaging in such conduct. If the harasser is a client or other non-employee, 
Company management will take the necessary action within its control to ensure the 
harassment stops. You should inform your Manager or Owner if this situation arises. 
 
A Drug Free Environment 
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If we are to continue to fulfill our responsibility to provide reliable and safe service to our 
customers and a safe working environment, employees must be physically and mentally fit to 
perform their duties in a safe and efficient manner. The use of mood altering, non-prescription 
chemicals and the abuse of prescription chemicals on the job or during working hours is not 
allowed. The use of alcoholic beverages in the workplace or during working hours is also 
prohibited. Possession of alcoholic beverages and mood altering drugs, or non-prescription 
chemicals during working hours or on Company premises will be considered a policy violation. 
Disciplinary action up to and including  immediate dismissal may result from intoxication or 
being under the influence of nonprescription mood altering chemicals, or the abuse of 
prescription chemicals on the job, on Company premises or while using a Company vehicle, and 
from other types of violations of this policy. For reporting a violation, you should contact your 
Manager or Owner. 
 
AN EQUAL EMPLOYMENT OPPORTUNITY 
We provide an environment for our employees and customers free from all forms of 
discrimination. We will comply with all federal, state and local laws and regulations governing 
equal employment opportunity.We will not discriminate in any of our employment and personnel 
practices on the basis of race, color, creed, religion, sex, national origin, marital status, age, 
affection preference, disability, public assistance status, persons making child support or 
spousal maintenance payments, or any other basis protected by law. 
 
Employee Classifications 
Four employee classifications are recognized in order to make distinctions in benefits and 
scheduling of hours. They are: 
• Regular Full-Time: You are generally scheduled to work a minimum of an average of 35 hours 
per  week for an unspecified period of time. Hours may include evenings and weekends. You 
are eligible for all Company provided benefit plans, such as medical insurance, and applicable 
time-off benefits, vacation, sick leave and other miscellaneous time-off benefits once you are a 
full time employee.  Assistants cannot accumulate vacation time. 
 
• Regular Part-Time: You are generally scheduled to work an average of 20-34 hours per week 
for an  unspecified period of time. Hours may include evenings and weekends. You are eligible 
for Company provided benefit plans, such as medical insurance, vacation, sick leave and other 
miscellaneous  time-off benefits. 
 
• Part-Time -- Benefits Non-Eligible 
  You are generally scheduled to work an average of less than 20 hours per week over a 12 
month  period. You are not eligible for any Company benefits except the employee discount. 
• Temporary You are generally scheduled to work a specific period of time during the year. You 
are hourly paid and average weekly hours usually do not exceed 19 hours per week over a 12 
month period. No Company benefits or time-off benefits are provided. There is no guarantee 
that you will remain in any of these categories for any specified period of employment. Based on 

V1.2 Rev 10.11.2019 



HMS Employee Handbook 9 

business needs, you may be reclassified. Please make sure you understand what classification 
you  are in by checking with your Manager. 
 
 
 
Employee Recruitment and Selection 
Our employee recruitment and selection program is established to facilitate our commitment to 
equal opportunity employment by hiring the best suited candidate for available positions and to 
make the best use of their abilities. Once employed, we desire to provide additional 
opportunities for our internal employees whenever possible. To become an employee, several 
things must occur: 
 
• You must sign an employment agreement that describes the rights and obligations required of 
you and the Company regarding "intellectual" property issues, i.e. privacy of financial 
information, formulas, not revealing trade secrets, and the Company's right to job related 
inventions, etc. 
• You must receive satisfactory reference checks. 
• You must complete the INS Employment Eligibility Verification I-9 Form and provide 
documentation validating your right to work in the U.S. If validating documentation is not 
provided within 3 days following date of hire, your employment will be terminated. 
 
AN EQUAL EMPLOYMENT OPPORTUNITY 
Employee Recruitment and Selection, Continued 
As an employee, you may be considered for open positions based on your job qualifications, 
performance record and overall capability to perform the duties. Outside recruiting may occur 
simultaneously. The final selection will be based on filing open positions with the best qualified 
candidates meeting the job requirements. If you are interested in an open position, inform 
your Manager. 
 
