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G. Acknowledgement Receipt 
1. Please sign and return to HR 

 

1. Welcome Letter 

 

Dear Valued Team Member, 

 

Welcome! I am looking forward to a long and successful relationship. 

 

You have chosen a career in a salon, spa and school company with a culture that is exciting, fast-paced and 

unique.  The companies were first started in 1993 in Milwaukee’s Historic Third Ward.  Today, the company employs 

260 team members, accommodates 3,000 guests a week and makes an average of 21,000 reservations a month 

in 8 locations.   

 

Neroli Salon and Spa, formerly The Skin Institute & Day Spa first opened its doors in April of 1993.  In 4th quarter of 

2001 we decided to do the inevitable… change our name.  As we look to move forward, the name change 

helped us to effectively advertise and market ourselves as a Milwaukee’s premier salon and spa and the first day 

spa in town.   

 

Neroli is a flower essence extracted from the orange blossom.  It is a rare, unique aroma that is wound healing, 

great for all skin types, is antimicrobial, and blends well with citrus and florals including ylang ylang, rose and 

jasmine. 

 

The list of honors received by the company are many, some of the highlights are:  

 Best places to work by Milwaukee Magazine  

 Listed as one of America’s fastest growing salons four years running  

 Voted best Salon & Day Spa in Milwaukee by Sheperd Express 

 Voted OnMilwaukee.com Best Salon & Spa 

 Future 50 Award from the MMAC 

 Recipient of a Global Salon Award in Barcelona, Spain for Salon Leadership 

 Voted by Elle Magazine in August 2008 “Best Hair in America” 

 Top Milwaukee Workplaces by the Business Journal 

 North American Hairstyle Awards Salon MBA Award 

 Salon Today Top 200 Winner (acknowledged 12 years) 

 Biz Times Bravo! Entrepreneur Award 

 Women of Influence Milwaukee Business Journal  

 Best Spa for Bridal Party from Wisconsin Bride 

 Modern Salon Excellence in Education for the Institute of Beauty and Wellness 

 

 

The Institute of Beauty & Wellness is the only full service school in southeastern Wisconsin, offering cosmetology, 

nails, esthetics and massage therapy programs.  There are numerous unique points of difference that set the 

school apart from other schools in the industry; small class sizes, education fund, student assemblies, extremely 

skilled and talented educators and much more…I bring 20 years of business experience ranging from 

manufacturing, distribution, and retail.  Technically I am trained as a hair dresser, skin care therapist, nail designer 

and instructor.  I was technically trained as a hair designer in an Intercoiffure salon and I hold a Cidesco Diploma 

for esthetics.  The company belongs to International Spa Association, The Salon Association, American Massage 

Therapist Association, and Milwaukee Resource Association.  Neroli Salon & Spa is an Intercoiffure salon. 

 

We have written this systems handbook as our success formula. This formula promotes our unique image. It is your 

responsibility to know and work from this handbook when you have questions. To ensure consistency, we ask that 

you follow the systems and procedures that are outlined within it.    

 

You will always have full support.  I take responsibility to assist you to thrive in your career.  I will do everything I can 

to provide you with the education, systems and direction that will enhance your career and life. My door is always 

open for you. Thank you for your support and hard work in advance. I know that your experience here will be a 

positive and rewarding one.  Remember, together we make a difference in people’s lives and in our community.  

 

Laugh, learn and enjoy life, 

A. Employment 
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Susan L. Haise, CEO 

 

 
2. Mission Statements 

 

Neroli Salon & Spa Mission Statement:   “Renewing Spirits, Awakening Minds” 

 

 Institute of Beauty and Wellness Mission Statement: “Unleashing the power and potential of students.” 

 

Aveda Mission Statement: “Our mission at Aveda, is to care for the world we live in, from the products we make 

to the ways in which we give back to society.  At Aveda, we strive to set an example for environmental 

leadership and responsibility, not just in the world of beauty, but around the world.”  

– Horst M. Rechelbacher, Founder, Aveda 

 

Aveda Beliefs: 

 

o We believe in treating ourselves, each other, and the planet with care and respect. 

o We believe social responsibility is our responsibility. 

o We believe ecological and profit goals are mutually achievable. 

o We believe our authenticity and experience are our points of difference. 

o We believe in inspiring and educating people to integrate wellness and beauty in their lives. 

o We believe in the power of oneness: from our global image to a focused network. 

o We believe learning never ends. 

o We believe in encouraging innovation and empowered decision-making. 

o We believe our actions, products, and services should always embody excellence. 

o We believe personal and organizational balance is the key to sustainable success. 

o We believe true leadership is delivered with passion and by example. 

 

1. Locations/Phone Numbers 

 

Neroli Salon & Spa Downtown/3rd Ward  414.319.7550 

327 E St Paul Street, Milwaukee, WI 53202 

 

Neroli Salon & Spa Bayshore   414.319.7540 

5714 N Bayshore Drive, Glendale, WI 53217 

 

Neroli Salon Eastside   414.319.7530 

1919 E Kenilworth Place, Milwaukee, WI 53202 

 

Neroli Salon & Spa Brookfield   414.319.7562 

3885 N Brookfield Road, Brookfield, WI 53045 

 

Neroli Salon & Spa Mequon   414.319.7520 

10902 N Pt Washington Road, Mequon, WI 53092 

 

Neroli Salon & Brow Bar – Madison  414.319.7590  

353 East Campus Mall, Madison, WI, 53715 

 

Brookfield Aveda Experience Center   414.319.7500 

Brookfield Square Mall, 95 N Moorland Road, Brookfield, WI 53005 

 

The Institute of Beauty and Wellness   414.319.7570 

327 E St Paul Street, Milwaukee, WI 53202 

 

The Aveda Institute Madison   414.319.7599 

353 East Campus Mall, Floor 2, Madison, WI 53715 

 

Aveda Building Corporate & Guest Services  414.227.2888 

327 E St Paul, Floor 5, Milwaukee, WI 53202 
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2. Orientation 

All new team members will be scheduled to attend a 2 day Orientation program.  Orientation is designed to give all new 

team members an overview of the company’s mission and systems.  The training takes place at the Aveda Building with 

the support of Directors, General Managers, Human Resources, Team Leaders and Trainers.  The education consists of 

product knowledge, service overview, benefits, computer training and 5 star customer service education.  Technical 

team members are paid an hourly rate during orientation. Non-technical team members and Instructors are paid at 

their normal hourly wage or salary. 

 

3. At Will Employment 

Because you voluntarily enter into employment, you are free to resign "at will" at any time, with or without cause. Similarly, 

the company may terminate the relationship "at will" at any time, with or without notice or cause, as long as there is no 

violation of applicable federal or state law.   

  

4. Equal Employment Opportunity 

It is our policy to recruit and select workers on the basis of ability and performance, without consideration to race, color, 

creed, gender, family status, sexual orientation, age, handicap, national origin, military status or any other characteristic 

protected by law.  We pledge to maintain this policy and to take affirmative action to ensure that nondiscrimination 

prevails throughout every aspect of the employment relationship.  It is both the right and responsibility of any applicant or 

employee who believes an act of discrimination or harassment has occurred to report such an act according to Anti-

Harassment policies herein. 

 

5. Disability Accommodation 

The company complies fully with the Americans with Disabilities Act (ADA) and ensures equal opportunity in employment for 

qualified individuals with disabilities.  We will make reasonable accommodations for qualified individuals, where their 

disabilities affect the performance of their job functions, unless doing so would result in undue hardship.  If reasonable 

accommodation is needed, it is the employee's obligation to make timely request to the Human Resources Manager.  The 

company is not responsible to consider reasonable accommodation where the employee does not provide such 

notification.  All employment decisions are based on the merits of the situation in accordance with defined criteria, not the 

disability of the individual. 

  

6. Immigration Reform and Control Act of 1986  

In accordance with the above law, all employees hired after November 6, 1986 must provide specified, original documents 

establishing their identity and authorization to work in the United States.  The company will review and verify these 

documents within 3 business days of employment commencement.  The corresponding Form I-9 must be completed within 

the same time period. 