New Employee Orientation/Onboarding 
The first week of any new job is always a difficult time. There seems to be so much to learn and 
so many people to get to know. To make it easier for you during this time, an orientation 
program called Halo University which is an online training portal to help familiarize you with the 
Company rules and policies, your job description, and the general work environment and 
services we offer at Halo Med Spa. Your Manager will review this program with you during your 
first week of employment; you are encouraged to ask as many questions as necessary for you 
to feel competent in your new position with Halo Med Spa. 
 
Employee Introductory Period 
The introductory period provided to you as a new employee is considered an extension of the 
employee selection process during which you are considered in training for learning the new 
job. You are under evaluation and observation by your coach and/or other assigned "training" 
employees. This time allows you and your coach to explore whether the overall employment 
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arrangement is progressing positively. The length of the introductory period will vary with the 
position. In some positions, a more defined training program has been developed and must be 
successfully completed to move into the qualifying position. Your particular introductory period 
will be discussed during your orientation. Introductory periods apply to all new, rehired, 
promoted or transferred employees. During this time, and throughout one's employment with the 
Company, an employee's performance is being reviewed continuously. The employee or 
employer is free to terminate the employment relationship at any time without notice or cause. 
 
Tardiness and Absenteeism 
You are encouraged to arrive at your workstation 30 minutes prior to your scheduled start time 
to ensure that you are prepared to begin your work day. On occasions tardiness may be 
unavoidable and your Manager will allow the time to be made up or excuse it. However, if 
tardiness becomes a regular issue and the Manager feels that the reasons are unacceptable, 
the time will be deducted from your scheduled work hours and disciplinary actions, up to 
termination, may be taken.  
 
Also, you are expected to be at work on the scheduled days. If absences are necessary for 
sickness or other personal reasons, contact your Manager as soon as possible the day before 
or on the day of absence. Your Manager will determine if the absence is approved as paid or 
unpaid time off for hourly  employees and whether the reason is acceptable. Unreported 
absences will be considered unexcused absences. An unreported absence of two consecutive 
days will be considered a voluntary resignation and employment termination will be initiated. 
 
To maintain our commitment to our clients in providing superior client services, it is essential 
that you be responsible for maintaining your assigned schedule. Repeated absenteeism and 
tardiness will be grounds for disciplinary action. 
 
AN EQUAL EMPLOYMENT OPPORTUNITY 
Disciplinary Process 
Rules and regulations are the cornerstone on which we build our success and are essential to 
efficient operation of our Company. You are expected to perform your job duties satisfactorily 
and conduct yourself on the job in an appropriate manner. This guide for disciplinary action has 
been established for the common good of all of us at Halo Med Spa. Some basic information 
has been provided below, but please be sure to have your manager review the disciplinary 
policy with you in more detail during your orientation. 
 
Company management will determine what is satisfactory performance and appropriate 
behavior and the disciplinary action that is judged necessary. Occasionally, management will 
find it necessary to take disciplinary action regarding your job performance and/or behavior. 
Disciplinary action may consist of the following, depending on the circumstances: 
 
• Termination - You may be terminated from employment as a first or last disciplinary step. 
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• Warning Notice - If termination is not the first step, you may receive either a verbal or written   
warning. If improvement does not occur within the specified time period or performance 
continues to  deteriorate during this time, further disciplinary action will be taken, which may 
include immediate termination. The initial time period for improvement may be extended at the 
Manager's discretion. 
• Suspension - An employee may be suspended by the Manager in situations when it appears   
necessary to remove the employee from the premises. The facts of the situation will be 
reviewed to  determine if disciplinary action is required. Depending on the circumstances,  
time out or suspension may or may not be with pay. The Manager or Owner will make this 
determination after review of the  circumstances. 
 
Should you have any challenges or questions regarding a disciplinary action that may be issued 
to you, contact your manager or an appropriate member of the management team. We 
encourage our management team members to work together in improving work performance 
and/or behavioral issues. However, it is important to recognize that in some instances a 
continuing working relationship may not be an appropriate resolution. 
 
Employment Termination 
All employees of Halo Med Spa are employed at-will. This means there is no guarantee of 
employment for any specific length of time, nor are the guidelines in this Employee Handbook 
intended to created any expressed or implied contract rights. 
 
Employees are free to leave their employment with the Company at any time and for any 
reason. Similarly, the Company reserves the right to ask any employee to leave its employ at 
any time with or without notice or cause. 
 
Employment with the Company may be terminated through voluntary resignation by the 
employee or by the Company initiating the termination of the employee. Several steps will occur 
when one of these actions is requested. 
 
Voluntary Resignations 
• An employee resigning from the Company should complete the Voluntary Resignation of   
Employment Form. A minimum of two weeks notice is requested, but not required, to allow time 
for  staff rescheduling and position replacement. 
• An exit interview meeting is requested to allow the employee to provide constructive feedback 
on the  Company's management practices and to return any Company property with 24hrs. 
 
AN EQUAL EMPLOYMENT OPPORTUNITY 
Voluntary Resignations, Continued 
• Voluntary and certain other types of termination not initiated by the Company include but are 
not limited to: 

1. Resignation 
2. Retirement 
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3. Disability 
4. Death 
5. Unexcused absences which are unreported for a period of 2 consecutive days without 

   
    sufficient justification or approval 
6. Failure to report to work after expiration of an approved leave of absence 

Involuntary Resignation 
• When possible, a meeting will be held with the employee being terminated to review the steps 
to take for terminating employment. If a meeting is not possible, the employee will be informed 
by telephone or mail. 
• The employee being terminated may request an additional meeting with the Manager or 
Owner. 
• Involuntary terminations are those initiated by the Company. The following list is not 
all-inclusive but contains some types of terminations that could be Company-initiated: 

1. Workforce reductions and/or elimination of positions. 
2. Discharge for conduct not in the best interest of the Company. 
3. Release for inability to perform duties or to meet prescribed standards on the job. 
4. Temporary associates who are no longer needed. 

 
Final Pay Procedures 
Terminated employees should check with their Manager regarding receipt of their final 
paycheck. 
 
Former Employee Employment Verification 
 Verification of employment dates and position held will be released when appropriate. 
However, only upon receipt of written authorization from the former employee, will salary or 
other information be released.  
 
EMPLOYEE RELATIONS 
Employee Challenges and Concerns 
Good communication between Company management and employees is essential for us to 
develop and maintain a productive and satisfied workforce. It is our intent to afford employees a 
voice in those matters that may have a potential adverse, unjust, or inequitable effect on their 
employment relationship. Such issues may be honest differences of opinion or judgment 
situations, but  we do acknowledge the importance of their expression. It is our desire to 
address challenges and concerns as promptly and justly as possible, objectively and 
confidentially, and free from any  concern over retaliation.  
 
An "open door" policy will be observed by the Company. Employees are free to meet with their 
Manager privately to discuss issues regarding job performance, work conditions, grievances, 
employee conflicts, suggestions or personal problems that are affecting their jobs. Employees 
are encouraged to resolve challenges amongst themselves in a courteous and constructive 
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manner.  If this cannot be done, the challenge should be brought to the attention of the 
Manager or Owner. 
 
Company Activities 
On the first Saturday of every month at 8:00 AM, employees meet as a Med Spa group or as a 
total Company. It provides an opportunity for us to exchange ideas, recognize individual and 
team performance, conduct educational training for team and personal development, resolve 
challenges, and just get to know one another and have fun while doing it. Attendance is 
Required. 
 
Some days there will be events that take place after hours. You are expected to be at these 
events and functions as part of the team. Halo Med Spa management will ensure you have all 
the event/function details (2) weeks in advance at minimum to ensure you are able to adjust 
your work schedule accordingly. 
 
Employee Records and Privacy 
Halo Med Spa holds information maintained in employee personnel records as confidential and 
proprietary. The collection and retention of employee information is limited to what is needed for 
Company business. 
 