 

7. Confidentiality and Nondisclosure Agreement  

As you should already know, one of the most valuable assets of Neroli Salon & Spa, The Institute of Beauty & Wellness, 

and the Aveda Institute Madison is the information pertaining to the aspects of our business, clientele, services, creativity 

and technology which is not readily available to the general public or competitors.  This confidential information is vital 

to our continued success, and we have long emphasized the responsibility of all employees to protect this valuable 

asset.  You will be asked to sign an agreement protecting our intellectual property including client lists as a condition of 

hire.   

 

8. Conflict of Interest and Outside Employment 

We expect the loyalty and engagement of our team members in the company’s and team’s success as a whole.  

Accordingly, we do not permit employees to engage in outside employment or activities that create actual, potential or 

perceived conflict of interest.  Sharing company-related information with or working with current or potential 

competitors is considered a conflict of interest.  Having interest or ownership in a competitor is a conflict of interest.  

Close relationship with involved parties or having ownership in competitors, customers or vendors may be a conflict of 

interest and requires disclosure to management.  We recognize it may not always be possible to identify a potential 

competitor, and therefore we require reasonable judgment in these matters.  If you think you may have a conflict of 

interest situation, please advise Human Resources immediately.   

 

We advocate quality of life and support activities outside of work which provide you benefit through balance, goal 

attainment, healthy relationships and relaxation.  Please know, however, we expect you to avoid activities which 

jeopardize your ability to be wakeful, energetic and focused at work.  We expect our team members to use sound 

judgment in creating work-life balance.  We discourage outside employment which adversely impacts your work 
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performance at our company.  Ultimately, your work performance and results success will determine your eligibility for 

continued employment, new responsibility and advancement.   

 

 

9. Employment of Relatives & Employee Relationships 

For the purpose of discussion, relatives are considered those related by blood, marriage, adoption and/or significant 

personal friendship or romantic relationship.  In any company, the dynamics of relatives working together or in chain of 

command can bring positive, negative or neutral outcomes, and this needs consideration and safeguards.  The 

employment of qualified relatives of team members is permitted as such employment does not, in the opinion of 

management, create an actual or perceived conflict of interest.  You may be prevented from working on the same 

functional team with, at same location or under the supervision of a relative.  Romantic relationships between instructor and 

student likely create conflict of interest and/or potential non-compliance with anti-harassment abidance.  We strongly 

advise against romantic relationships between team members.   

 

The perception of others may create a situation of harassment, which we protect against with commitment.  If you are in a 

relationship affected by this policy, it is your responsibility to notify the Human Resources Manager of such potential conflict 

as reasonable care in lawful abidance and conflict avoidance.   

 

10. Anti-Harassment 

The company is committed to providing an environment which is free from any unlawful harassment or discriminatory 

activities toward any individual.  In keeping with that commitment, we do not tolerate workplace harassment. We consider 

sexual and unlawful harassment in all its forms to be a serious offense, actionable by termination. 

 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, indecent exposure and other verbal, 

visual or physical conduct of a sexual nature. No team member shall threaten or insinuate, either explicitly or implicitly, that 

another team member's or applicant's refusal to submit to sexual advances will adversely affect that person's employment, 

work status evaluation, wages, advancement, assigned duties, or any other condition of employment or career 

development.  Similarly, no team member shall promise, imply or grant any preferential treatment in connection with 

another team member or applicant engaging in sexual conduct.   

 

Unlawful harassment of any type can be physical and/or psychological in nature.  Harassment is any act, comment or 

display that demeans, belittles or causes personal humiliation, embarrassment, or any act of intimidation or threat.  It 

includes harassment related to any protected class including but not limited to race, national origin, color, religion, age, 

sex, sexual orientation, marital status, family status, military service, disability, medical condition to include pregnancy, 

conviction or any protected activity.  Harassment does not need to come from a supervisor and may involve parties who 

are not company employees.  Harassment can be considered “only a joke” by one or more parties and may be unlawful if 

only one party, including someone only in observance, perceives the act to constitute harassment. Harassment can be 

environmental, creating an uncomfortable work environment.  A combination of incidents may together constitute 

harassment even where one of those incidents by itself would not be harassing. 

 

Any team member who believes that he or she has been subjected to unlawful harassment is responsible to report the 

incident(s).  Additionally, any team member who believes that he or she has witnessed such must report the incident(s).  All 

incidents of unlawful harassment and/or inappropriate sexual conduct must be reported to the HR Manager or company 

President, regardless of perceived severity.  Any team member, who tolerates, conceals or fails to report an incident 

according to this policy is subject to discipline.  Anyone who reports unlawful harassment is free from reprisal.  Any team 

member who adversely affects a complainant team member or applicant because of such a complaint will be disciplined. 

  

The company will protect the confidentiality of both the complainant and respondent in these matters.  A complaint of 

unlawful harassment will bring about an investigation, where the Human Resources Manager will serve as the EEO Officer 

unless another individual is appointed. Should the EEO Officer confirm that unlawful harassment has occurred, discipline will 

occur, up to and including termination.  A copy of the Labor Standards Workplace Posters from the Wisconsin Department 

of Workforce Development can be found in each break room at all locations. 

 

Anti-Harassment and Discrimination Policy  

(For IBW/AIM students and employees) 

The Institute of Beauty and Wellness and Aveda Institute Madison is committed to providing a work and school 

environment free of unlawful harassment or discrimination. In furtherance of this commitment, all students and 

employees are required to take our mandatory Sexual Harassment and Prevention Training during students first month of 

school and at each staff New Hire orientations. School policy prohibits harassment or discrimination based on race, 

religion, creed, color, national origin, ancestry, sex (including pregnancy, childbirth or related medical conditions), 
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military or veteran status, physical or mental disability, medical condition, marital status, age, sexual orientation, gender, 

gender identity or expression, genetic information or any other basis protected by the federal, state or local law. 

Additionally, in accordance with Title IX of the Education Amendments of 1972, The Institute of Beauty and Wellness and 

Aveda Institute Madison prohibits discrimination based on sex, which includes sexual harassment and sexual violence, 

and The Institute of Beauty and Wellness and Aveda Institute Madison has jurisdiction over Title IX complaints.  

 

The Institute of Beauty and Wellness and Aveda Institute Madison’s anti-harassment policy applies to all persons involved 

in the operation of The Institute of Beauty and Wellness and Aveda Institute Madison, and prohibits unlawful harassment 

by any employee of The Institute of Beauty and Wellness and Aveda Institute Madison, as well as students, customers, 

vendors or anyone who does business with The Institute of Beauty and Wellness and Aveda Institute Madison. It further 

extends to prohibit unlawful harassment by or against students. Any employee, student or contract worker who violates 

this policy will be subject to disciplinary action.  To the extent a customer, vendor or other person with whom The Institute 

of Beauty and Wellness and Aveda Institute Madison does business engages in unlawful harassment or discrimination, 

The Institute of Beauty and Wellness and Aveda Institute Madison will take appropriate corrective action.  

 

As part of The Institute of Beauty and Wellness and Aveda Institute Madison’s commitment to providing a harassment-

free working and learning environment, this policy shall be disseminated to The Institute of Beauty and Wellness and 

Aveda Institute Madison community through publications, The Institute of Beauty and Wellness and Aveda Institute 

Madison website, new employee orientations, student handbooks, and other appropriate channels of communication.  

The Institute of Beauty and Wellness and Aveda Institute Madison provides training to key staff members to enable The 

Institute of Beauty and Wellness and Aveda Institute Madison to handle any allegations of sexual harassment or sexual 

violence promptly and effectively.  The Institute of Beauty and Wellness and Aveda Institute Madison will respond quickly 

to all reports, and will take appropriate action to prevent, to correct, and if necessary, to discipline behavior that 

violates this policy. 

Definitions 

Sexual Harassment is defined as unwelcome conduct of a sexual nature.  It includes unwelcome sexual advances, 

requests for sexual favors, and other verbal, nonverbal, or physical conduct of a sexual nature.  Sexual harassment is 

conduct that explicitly or implicitly affects a person’s employment or education or interferes with a person’s work or 

educational performance or creates an environment such that a reasonable person would find the conduct 

intimidating, hostile or offensive.   

Sexual Violence is defined as physical sexual acts engaged in without the consent of the other person or when the other 

person is unable to consent to the activity.  Sexual violence includes sexual assault, rape, battery, and sexual coercion; 

domestic violence; dating violence; and stalking. 