Internal access to personnel records is limited only to those employees having an authorized, 
business related "need to know." Outside third parties only have access to records if it is legally 
required or requested by the employee, e.g. state investigatory offices, OSHA, mortgage 
requests, credit checks, etc. 
 
Personal Information Changes 
Employees should inform their Manager of appropriate personal information changes that would 
apply to their payroll or Company provided benefit issues. Such changes might be name, 
address, marital status, or information on dependents 
claimed.  
 
Solicitations 
Employees may not distribute literature (unless requested by the employer), request 
contributions, or be asked to purchase products sponsored by an outside organization. This 
includes but is not limited to: literature such as religious, political and social groups. Solicitations 
by outside organizations are not allowed without approval of an appropriate Manager. If you 
have any questions regarding a particular issue, ask your Manager. 
 
Gambling 
The sale of gambling devices or gambling on the premises of Halo Med Spa is strictly prohibited 
and will result in disciplinary action. 
 
GENERAL WORK RULES 
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Business Hours 
Halo Med Spa is open Tuesday-Thursday from 9:00 AM to 5:00 PM 
Friday from 9:00 AM to 6:00 PM 
Saturday from 10:00 AM to r:00 PM and is closed on Sunday & Monday. Your individual work 
schedules will be developed by your Manager. 
 
 
 
Emergency Closing 
Occasionally, we will find it necessary to be open late, close early or not open at all due to 
inclement weather, building safety issues, or other business related issues. If this should occur, 
you will be notified by your Manager of the schedule change. 
 
Business hours may only be changed with the approval of the Manager or Owner. 
Hazards and Reporting Accidents Safety is every employee's responsibility. Everyone must 
comply with the safety precautions and practices established by Halo Med Spa. Review of 
safety precautions and practices will be done during your orientation program and periodically 
as issues arise. You should always report any accidents or product hazards to your Manager 
immediately. 
 
Housekeeping  
We should take pride in our jobs, our work environment and the image we present to other 
clients and each other. All employees are expected to assume their share of responsibility in 
maintaining high standards of cleanliness and orderliness in their work areas. You are 
responsible for keeping all your personal equipment, combs, and brushes clean and in good 
working order, according to all current state and federal regulations. Your workstation must 
always be clean and tidy prior to starting the next client's service. Disposal places are provided 
for towels, used bottles, and other disposable waist. All used items should be placed in their 
proper disposal container. 
 
Lunch 
All employees will be provided with an unpaid lunch break on a daily basis. The Manager will 
determine the scheduled lunch and break periods and the length of time provided. You are 
encouraged to take lunch breaks in order to refresh yourself physically and mentally. All lunch 
break times should be recorded appropriately in our time-keeping software. No employees 
can block themselves out for anything else on the schedule, without manager approval. 
 
PERSONAL APPEARANCE AND IMAGE 
DRESS CODE: 
We represent ourselves, our Med Spa and our entire industry. Artistic and dynamic in nature, 
we are different from other service industries in that we affect people and how they feel about 
themselves. This means that the way we present ourselves should be top-notch every day. Our 
clients trust us as beauty professionals, and it is absolutely critical to look the part. You are 
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required to follow the dress code whenever you are on premises, on training days and for 
events/functions, you must look presentable when representing our Med Spa. You are trusted to 
use your best discretion when it comes to your work attire, however there are some specific 
rules regarding dress code: 
 
 
What’s accepted: 
Example: 
Fashionable solid black; Any color accessories: shoes, belts, jewelry, scarves, ties or hosiery 
will add flair. Hair that is: neatly styled, artistic in nature, and reflects current trends; 
Comfortable, stylish footwear. 
 
What’s not acceptable: Example: Spaghetti straps, flip-flops, torn or worn jeans, printed t-shirts 
(other than Halo company t-shirts), ribbed tank tops, old tennis shoes. PLEASE NOTE: If 
management feels you are not presentable when you come to work, you will be asked to 
change or wear a lab coat over your wardrobe for the day. 
 
All staff members (excluding Management) will be issued 1 pair of black Cherokee Infinity 
scrubs and 1 Halo t-shirt.  Additional Halo t-shirts may be purchased through the business office 
and additional scrubs should be purchased at Scrubs and Beyond. 
 
Service Providers - Aesthetic Director - First Impressions 
You are required to wear black “Cherokee Infinity” scrubs and a Halo brand top of your choice. 
Please wear comfortable, closed toe shoes.  Tennis shoes are preferred.  Please wear hair 
pulled back.  Nails must be manicured, and nude/neutral polish shades are preferred.  No 
excessive jewelry worn.  No visible piercings (other than ear piercings) or tattoos.  Nose 
piercings are acceptable if a small stud is worn.  
  
Management 
Those in management positions should wear business professional attire.  Accessories should 
not be excessive.  Hair should be neatly styled, artistic in nature, and reflect current trends. 
Nails should be manicured, and nude/neutral polish shades are preferred.  No visible piercings 
(other than ear piercings) or tattoos.  
 
Security 
All employees are responsible for being attentive to the security of our employees, Company 
assets, and maintaining a safe and secure work environment. Strong emphasis is placed on 
reporting security-related incidents so that the proper action can be taken. Security violations 
should be directed to an appropriate manager. 
 
Telephone/ Cell Phone Usage 
All employees are expected to conduct themselves professionally and courteously on the 
telephone. Telephones are to be used primarily for business purposes and personal calls should 
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be limited to less than two minutes. Employees should not be interrupted for telephone calls 
when working with a client. Accurate messages should be taken and referred to the 
appropriate employee. Long distance calls are not permitted. Personal calls may be made on 
individual cell phones during scheduled breaks, but cell phones must be kept on silent or vibrate 
and placed in the staff breakroom. Do not be on your personal cell phone during business 
hours. 
 
BENEFITS AND COMPENSATION 
Note: This section must be customized to represent your benefits package and your stipulations 
for qualifying employees, company’s contribution, etc. 
 
Example: This is only any example. 
Medical Insurance 
Halo Med Spa provides a medical insurance plan for qualifying employees. Plan information is 
provided during an employee's orientation program. It is important you review the material 
carefully and direct any questions you may have to the Manager or Owner. Halo Med Spa 
contributes $100 per month towards each qualifying employee’s medical insurance. The rest of 
the insurance premium is deducted, pre-tax, from the respective employee’s bi-weekly 
paycheck. 
 
Occasionally, changes in health insurance plans must occur. The Company reserves the right to 
design the provisions of a plan, add, eliminate, or in any other way modify any of the benefits 
provided when it is felt to be in the best interest of the Company. 
 
Qualifying employees are those classified as regular full-time and normally scheduled to work 
35 hours or more per week. Employees are eligible to elect participation in the plan after 6 
months of employment. If enrollment is declined, application at a later date will require proof of 
insurability, and the insurance carrier may reject the application. 
 
Individual coverage is available for qualifying team members only. If a team member wants to 
include a spouse or child, they will be personally responsible for paying 100% of those costs. 
 
Employee Discounts 
Note: This section must be customized to represent the employee and family discounts you 
offer and all stipulations for this benefit. 
 
All employees and their immediate family members are eligible for discounts on products and 
services provided by Halo Med Spa. 
 
Family members eligible for discounts on products and services are defined as spouses, 
children, parents, brothers, sisters, and grandparents. You must ring up all services and 
products purchases by staff or family at a discount under 000. 
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For You, Friends and Family: Under no circumstance should you perform services on friends or 
family for free or on the behalf of the Company using Company tools and products without 
permission from management. When on premise using the Company tools and resources, you 
as an employee are allowed to receive a monthly discount of 25% on services. You may also 
receive 20% off on products. Once a month you will receive 40% discount on a service of your 
choice from the Company that you may use for yourself or pass along to your friends or family. 
 
These discounts must be scheduled and approved by management before product and services 
discounts can be issued.  
 
Free services using Company products, supplies or tools is strictly prohibited. Failure to comply 
may be grounds for termination of this agreement.  
 
Equipment, Products, Tools and Supplies: Do NOT take Company products, supplies or tools 
off primes without management consent.  
 
Do NOT use Company products, supplies or tools on yourself without permission from 
management.  
 