Dating Violence. Violence committed by a person who is or has been in a social relationship of a romantic or intimate 

nature with the victim. 

(i) The existence of such a relationship shall be determined based on the reporting party's statement and with 

consideration of the length of the relationship, the type of relationship, and the frequency of interaction between the 

persons involved in the relationship. 

(ii) For the purposes of this definition— 

(A) Dating violence includes, but is not limited to, sexual or physical abuse or the threat of such abuse. 

(B) Dating violence does not include acts covered under the definition of domestic violence. 

(iii) For the purposes of complying with the requirements of this section and §668.41, any incident meeting this 

definition is considered a crime for the purposes of Clery Act reporting. 

[Insert state law definition of “dating violence”, if any] 

Domestic violence. (i) A felony or misdemeanor crime of violence committed— 

(A) By a current or former spouse or intimate partner of the victim; 

(B) By a person with whom the victim shares a child in common; 

(C) By a person who is cohabitating with, or has cohabitated with, the victim as a spouse or intimate partner; 

(D) By a person similarly situated to a spouse of the victim under the domestic or family violence laws of the 

jurisdiction in which the crime of violence occurred, or 

(E) By any other person against an adult or youth victim who is protected from that person's acts under the 

domestic or family violence laws of the jurisdiction in which the crime of violence occurred. 

[Insert State Law Definition of “domestic violence”, if any]  

Stalking. (i) Engaging in a course of conduct directed at a specific person that would cause a reasonable person to— 

(A) Fear for the person's safety or the safety of others; or 

(B) Suffer substantial emotional distress. 

(ii) For the purposes of this definition— 
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(A) Course of conduct means two or more acts, including, but not limited to, acts in which the stalker directly, 

indirectly, or through third parties, by any action, method, device, or means, follows, monitors, observes, surveils, 

threatens, or communicates to or about a person, or interferes with a person's property. 

(B) Reasonable person means a reasonable person under similar circumstances and with similar identities to the 

victim. 

(C) Substantial emotional distress means significant mental suffering or anguish that may, but does not necessarily, 

require medical or other professional treatment or counseling. 

Wisconsin State Law 940.32 definition of Stalking. 

(1) In this section: 

(a) "Course of conduct" means a series of 2 or more acts carried out over time, however short or long, that show a 

continuity of purpose, including any of the following: 

1. Maintaining a visual or physical proximity to the victim. 

2. Approaching or confronting the victim. 

3. Appearing at the victim's workplace or contacting the victim's employer or coworkers. 

4. Appearing at the victim's home or contacting the victim's neighbors. 

5. Entering property owned, leased, or occupied by the victim. 

6. Contacting the victim by telephone or causing the victim's telephone or any other person's telephone to ring 

repeatedly or continuously, regardless of whether a conversation ensues. 

6m. Photographing, videotaping, audiotaping, or, through any other electronic means, monitoring or recording the 

activities of the victim. This subdivision applies regardless of where the act occurs. 

7. Sending material by any means to the victim or, for the purpose of obtaining information about, disseminating 

information about, or communicating with the victim, to a member of the victim's family or household or an employer, 

coworker, or friend of the victim. 

8. Placing an object on or delivering an object to property owned, leased, or occupied by the victim. 

9. Delivering an object to a member of the victim's family or household or an employer, coworker, or friend of the victim 

or placing an object on, or delivering an object to, property owned, leased, or occupied by such a person with the 

intent that the object be delivered to the victim. 

10. Causing a person to engage in any of the acts described in subds. 1. to 9.  

(https://docs.legis.wisconsin.gov/statutes/statutes/940/II/32) 

Sexual Assault occurs when a physical sexual activity is engaged in without the consent of the other person or when the 

other person is unable to consent to the activity.  The activity or conduct may include physical force, violence, threat, or 

intimidation, ignoring the objections of the other person, causing the other person’s intoxication or incapacitation 

through the use of drugs or alcohol, and taking advantage of the other person’s incapacitation (including voluntary 

intoxication). Sexual assault includes rape, fondling, incest, or statutory rape  

Consent is informed, voluntary and revocable.  Consent is an affirmative, unambiguous, and conscious decision by 

each participant to engage in mutually agreed-upon sexual activity.  It must be given without coercion, force, threats 

or intimidation.  Consent must be ongoing throughout a sexual encounter and can be revoked at any time.  Once 

consent it withdrawn, the sexual activity must stop immediately. 

Wisconsin State Law definition of “Consent” in relation to sexual crimes 

"Consent", as used in this section, means words or overt actions by a person who is competent to give informed consent 

indicating a freely given agreement to have sexual intercourse or sexual contact. Consent is not an issue in alleged 

violations of sub. (2) (c), (cm), (d), (g), (h), and (i). The following persons are presumed incapable of consent but the 

presumption may be rebutted by competent evidence, subject to the provisions of s. 972.11 (2): 

(b) A person suffering from a mental illness or defect which impairs capacity to appraise personal conduct. 

940.225(4)(c) (c) A person who is unconscious or for any other reason is physically unable to communicate unwillingness 

to an act.  

(https://docs.legis.wisconsin.gov/statutes/statutes/940/II/225) 

 

Prohibited Conduct 

This policy strictly prohibits sexual or other unlawful harassment or discrimination as well as sexual violence, as defined 

above.  Sexual or other unlawful harassment or discrimination includes any verbal, physical or visual conduct based on 

sex, race, age, national origin, disability or any other legally protected basis if: 

i. submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s education 

or employment; 

ii. submission to or rejection of such conduct by an individual is used as a basis for decisions concerning that 

individual’s education or employment; or 

iii. it creates a hostile or offensive work environment, which means the alleged conduct is sufficiently serious to 

limit or deny a student’s or ability to participate or benefit from the student’s education program. 
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Unlawful harassment or discrimination may include racial epithets, slurs and derogatory remarks, stereotypes, jokes, 

posters or cartoons based on race, national origin, age, disability, marital status or other legally protected categories. 

 

Sexual harassment is conduct based on sex, whether directed towards a person of the opposite or same sex, and may 

include explicit sexual propositions, sexual innuendo, suggestive comments, sexually oriented “kidding” or “teasing”, 

practical jokes, jokes about or displays of obscene printed or visual material, questions about sexual fantasies, 

preferences or history, and physical contact such as patting, pinching, or intentionally brushing against another person’s 

body. Gender-based harassment, including acts of verbal, nonverbal or physical aggression, intimidation, or hostility 

based on sex or sex-stereotyping are strictly prohibited, even if those acts do not involve conduct of a sexual nature. 

 

Complaint/Grievance Procedure 

If you believe that you have experienced or witnessed harassment or sexual violence, notify your instructor, supervisor, 

Human Resources, or the Title IX Coordinator as soon as possible after the incident. Do not allow an inappropriate 

situation to continue by not reporting it, regardless of who is creating the situation. No employee, contract worker, 

student, vendor or other person who does business with The Institute of Beauty and Wellness and Aveda Institute 

Madison is exempt from the prohibitions in this policy.  Supervisors will refer all harassment complaints to the Title IX 

Coordinator for student-related complaints and to the Human Resources Department if the complaint involves an 

employee. In order to facilitate the investigation, your complaint should include details of the incident or incidents, 

names of the individuals involved and names of any witnesses. 

 

All complaints involving a student will be referred to the campus’s Title IX Coordinator. The Title IX Coordinator is listed 

below and has the responsibility of overseeing all Title IX complaints and identifying and addressing any patterns or 

systemic problems that arise during the review of such complaints.   

 

Title IX Coordinator for The Institute of Beauty and Wellness and Aveda Institute Madison: 

 

Kari Kennedy, Director 

The Institute of Beauty and Wellness and Aveda Institute Madison 

Office Location: 402, 4th Floor 

Phone: 414.319.7572 

Email: kari@ibw.edu 

 

The Institute of Beauty and Wellness and Aveda Institute Madison ensures that its employee(s) designated to serve as Title 

IX Coordinator(s) have adequate training on what constitutes sexual harassment, including sexual violence, and that 

they understand how The Institute of Beauty and Wellness and Aveda Institute Madison’s grievance procedures operate. 

 Because complaints can also be filed with an employee’s supervisor or Human Resources, these employees also 

receive training on The Institute of Beauty and Wellness and Aveda Institute Madison’s grievance procedures and any 

other procedures used for investigating reports of sexual harassment. 

 

Investigation of Complaints 

 

In response to all complaints, The Institute of Beauty and Wellness and Aveda Institute Madison promises prompt and 

equitable resolution through a reliable and impartial investigation of complaints, including the opportunity for both 

parties to present witnesses or other evidence.  The time necessary to conduct an investigation will vary based on 

complexity but will generally be completed within sixty (60) days of receipt of the complaint.  The Institute of Beauty and 

Wellness and Aveda Institute Madison shall maintain confidentiality for all parties to the extent possible, but absolute 

confidentiality cannot be guaranteed. In cases where a student does not give consent for an investigation, The Institute 

of Beauty and Wellness and Aveda Institute Madison will weigh the student’s request for confidentiality against the 

impact on School safety to determine whether an investigation must proceed. Complainants should be aware that in a 

formal investigation due process generally requires that the identity of the charging party and the substance of the 

complaint be revealed to the person charged with the alleged harassment. 

The preponderance of the evidence standard will apply to investigations, meaning The Institute of Beauty and Wellness 

and Aveda Institute Madison will evaluate whether it is more likely than not that the alleged conduct occurred.  Both 

parties will receive written notice of the outcome of the complaint. 

 

During the investigation, The Institute of Beauty and Wellness and Aveda Institute Madison will provide interim measures, 

as necessary, to protect the safety and wellbeing of students and/or employees involved.   

 

If The Institute of Beauty and Wellness and Aveda Institute Madison determine that unlawful harassment or sexual 

violence has occurred, immediate appropriate corrective action will be taken in accordance with the circumstances 

involved, and The Institute of Beauty and Wellness and Aveda Institute Madison will take steps to prevent the recurrence 

mailto:kari@ibw.edu
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of any harassment or discrimination. Any employee determined by The Institute of Beauty and Wellness and Aveda 

Institute Madison to be responsible for unlawful harassment or discrimination will be subject to appropriate disciplinary 

action, up to and including termination.  Remedies for student-related claims may include, but are not limited to, an 

order to stay away, suspension or expulsion. 

 

To initiate a criminal investigation, reports of sexual violence should be made to “911” or local law enforcement.  The 

criminal process is separate from The Institute of Beauty and Wellness and Aveda Institute Madison’s disciplinary process. 

 To the extent that an employee or contract worker is not satisfied with the College’s handling of a harassment or 

discrimination complaint, he or she may also contact the appropriate state or federal enforcement agency for legal 

relief.   

 

Retaliation Prohibited 

 

The Institute of Beauty and Wellness and Aveda Institute Madison will not retaliate against you for filing a complaint, and 

will not tolerate retaliation by students or employees. If you believe you have been retaliated against, you should 

promptly notify your supervisor, Human Resources or the Title IX Coordinator. 

 

Reporting Requirements 

Victims of sexual misconduct should be aware that School administrators must issue timely warnings for incidents 

reported to them that pose a substantial threat of bodily harm or danger to other members of the campus community.  

The Institute of Beauty and Wellness and Aveda Institute Madison will make every effort to ensure that a victim’s name 

and other identifying information is not disclosed, while still providing enough information for community members to 

make safety decisions in light of the danger.  The Institute of Beauty and Wellness and Aveda Institute Madison reserves 

the right to notify parents/guardians of dependent students regarding any health or safety risk, or a change in student 

status. 

Additional Information 

Employees should contact Human Resources for more information or any questions related to this policy.  Students may 

contact the Title IX Coordinator with any questions related to this policy.  In addition, the U.S. Department of Education 

Office for Civil Rights (“OCR”) investigates complaints of unlawful harassment of students in educational programs or 

activities.  This agency may serve as a neutral fact finder and will attempt to facilitate the voluntary resolution of disputes 

with the parties.  For more information, visit the OCR website at: http://www.hhs.gov/ocr/. 

11. Theft 

Any team member who believes that he or she has been a subject of theft is responsible to report the incident(s) 

immediately to the Director of Operations.  Additionally, any team member who believes that he or she has witnessed such 

must report the incident(s).   

 

12. Exempt vs. Nonexempt 

As determined by the Fair Labor Standards Act (FLSA), these classifications are applied to determine exemption from 

overtime pay.  Among other specific guidelines… judgment, management responsibility and professional training will most 

likely create an exemption.  Because exempt employees are accountable to results, responsibilities and project deadlines 

often requiring commitment of time and energy beyond office hours, we may offer flex time where workload or work hours 

substantially exceed standard expectations during a specified time period.  We expect hourly workers to understand this 

dynamic.  

 

13. Employee Referrals 

We hope our employees know our company needs, culture and standards better than anyone else.  We recognize that 

employee referral reinforces our brand as an employer of choice.  We encourage our team members to refer qualified 

candidates to open positions.  Should you know of a candidate whom you believe would be an asset to our organization, 

please direct him/her to apply via standard channels of application with specific notation that you are the referring party. 

Of course, all hiring decisions will be based upon merit and job qualifications.  If someone you refer is hired by the 

company, the referring team member will receive a $100 bonus after their referral has been employed by the company for 

90 days.  Please understand that due to privacy laws and interviewing confidentiality, we are unable to discuss with you 

the results of their interview. 

 

14. Technical Team Member/Instructor Licensure 

Technical team members and Instructors are responsible for obtaining their state professional license within six months of 

hire. They must have a temporary license upon hire.  The state statute indicates that you must comply with this guideline. 

 If I do not have your license within the six month timeline, you will not be allowed to work or perform professional 

services at Neroli Salon & Spa.  Failure to obtain or renew your license as required by the state of Wisconsin could result 
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in termination.   Failure to renew your license by the specified date will result in your books being closed, a leave of 

absence and a loss of benefits. 

 

 

 

 

 

1. Results are Key 

We recognize that as a business, other businesses evaluate us by our results.  Effort and intention are important toolsets… the 

means to the ends.  Accordingly, it is essential that each team member understands the importance of and accountability 

to results, regardless of intention.  Our culture, policies and performance management tools prioritize results first and 

foremost.  That being said, we expect employees to do their very best at all times.  We expect honesty, integrity and 

company loyalty, and we expect team members to report problems immediately to ensure problems become 

opportunities for improvement rather than deal breakers and business loss. The following policies provide framework and 

structure to this philosophy.  

  

2. Luxury Language 

 Guest Services/Millennium  Team Development  

Incorrect Correct 

Booking Reservation 

Call center Guest services 

Check the books Check availability 

Base price House price 

  

  

 

  

  

 Professional Terms 

Incorrect Correct 

Massage bed Massage table 

Mani/pedi Manicure & pedicure 

Hair stylist Hair designer 

Nail technician Nail designer 

Masseuse Massage therapist 

Aesthetician Esthetician 

Scissors Shears 

Yoga teacher Yoga instructor 

Ayurveda practitioner Ayurveda therapist 

TL Team Leader 

AA Aveda Advisor 

GM General Manager 

HR  Human Resources 

Updo Formal finish 

Add ons Enhancements 

 

 

 

 

 

 

 

 

Incorrect Correct 

Employee Team 

Career event Group interview 

Boss Leader 

Policy Systems 

Technical team Service provider 

Write up Coaching 

B. Culture, Property, &  
Performance Management 
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3. Always/Never/Non Negotiables 

 

 

Always 

o 3 Hellos/3 Goodbyes 

o Personal accountability 

o “What I can do is…” 

o “Let me find out…” 

o Escort 

o Let’s find the system in our handbook 

o Whatever Whenever 

o I’m sensitive to…but our culture believes 

o Share compliments 

o FORD (Family, Occupation, Recreation, Dreams) 

o “This is our company culture” 

o Ask Questions 

o Make Ourselves Available 

o Coach on the Spot 

o “Tell me about…” 

o “Help me understand why…” 

o “How do you think this affects the team/guest?” 