National Holidays 
Note: Customize this section to match the days on which your company closes for business. 
Also, mention whether or not these are “paid” holidays. 
 
Halo Med Spa recognizes six national holidays of religious and historic importance when we will 
not be open for business. The following seven days are recognized: 
- New Year's Day - Labor Day 
- Memorial Day - Thanksgiving Day 
- Independence Day - Christmas Eve and Christmas Day 
Scheduling for the entire month of December is announced on a year-to-year basis. 
 
Vacation Time 
Paid vacation time is available to each eligible regular full-time (35 hours) classified employee- 
not assistant- to take time off from work during the year for rest and relaxation. The amount of 
vacation is dependent on the number of years of employment service. There is no vacation or 
request off accepted in the months of November or December. 
 
- An employee's annual vacation entitlement is credited at the beginning of each anniversary 
year. Vacation pay may not be taken in advance of completing the 12 month earning period.  
You must be a full-time (35 hours) employee to be eligible for vacation compensation. 
- All requests must be put in the request off sheet and approve through manager. 
- There can only be one stylist/esthetician/massage therapist scheduled off for any particular 
day. 
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- Earned and unused vacation time will be carried forward. However, once an employee has 
accrued three years worth of vacation, it will not accrue any further. 
- Vacation time may be taken in weekly or daily increments. Approval of requests are done on a 
first requested, first approved basis and is dependent on staffing issues, employee 
commitments being met  and overall business activities being maintained during the employee's 
absence. The Manager's approval is required. 
- Vacation requests should be submitted to the Manager on a Request for Leave of Absence 
form at least six weeks in advance of the requested date for approval. 
• Vacation time is not earned during the circumstances listed below. Upon return to work or an 
eligible status, vacation time starts earning again at completion of the first full month of work. 
- Personal leaves of absence of two months or more 
- Sick leave absences exceeding two months. Earnings will apply for the first two months only. 
- Employee status change to an ineligible status. 
Vacation stops accruing on the last day of work at Halo Med Spa. In other words, if a vacation is 
taken at the end of employment, that vacation time does not count as time worked and therefore 
does not add to any vacation time accrual. This applies whether or not the person stated they 
were ending their employment before they took the vacation time. 
 
• Vacation pay will not be paid in lieu of taking time off. 
• Additional time may not be taken with vacation time without approval of management. 
• No sick pay is available. 
 
Eligibility Status Change of Current Employee 
Employees who become eligible for vacation time because of a change of status will have their 
past service years applied for determining the vacation earnings category to use for calculating 
their vacation earnings. Under special circumstances, if within 13 months of going to part-time 
an employee returns to full-time, an employee will not lose their prior full-time credit.These 
special circumstances include education and maternity, or such other circumstances the 
employer determines to be eligible at the time. 
 
Termination of Employment 
• Earned but unused vacation pay will be paid on the final paycheck. 
• Vacation time may not be taken during the last two weeks of employment, regardless of when 
it was approved. 
 
Leaves of Absence 
Periodically, an employee may request a leave of absence to meet specific personal needs. If 
you are classified as a regular full-time or regular part-time employee, you are eligible to make 
such a request. Depending on the circumstances, the 
 
Company may not be able to guarantee you the same job when returning from an extended 
leave of absence. 
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Approval for most leaves of absence requests are at the discretion of the Manager based on 
current business needs and past practices. Your Manager should be advised as soon as 
possible when a leave of absence is desired. 
 
 
 
Unpaid Leaves of Absence 
Unpaid personal leaves of absence will be available to an employee depending upon the 
circumstances of the request. 
 
Usually, leaves will not be approved for more than six weeks. An employee must have 
completed at least six months of working service to be eligible to make such a request. Contact 
the Manager whenever a leave of absence is desired to obtain more information on the 
qualification and applicable procedures. There are five types of leave usually considered. 
 
Personal 
Occasionally, an unpaid leave of absence will be granted for personal reasons such as family 
illness, personal business, or extended travel. 
 