 

 Never 

o Chew Gum 

o Blame Others 

o “I can’t” 

o “I don’t know” 

o Point 

o “Don’t know who to go to” 

o “It’s not my job” 

o Deny a guest 

o “We do it this way” 

o Overshare 

o “Isn’t that what my amenity charge is for?” 

o Gossip 

o “I am not getting paid for that” 

o Poor language 

o Say “no” 

o Use the word “Policy” 

o Use the word “Employee” 

 

 Non-Negotiables 

o Professional Attire 

o Luxury Language 

o Guest Always come first 

o Aveda Rituals (1 per guest) 

o Concierge 

o Whatever/Whenever 

o New Guest Purescription Pad & Passport Card 

o Inventory 

o Nightly Refill 

o State Law/Licensure 

o Safety & Sanitation 

o Morning Huddles 

 

4. Employee Relations, Grievances & Suggestions 

It is our philosophy to recognize the individual rights of all team members.  We expect team members to treat each other 

with courtesy, dignity and respect, regardless of reporting relationship.  We believe that we can accomplish this by 

maintaining an atmosphere of mutual trust in which you and your supervisor may discuss shared problems and arrive at 

satisfactory solutions.  Problems can be viewed as opportunities for improvement to the same extent suggestions are 

encouraged for company betterment.  We look for team contributions of a positive and productive nature.   
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If you have concerns or suggestions, you are strongly encouraged to voice these topics openly and directly to your 

supervisor.  We encourage you to do so as soon as possible, granting courtesy and respect to time and place for discussion. 

Team members are expected to understand they have very little knowledge of the pressures, deadlines, priorities and 

workload of supervisors and coworkers.  Accordingly, where possible and practical, please request a meeting in advance. 

Should your supervisor be unable to successfully respond to or resolve a concern, you also may request a meeting with the 

Human Resources Manager.  We always prefer that you discuss problems rather than permit frustration or confusion to 

adversely affect your work attitude or productivity.   

 

Our experience has shown that when team members deal openly, fairly and directly with each other and supervisors in a 

professional and courteous manner, successful results can be attained, communication can be clear, and attitudes can be 

positive. 

 

5. Work Delegations & Responsibilities 

Each team member is responsible to complete each work project by assigned due date.  Workload can be unpredictable. 

 Should you find yourself in a position unable to comply with a task deadline, it is your responsibility to provide your supervisor 

as much notice as possible of the incomplete tasks.  We will always consider effort, prioritization, resources available and 

quantity of work in evaluating your performance with regard to these issues. 

With an average of 150 new guests a week in each store there are plenty of opportunities for you to retain guests.  When 

you are not servicing a guest or teaching, the company requires all team members contribute to the overall operations 

of the organization by assisting in downtime projects.  Examples follow… 

o Sensory Experiences (i.e., hand treatments to clients waiting for a service) 

o Finishing touches, hand treatments, polish changes, foot treatments, stress relieving treatments, hot 

aromatic towels, sensory journey 

o Practice a service you are not comfortable with  

o Clean, organize, sanitize, laundry, fold towels, wash tubs, clean steam room, etc. 

o Straighten retail shelves, restock makeup department, clean cosmetic brushes, organize shelving in 

salon, and clean hair out of perm rods 

o Assisting other team members 

o Refill professional products: cutting wax strips, making compresses, refilling 2 oz. massage bottles for 

customized treatments, checking locker rooms, refilling product, stress-relieving treatments for their 

clients 

o Assist management with projects 

o Advancing your education by listening to educational tapes, reading current trade magazines or 

watching educational videos 

o Updating curriculum, lecture notes, handouts from education 

o Prepare for next meeting or educational program 

o Support overall operations of the company 

o Clean hydroculator 

o Research local businesses to understand the area and meet to hand out business cards 

o Write thank you cards to guests 

o Work on vision boards/inspiration 

 

Regarding your overall position, should you find yourself interested in a changed work area or new responsibility, please 

express such interest at time of performance review.  Our company promotes from within wherever possible and chooses 

to find the best fit for incumbent employees consistent with workload demands.  Between reviews, should you become 

aware of a specific job opening in a changed area which interests you, please advise your supervisor or the Human 

Resources Manager. Insubordination is characterized as the willful disrespect to chain of command, refusal to perform work 

as assigned or creation of environment that undermines the respect for company hierarchy.  We take this very seriously and 

apply discipline up to immediate termination where it occurs.   

 

Technical team members are responsible for providing all services listed in the menu for their particular domain. We will 

provide you with the training needed to perform the service.  If you are 85% productive and 95% requested, you can 

request to not perform a particular service.  

 

 

 

 

6. Performance Appraisal & Team Member Files 

Performance is the basis for all company advancement.  As a team member, you accept the responsibility to perform 

with the highest level of standards and commitment. Reviews are conducted annually in February and March of each 

year.  All reviews will consist, at a minimum, of the following information: 
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o Areas of strength 

o Areas of improvement  

o Education needs are discussed and documented 

o Days tardy or absent  

o Compensation overview 

o Benchmarks and productivity 

o Goals progress and establishment of new goals 

o 360 degree feedback 

o Attendance 

 

It is company commitment to communicate performance standards and team member performance against those 

standards openly and honestly with the team member at all times.  We believe in “no surprises” performance 

management.  Corrective actions, where they occur, are intended to grant improvement opportunity. Performance 

metrics will be documented and shared on a “need to know” basis with company management responsible to review 

and make decisions based upon employee performance.  To that same extent, all information maintained in an 

employee’s official “file” shall also be shared with the employee. Maintained in the file is the information already shared 

with you to include all time off requests, sick days, benefits, schedule adjustments, price increases, guest concerns, 

corrective actions, disclosed feedback and education participation. Team members will be copied on emails regarding 

these various situations.  They will then be printed and kept in their files.  All relevant items will be reviewed at their annual 

review.  It is our goal to ensure that the team member is aware of what is being documented in their file and that we 

maintain open communication. 

 

The following are guidelines for service providers to earn a price increase. Other factors such as the economic climate, 

date of last price increase will also be taken into consideration.  Additionally, a reduction of hour will not be considered 

within 6 months of a price increase. 

 

 Nail & Massage 60% Productivity / 60% Retention 

Esthetics & Hair 65% Productivity / 75% Retention 

  

 

During employment, if it is deemed necessary by leadership to do a technical assessment for a technical team member 

due to feedback we have received about performance, this assessment will not be paid out.  In order to maintain 

quality control, you may be secret shopped throughout the year.   

 

You will be responsible to set monthly, weekly and daily sales goals. Sales goals will be tracked and evaluated at your 

next review with your manager.  Company standard is 15-40% retail to service. 

Esthetics – 40%   Massage – 15% 

Nails – 20%   Hair – 30% 

 

Retention is the most important factor related to service goals.  The following outlines what percentage of guest’s 

request your services based on your performance.  Your individual retention rate will be acknowledged at your review.  

Listed below are the company standards: 

 

Year 1…………25% - 35%.  40% of customers return when 0 products are purchased 

Year 2…………35% - 45%   70% of customers return when 1 product is purchased 

Year 3…………45% - 55%   80% of customers return when 2 products are purchased 

Year 4…………55% - 75%   78% of clients purchase 1 product within 72 hrs of service 

Year 5…………75% - 100%   80% of color clients purchase new make up that day 

 

Technical team members are responsible for checking their goals in Millennium.  

o After clicking on the Millennium icon on the desktop, a login screen appears.    

 Login ID is the first letter of first name and first four letters of last name.   

 Password is the last four digits of Social Security Number. 

o On the main page of Millennium, Team Members should click on Real-Time Monitoring Station Tab,         

which looks like a computer screen.   

o On the Real-Time Monitoring Station Screen, Team Members should click on Goals Tab, which is the 2nd 

Tab   from the right.  Please be patient, it may take a minute to load.   

o Select Employee Drop Down Menu.  Scroll down until you find your name.  Please be patient, it may 

take a   minute to load.   

o Check retail average ticket, retail goal, retail actual, and retention.    
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7. Business Etiquette & Courtesy 

In the service industry, it is essential to market ourselves to each other and to the public in the best possible manner of 

presentation. Furthermore, it is our goal to create an efficient and pleasant workplace for every team member. 

Please conduct yourself with professionalism and courtesy at all times.  Respect for the workload, priorities and 

concentration of others is mandatory.  Please understand you have little if any knowledge of pressures, deadlines, priorities 

and workload of supervisors and coworkers.  Please document your questions and issues for others should they not be 

urgent in nature.  To consolidate your questions into less individual communication points is often the best time/energy 

management technique for all involved. Use good judgment by scheduling meeting appointments, leaving direct voice 

mail messages, e-mailing and leaving written correspondence wherever deadlines permit.  It is expected that it may be 

necessary to interrupt at times for urgent matters, so please be courteous and patient wherever possible. Time 

management for all involved is essential.  Consult your supervisor for training regarding these good sense procedures.  

Diplomacy and tact are always appropriate.  

  

8. Confidentiality & Intellectual Property (IP) 

Intellectual property (IP) is the cornerstone of any business, and it is every team member’s responsibility to respect such 

property and understand boundaries of disclosure. This is true in any organization.   

 

Our Confidentiality and Nondisclosure Agreement provides expectations as to the company property you agree to 

respect and keep confidential as a condition of hire.  Should your employment cease, your obligations under this 

agreement shall continue.  We expect you to further abide by the Trade Secrets Act, and we expect you to know these 

legal considerations in protecting the company’s IP including clientele.  Your confidentiality and respect of our clients’ 

privacy are essential.  Should you receive questions in the course of your work that you believe are of confidential or IP 

nature, please direct the questions or the questioner, if appropriate, to the Human Resources Manager.  Please direct 

any questions from the media to the Human Resources Manager.  Related responsibilities are addressed in our social 

media and electronics communications policies as well.  

 

Please be aware that any use of equipment, including but not limited to company phones, is subject to monitoring, and 

all data gained is considered company IP.  While the intention of monitoring utilization is to make decisions ongoing 

regarding technology structure and operations planning, any information gained during that process can be acted 

upon by management in accordance with company policy.  Do not expect privacy when using company equipment, 

when on company premises or during the course of work duties or company sponsored events.  

 

Employees are prohibited to take pictures of company premises, activities or any informational property without advance 

approval of management. Due to confidentiality issues on or around desk areas and computers, no team members are 

allowed in office or cubicle areas before or after shifts as well as during downtime.  

 

9. Personal Property & Privacy 

It is every team member’s responsibility to respect the privacy of not only the company but also supervisors, other team 

members, customers, vendors and associates.  It is also your responsibility to respect each other’s personal property.  Access 

to the personal property of others requires their permission.  To use another’s name or likeness without permission is not 

lawful. To disclose medical information regarding others is not lawful and a direct breach of HIPAA (Health Insurance 

Portability and Accountability Act) privacy laws. It is your responsibility to ensure you channel your medical information and 

any other personal information as directed by company policy. Please do not expect you have any private areas of 

storage unless you receive such information in writing from management.   Please read social media policies as well.     

 

10. Landlines, Cellular Phones & Other Equipment  

Personal use of any equipment, personal or company, is considered time away from work to be confined to break times. 

Personal use of office computers or company phones is strictly prohibited absent advance approval of management for 

emergency purposes only. Personal use of any other company equipment requires the advance approval of 

management. Such usage without specific permission is prohibited and subject to disciplinary actions up to and including 

termination. Records of phone calls involving company telephones, land line or cellular, are company property.  Please 

don’t expect privacy when you are on premises or using company communication equipment.  Personal cell phones on 

site must have ringers silenced before entering the salon and spa.  Cell phones are strictly prohibited for use in treatment 

rooms.  There is a telephone for personal use available in the break room.  No personal long distance calls are allowed from 

this phone.  Please limit your time on this phone, keeping it available for others, and be considerate, not disruptive, to those 

around you.  

 

Team member issued e-mail or voice mail accounts are responsible to check for messages each work day. Individuals to 

whom phones/PDAs have been provided are responsible for their security and maintenance and must promptly report any 

damage, theft or vandalism to management.   
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Absent urgent situations or special permission from management, only company owned e-mail addresses and telephone 

numbers may be given out to company clients, partners or for any approved business use. Company contacts are 

protected as company informational/intellectual property, and directing them to communicate with you outside of normal 

business operations may produce a conflict of interest and may be unlawful.   

 

Personal equipment may be used for telecommuting, virtual office tasks and work-related Internet research.  All electronic 

documents are subject to company intellectual property rules.  Any company information downloaded to personal 

electronics devices will remain company property and must not be downloaded, transferred, disclosed or stored by you 

electronically absent permission of management.  Company equipment, systems, login information and company property 

to include intellectual property of any type is only accessible with specific permission and training.  Team members are 

responsible for the company property issued to them.   

 

Use of Internet, Software, E-mail and Social Media are also subject to related policies included in this handbook or set forth 

by company management, including but not limited to IP policies.   

 

11. Electronic Communications and IT 

We depend upon our electronic communications & IT capabilities, and we need to protect our systems.  User accounts are 

to be accessed only by the team member to whom the account is assigned.  Each account is protected by a unique 

password that you should not share with anyone other than the network administrator or your supervisor.  Login information 

can only be changed with supervisor permission, and both your supervisor and the network administrator must have access 

to your current login information at all times.  Should you need access to resources beyond those granted, please request 

additional access from your supervisor.   

 

All computer equipment, software, Internet usage, e-mail capabilities and e-mails involving company issued 

addresses/equipment are company property.  This includes all files received, sent and/or stored by company computer 

systems or company e-mail accounts.  Personal usage of the computers or Internet accounts is prohibited.  Personal use 

consists of, among others, checking personal email, game playing and accessing any sites or application not directly 

related to the company task to be performed.  The company retains ownership of and expects professionalism with each 

and every e-mail or other electronic communication sent on its behalf, during working hours or using company equipment, 

systems or email addresses.      

 

It is our intention to carefully protect our equipment from viruses/malware and our e-mail accounts/website from unwanted 

e-mails, cumbersome mailing lists and SPAM.  Therefore, we need as a company to behave particularly careful with regard 

to Internet usage and distribution of e-mail addresses. Only authorized systems administrators are allowed to alter 

equipment in any way. Unless specifically authorized by management, we do not permit software or hardware 

modifications including but not limited to installation, copy, un-installation, configuration or download of software, graphics 

or media. Unauthorized screensavers and wallpaper are not permitted.  We do not permit Instant Messaging or Peer-to-Peer 

Transfer such as Napster, Kazaa, Gnutella, Morpheus, etc.  Absent advance permission from management, team members 

are prohibited from downloading, sharing, or viewing/listening to streaming video/audio, or viewing DVD movies.  These 

applications are likely to threaten or system with malware or strain system memory and speed required for productivity.  It is 

the responsibility of the team member to properly log off and shut down his or her computer at the end of each workday.

  

We will make every attempt to protect value, and we will carefully monitor and trace activity to ensure no damage to our 

network or our website domain.  Accordingly, please do not expect privacy when using company equipment, systems or 

domain addresses.  The company reserves the right to inspect, at its discretion, any company-owned computer or home 

computer (upon reasonable prior notice) which contains company-owned software.  Please do not expect privacy with 

company-owned equipment, systems and software. In addition, to minimize virus potential, each team member is 

responsible to secure supervisor or network administrator authorization prior to opening any attached, downloaded or 

forwarded file from an unrecognized or unapproved sender.  Approved senders are known company vendors, clients, 

team members, current and prospective business associates.  If you are uncertain regarding the sender, it is your 

responsibility to ask your immediate supervisor. 

 

Sound judgment needs to be exercised when distributing or publishing company e-mail addresses.  E-mail is intended to 

streamline and add convenience; however, the burdensome receipt of too many e-mails derails this benefit.  The company 

has specific policies in place for distributing and publishing contact information, and every team member is responsible to 

respect and abide by these policies.  These policies are designed as an essential component to operations planning along 

with business development strategies.   

 

It is strictly prohibited to create and/or distribute any materials that can be perceived as harassing, insulting, 

pornographic, libelous, inflammatory or intimidating.  Violation of any copyright, licensing or other intellectual property 

laws is strictly prohibited.  Obviously, any unlawful use of these or any company resources is strictly prohibited, 

actionable by discipline up to revocation of computing privileges, reimbursement for misappropriation of resources, 
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immediate termination, referral to law enforcement authorities and/or recovery of damages.   