Medical 
A medical leave of absence may be granted to an employee whose illness exceeds 10 days. 
After the completion of the first six months of employment, an unpaid medical leave of absence 
up to 6 months is available. Medical validation will be required and approval must be received 
from the Manager. Every effort will be made to keep the employee's job available or offer 
another similar position to the employee. However, if this is not possible, the employee may be 
terminated. 
 
WORKERS' COMPENSATION 
All employees are covered by the Workers' Compensation Law which was established to 
standardize the benefit structure, reduce litigation, and encourage early rehabilitation 
intervention, good employee/employer relationship and return to work programs. All job related 
injuries should be reported immediately to the Manager. Appropriate forms must be completed 
and employees are expected to cooperate fully in completing any necessary forms or reporting 
for any required examination. 
 
UNEMPLOYMENT COMPENSATION 
Former employees who lose their job may, under certain conditions, qualify for state 
unemployment benefits. The Company reviews all unemployment claims thoroughly, and may 
attend fact finding or appeal hearings when the facts regarding eligibility are in question. 
 
SALARY ADMINISTRATION PROGRAM 
The objectives of our salary administration program are the following: 
• Attract, retain, and reward qualified employees at all levels of responsibility. 
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• To be externally competitive when possible, internally consistent and equitable, and be 
performance-based. 
• To obtain the highest possible degree of employee performance, morale, and loyalty through 
consistent and equitable salary administration. 
• To provide recognition and reward for differences in individual ability and performance. 
• To comply with applicable state and federal laws. 
 
The program consists of these major compensation elements: 
Written Job Descriptions: Job descriptions for all employees' positions will be provided and 
reviewed regularly. Revisions will be made as needed. Job descriptions are used to identify the 
most important features of the job, including the general nature of the work performed, specific 
task responsibilities and employee characteristics and skills required to perform the job. 
 
Job Evaluation: All jobs will be evaluated based on each job's internal value within the Company 
and comparing those jobs to external market rates paid for similar jobs in the cosmetology 
industry, when possible. The job factors evaluated will be based on knowledge, skills, 
experience, responsibilities and complexities of each job. 
 
Commission Pay Programs:  
Positions will be on full commission pay programs and/or on an hourly pay rate. The Manager 
and Owner determine what positions will be on commission programs. 
 
Bonus Incentive Plans: The Manager and Owner determine annually what positions will be 
eligible for bonus incentive plans. 
 
Salary changes may occur as a result of, but not limited to, one or more of the following factors: 
• Salary increase based on performance evaluation. 
• Step rate adjustment due to completing a scheduled training period. 
• Promotional increase for taking on added responsibilities. 
• Rate adjustment based on job content changes, competitive market rates, or equality issues. 
• Rate decrease due to job content changes, performance capability, or job transfer. 
Your Manager will review the various parts of the salary administration program with you during 
the orientation program and throughout the year as needed. Any questions you have should be 
directed to your Manager who is responsible for the overall management of the program. The 
Manager and Owner have the final authority to create, change, interpret, or terminate any or all 
parts of the salary program. 
 
 
TRAINING AND DEVELOPMENT 
Halo Med Spa is committed to providing as much training as possible to assist employees in 
effectively performing their jobs. This includes orientation for new employees, training for current 
employees, and retraining for employees whose jobs changeover time. We encourage 
employees to take advantage of all internal and external training to maximize their level of 
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expertise and their professional development and personal growth. 
 
A basic orientation program is conducted for all new employees. The primary purpose of this 
program is to familiarize employees with Company rules, policies and job responsibilities. 
Additional subjects and the scheduling of more in-depth job training may be required for 
employees to move into the next position level. 
 
In some cases employees may be required to participate in and satisfactorily complete 
continuing education and training programs when such instruction is considered necessary for 
satisfactory job performance. 
 
Employees requiring licenses must maintain current licensing requirements at their own 
expense. Unlicensed employees will not be allowed to perform applicable client services until 
that time. Periodically, employees are expected to attend various classes and/or programs, such 
as in-Med Spa educational sessions and to read professional trade material to keep abreast of 
current trends in the industry. 
 