 

    

12. Social Media 

Social media includes any Internet communication between parties, especially using an application which grants 

publication and broadcast privileges visible to others.  Social media typically allows for privacy controls which should be 

learned and used; however, it is essential to understand that where the Internet is concerned, privacy cannot be 100% 

safeguarded.  Ownership rights to information uploaded must also be investigated and respected. Social media users are 

responsible for consequences to and/or damages resulting from their own inappropriate use. 

 

Popular examples of social media applications include LinkedIn, Facebook, Instagram, Twitter, YouTube, and any other 

blogging/comment-posting applications. Our organization uses social media for business development, website traffic, 

search engine optimization and public relations in many forms.  Social media offers substantial benefit when used properly 

and creates substantial risk when not used properly.  Therefore, we’ve created very important policies which we carefully 

enforce.   

 

Certain sites are prohibited to access using company equipment.  Certain company information is prohibited from Internet 

publication.  Advance permission is required for publication of company information or social media use of company 

equipment.  As technology is constantly moving with forward momentum and change, we monitor and adapt ongoing.  

Permission to access specific sites from company equipment is required in advance from your supervisor.   

 

We recognize that employees express their personal viewpoints via the Internet, including but not limited to personal 

websites, web logs (blogs), social media accounts (such as Facebook, Instagram, Twitter, etc.), smartphones and any 

comments posted to websites maintained by others.  First and foremost, please recognize that when you post any 

information on the Internet, you cannot control who sees it and you may very well become republished or offer ownership 

of your remarks to the site at which you publish.  With today’s and tomorrow’s Internet, your remarks can quickly spread and 

be linked to your personal profile and potentially to our company as well.   

 

Please use sound judgment accordingly to represent the company favorably.  Receive advance approval to reveal your 

connection or contact list as this is considered company intellectual property and trade secret protected by law. Job 

descriptions and company policy will determine the appropriateness and allocation, if any, of company time and 

equipment for business use of social media.  Any use of social media outside of written authorization is considered time 

away from work subject to policies of personal Internet use.   

 

Most certainly company or company client intellectual property of any type may not be disclosed or published without 

advance authorization.  To safeguard our systems, company email addresses also cannot be published without advance 

authorization.  

 

While we hope you do not become disgruntled with our company, vendors, clients, management, working conditions or 

coworkers, past or present, we know from time to time people do need to “vent” frustration.  The Internet is potentially the 

least safe place for you to do this.  All other company policies apply, including but not limited to electronics, 

communications, intellectual property, copyrights, confidentiality, privacy, harassment, employee relations, customer 

service, insubordination and public relations.  The Internet widely increases and expedites the exposure of your comments.  

Of course, employees can be disciplined for commentary, content or images that are proprietary, defamatory, 

pornographic, harassing, libelous, violate others’ privacy or that can create a hostile work environment. Any negative or 

otherwise inappropriate comments can be disastrous.   

 

Should you post a comment which attaches you to the company but does not otherwise violate company policy, we 

expect you to take personal ownership of your viewpoint with declaration that your viewpoint does not necessarily 

represent the views of the company, while taking every caution to not link yourself to or mention our company in specific.  

The only exception to this is company authorization to represent and publish the company viewpoint.  We reserve right to 

approve any such postings in advance.  

 

Please keep in mind that your comments can be read by potential or existing company clients, media representatives, 

associates, employees, applicants, competitors, financial stakeholders and other influences upon our organization.  

Discipline may involve immediate termination according to severity and willfulness in the opinion of company 

management.  With constant technological advances, we expect you to use sound judgment.  

 

As a condition of original employment, you cannot disclose company intellectual property or attach negative remarks to 

the company during or post-employment.  If one customer fails to buy one service as a result of your remarks, you may be 

held responsible.  The company may need to contact law enforcement or pursue damage recovery via legal action in 

protection of the company and/or law abidance responsibilities.  
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13. Dress Code & Image 

As a team member of Neroli Salon & Spa, The Institute of Beauty and Wellness and the Aveda Institute Madison, it is your 

responsibility to maintain an image that promotes beauty, fashion and wellness. Your personal grooming needs should 

be attended to as part of your morning ritual. Please arrive to work well groomed and ready to start your day. Team 

members should project an image that is fashionable and current in their own hair, makeup, and clothing.  Remember 

we are in a public service industry and should represent our brand in a positive way. Following are some general 

guidelines and suggestions, which will aid in promoting this appearance: 

o   All black dress code, including shoes (no gray colors) 

o   No colored accessories or colored jewelry (gold and silver jewelry are allowed; pearls are allowed) 

o   Follow seasonal fashion trends in hairstyle and makeup.  

o For females, it is recommended that you wear Aveda makeup, tastefully & stylishly, lipstick should be 

worn in all guest areas 

o No chipped fingernail polish and neatly manicured nails 

o Aveda Pure-Fumes and aromas only (for males & females) 

o A cleanly shaven face or a properly trimmed beard is preferred 

o No exposed body jewelry 

o Tattoos and body art must be tasteful or covered 

o No half-shirts, exposed stomachs, or clothing with logos 

o No jeans, sweatpants or pants that do not have a professional image 

o No sweatshirts or hoodies 

o No flip-flop sandals 

o No chewing gum 

o Spa team with long hair longer than shoulders should have it neatly pulled back away from their face 

o In accordance with the state law for safely, team members are required to wear shoes at all times.   

o Team member attire should not disrupt the work environment 

o The clothing worn by team members should be appropriate for the work day 

o The clothing should be pressed, neat, clean, un-torn and fit properly 

o Name tags must be worn at all times when in the salon 

o Leggings should be non-athletic in nature (no mesh, reflective or other striping, ipod pockets, etc.) 

o When leggings are worn, the top worn should be long enough to cover entire buttocks 

o Boots should be “indoor” – no snow boots or athletic/outdoor activity boots 

Administrative Office Dress Code: 

o Business casual, follow all black dress code 

 

The dress code will be enforced for all team members within the salon, school, and in the retail store. When you put an 

effort into your appearance, it shows. When you look good, you feel good. 

 

Summer Dress Code:  Professional looking shorts can be worn but must be no shorter than 3” above the knee.  White can be 

worn on the top or bottom; black would be the alternating color, between Memorial Day and Labor Day.  White top and 

white bottom should not be worn together. 

 

 

14. Maintaining Your Area, General Housekeeping & Recycling 

Neatness is a sign of quality, efficiency and professionalism.  It is extra important toward the success of a salon and spa 

environment.  You are expected to keep your work area and materials organized, clean and in good order at all times. Any 

spillage must be immediately cleaned up. Report anything that needs professional cleaning, repair or replacement to your 

supervisor.  Several personal effects will be allowed in individual workspaces as long as they are not distracting or 

unprofessional.  A personal workspace refers to an office or cubicle (this does not refer to a hair station or treatment room).  

Shared or guest areas, however, should be free of personal belongings. Broken equipment due to carelessness or abuse by 

a team member could result in a financial payment. 

 

Good housekeeping should be maintained at all times.  Team members are responsible for the cleanliness for their own 

work areas, as well as, team common areas they use.  Long term storage of perishable food items is not permitted. 

Refrigerators will be cleaned out at the end of each week.  Please clean up after yourself and leave the area the same or 

better than originally found.  Please do not bring excessive personal items into the work place.   

 

We encourage recycling to benefit the environment.  Please dispose of garbage and recyclables into the proper bins.  It is 

the responsibility of all team members to encourage each other and students to continue with the recycling process. 

 

15. Period End Cleaning 

Period End cleaning and organization is done monthly in every location providing an additional layer of organization, 
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sanitation and cycle counting.  This occurs the Sunday before the end of the period.  Monthly each location completes 

a thorough period end evaluation to ensure all locations are functioning at maximum capacity and efficiency.  A 

period end check off list will be used. 

 

New Team Members must sign up for two period end cleaning dates in the first year of employment and one period end 

cleaning date every year there after.   Team members are paid hourly for period end cleaning. 

  

16. Vehicle Use in Business 

The following rules must be obeyed whenever driving a vehicle in the course of work duties.   

o Drive in safe manner and in compliance with all traffic laws.   

o Any vehicular accident must be immediately reported to the appropriate supervisor.   

o Maintain a current valid driver license.   

o Refrain from cell phone/PDA talking while driving unless “hands free” technology is in use.  Refrain from 

texting, SMS, emailing or any other distracting activity while driving.  

o Park only in designated, courteous and lawful areas appropriate for your use. 