GOAL SETTING 
Individual personal and professional goals are assigned to all employees by quarter to assist in 
achieving our business and professional development goals. Achievement of goals is included 
in employee job performance evaluations. 
 
PERFORMANCE EVALUATIONS 
While the performance of each employee is under constant review throughout the year, overall 
performance and pay levels will be evaluated periodically. We encourage you to continually 
strive for personal and professional improvement in all areas of your job. Through our continued 
growth and development both you and the Company can be more successful. 
 
Individual evaluations will primarily reflect competence in the performance of assigned duties 
and goals, and sustain performance in the accomplishment of the position objectives. 
Performance evaluations will be a contributing factor in determining salary increases and 
continued employment. 
 
TIMEKEEPING AND PAYROLL 
Hours Reporting and Time Sheets 
Some employees are paid wages based on hours worked. These hours are to be recorded on 
our timekeeping software. The Manager must approve all hours worked and hours paid but not 
worked (e.g., vacations, holidays, etc.). Vacation form must be filled out with management 
approval. Employees must accurately record all hours requested for pay. Employees are not to 
complete a time record for other employees. Falsification of time records is grounds for 
immediate termination. No employee can leave early without management approval. 
 
Payday is Friday after the pay period ends.  
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If you receive commission, your commission rate and service charges will be discussed and 
agreed to by you and Halo Med Spa upon hiring. All service providers are compensated on a 
performance-based system. 
 
 
 - Tip Reporting 
It is your responsibility to report your tips to the INTERNAL REVENUE SERVICE (IRS). The IRS 
expects you to follow procedures with regard to tip reporting. 
 
 
PAYROLL DEDUCTIONS 
All employees are subject to the following mandatory paycheck deductions: 
• Federal and State Income Taxes 
• Social Security (FICA) Taxes 
• Court ordered child support and spousal maintenance payments 
The Company requires all insurance benefit premiums be done by automatic payroll deduction. 
Other payroll deductions may be done with approval of the Manager and employee (e.g., 
payment advances, education, etc.). 
 
PAYROLL CORRECTIONS 
Any time a question arises regarding an employee's amount of pay, incorrect amounts, tax 
questions, etc., the employee should contact the Manager only after they fill out a payroll 
discrepancy form found in halo you. If an error occurred and was a fault of the company, a new 
check will be issued immediately. 
 
RETAIL QUOTA 
Your personal retail quota will be discussed with your manager. 
 
PRICE CHANGES 
There will not be any discounts, of any nature, unless it is a promotion organized by 
management. No employee has the authority to give away any service or change a price 
without approval from management. The company reserves the right to change prices on any 
services or products as it deems necessary. 
 
SECOND CHANCE SERVICE 
Services that must be redone for ANY reason, unless otherwise specified, will be handled on 
these terms:  

- If a client returns within one weeks and is unhappy with the service they received, they 
may see the original service provider or choose another service provider to have that 
service redone at no additional charge; 

- If the client returns to the same service provider, there will be no additional charge to the 
client. 
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- If the client returns, but choose to use another service provider, then the original ticket 
will be transferred to the new specialist. 

 
 
 
 
EMPLOYEE ACKNOWLEDGMENT 
I hereby acknowledge that I have received and read the Employee Handbook of Halo Med Spa. 
I also have been given a copy of the Handbook to use for future reference. In consideration of 
my employment, I agree to conform to the general work rules and specific regulations as 
communicated by the Company. 
 
It also is understood that the Handbook provides general information on current guidelines 
covering employment related policies and procedures. The Company may make changes to it at 
any time by adding to, deleting, revising, or totally revoking any information as it deems 
necessary, without notice. 
 
I recognize that this Handbook is not intended to create any express or implied contract rights 
between Halo Med Spa and the employee, nor does it represent an offer of employment. I 
understand the employment may be terminated by either the Company or myself at any time 
and for any reason with or without notice or cause. 
 
____________________________________________________ 
Employee Name (Please Print) 
 
____________________________________________________ 
Employee Signature 
 
_______________________________ 
Date Signed 
 
Please return this signed form to your Manager within (2) days of accepting a position with Halo 
Med Spa 
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