 

17. Parking 

Follow parking policies at company or client premises and business-related visits. Parking at company sites is restricted to 

your work hours without special permission.  The company will not assume responsibility for vehicle damage, theft and/or 

team member violation of parking regulations.  

 

Bayshore, Mequon and Brookfield Square team members have access to free parking in the mall parking lots.  

 

Brookfield requests that all team members park in the back parking lot just outside of the salon.   You may enter the 

location through the back door of the salon.  Parking in the front of the location is reserved for guests. 

 

18. Security & Building Keys 

Team members may be issued office and/or building keys (in key or keycard form).  Should you be issued a key, it is your 

responsibility to refrain from loaning this key to anyone, including other team members, without the knowledge of Human 

Resources. It is strictly prohibited to copy keys without permission of your supervisor. Should an emergency occur that 

requires you to break this policy, it is your responsibility to quickly notify your supervisor that the key has left your possession. 

Once issued a key, it is the team member’s responsibility to carry the key each and every workday. Should you misplace 

your key, it is critical that you immediately notify your supervisor upon this discovery.  If a key is lost, the team member will be 

charged a $10 replacement fee for the key.  If the locks need to be changed due to a lost key, the team member will be 

responsible for the cost of changing the locks.   

 

We are not responsible for lost or stolen items however there are measures that we can all take to ensure the security of 

the building and ourselves: 

o Never leave the back loading dock door opened or unlocked 

o Do not exit from the back door 

o Be aware of guests who are acting suspiciously (notify a team leader or manager) 

o Lock the front door at the end of the evening 

o Leave the building in a group, rather than alone 

o Lock office doors when you are not in your office 

o A photo id badge is required to be worn while working at the 327 E St Paul Street location 

o Minimize the amount of personal items brought to work 

 

Should you feel that you or our property is threatened or unsafe due to suspicious activity, get yourself to safety first.  If 

the situation needs emergency attention, dial 911. For less urgent situations warranting law enforcement assistance, e.g. 

a suspicious character in the spa or school, suspicious client theft, or if a client/student needs to be escorted out of the 

building, we encourage you to report the situation immediately with the law enforcement authorities governing your 

location. The phone number for the Milwaukee Police Department is 414-933-4444.  This is not intended for emergency 

phone calls for life threatening situations.  If you are working at the front desk and feel unsure about a situation, call a 

managers direct line and say, “Is the Blue Malva in yet?”   

 

In the event of a robbery, remain calm and cooperate. Never refuse to give any money to a robber, or attempt to 

disarm them. Lock the doors immediately after the robber leaves the premises to ensure that they will not re-enter the 

building. Stealing is a crime and the company will prosecute people to the full extent of the law. We reserve the right to 

check the contents of any bag entering or leaving the building.   

 

If a situation occurs, call the police and immediately notify the Director of Operations, the President and the Director of 

IBW.  When a breech of security happens, it is important to heighten the awareness of the team working.  Wait for the 
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police before searching the building.   

  

Immediately upon separation from employment, it is essential to return your key(s) before leaving the premises on the last 

official work day, or sooner if requested. Individuals do not have building access after employment separation. They are 

treated as workplace visitors.   

  

19. Cause for Discipline 

We encourage and expect a reliable and trustworthy work staff.  Each team member must adhere to written and verbal 

direction.  Any team member who fails to follow direction will have the matter brought to his or her attention in an interview 

with a supervisor, with the hope that the situation can be remedied.  This interview will be considered a verbal warning.  If 

the pattern continues after this interview, the team member will be granted written warning before dismissal.  While all 

disciplinary steps are deployed with intention to provide corrective action, the company reserves the right to skip any step 

in the process according to the severity/consequence of action, willfulness and attitude of the employee.  The following are 

some examples of unacceptable behavior, which shall invoke discipline up to and including dismissal.   

o Engaging in negative/unprofessional behavior. 

o Gossiping or any breach of privacy related to guests, team members or leadership. 

o Posting negative information about the company, guests, team, or leadership on social 

networking/social media sites. 

o Discussing the salon, spa or school in a negative manner to guests, student or team members. 

o Avoiding the performance of sensory experiences 

o Unsanitary or poor housekeeping habits. 

o More than three unexcused absences within one year and/or more than three tardiness within one 

year; willful no shows for work appointments. 

o Leaving work without permission or notifying management. 

o Abusive or profane language.  

o Poor quality of work/feedback from Quality of Assurance or Client Concern forms. 

o Substandard productivity, client retention or work attitude. 

o Failure to comply with any company policy including dress code. 

o Turning down or switching appointments, altering or falsifying appointments. 

o Excessive requests for work shift modifications.  

o Performing in-home salon or spa service on guests. 

o Missing more than two mandatory team meetings in one calendar year; failure to show up and commit 

to model times. 

o Failure to get approval for services during normal scheduled work hours. 

o Saving or recording guest names, addresses or phone numbers.  

o Neglecting to pay product charge for services scheduled during non-working hours. 

o Failure to hold current valid license to practice massage, esthetics, nails, cosmetology, or to instruct, as 

necessary to role description.  All new technical team members must have a temporary license upon 

hire and their permanent state license within 6 months of hire.  Failure to have or renew your license will 

result in books being closed and may lead to termination.  

o Willful neglect to relationship and conflict policies.  

o Misrepresentation of your role with the company, falsifying resume, etc. 

o Failure to clock in and out properly in Millennium to track your hours for payroll. 

Certain behaviors are so willful and extreme in nature that they will require immediate termination without warning.  These 

are identified in Cause for Dismissal which follows. 

 

The company does no not retaliate against you for filing a complaint, and will not tolerate retaliation by team members. 

If you believe you have been retaliated against, you should promptly notify your supervisor or Human Resources. 

 

20. Cause for Dismissal 

The company has established rules of conduct so that team members understand what is expected of them and are 

aware of the penalties that will result if they fail to comply with those rules of conduct. 

  

Certain types of behavior are of such an extreme, severe and outrageous nature that the team member will be notified by 

the company that his/her employment has been immediately terminated or immediately disqualified from work or 

company premises as permitted by law.  Examples of such conduct would be: 

o Dishonesty --  including but not limited to theft, fraudulent statements concerning medical records, 

falsification in application, hours worked, mileage or expenses to be reimbursed, or willful falsification of 

any other documents pertaining to the company or its clients. Intentionally “forgetting” to check-out a 

guest. Taking home supplies or product without payment or prior authorization. 

o Alcohol -- possession of or being under the influence of alcohol. Alcohol use before or during shift is 

prohibited.    
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o Drugs -- being under the influence of or in possession of illegal drugs, or the illegal use of dangerous drugs. 

o Possession of explosives, firearms and/or other weapons on company premises, while conducting business 

or on the property of clients. 

o Vandalism. 

o Deliberate restriction of production. 

o Gross mistreatment of guests or team members 

o Insubordination.  Willful neglect to chain of command. 

o Gross negligence or horseplay resulting or likely resulting in major personal injury or property damage. 

o Willful safety rule infractions. 

o Willful sexual and/or other unlawful harassment. 

o Unlawful acts on company time, in presence of company associates or involving company resources.  

o Not charging for services performed or performing unauthorized services. 

o Company defamation 

 

Where conduct by the team member is of such a nature that discharge is not warranted on the first offense, we will issue 

warning before dismissal of the team member. Any infraction of written or verbal policies, procedures or respect for 

performance standards will be considered grounds for discipline. 

  

The above referenced rules are guidelines only.  We reserve the right to respond to each situation on an individual basis 

and to consider such facts as the severity of the surrounding circumstances, the team member's past record, the team 

member's attitude relative to the incident, and any mitigating factors. 

 

21. Safety and Sanitation  

The following rules are universally applied, certainly expected and the violation of these may result in someone's severe 

injury or death.  Because of the extreme nature of these, immediate discipline for violating these will likely include 

termination, unless prohibited by law.  These rules apply in the workplace, while conducting business and/or while on 

company premises. 

o Fighting or threatening violence.   

o Being under the influence of or in possession of illegal drugs. 

o Being under the influence of substances, including alcohol, to the unlawful limit, while in the                   

workplace, operating a motor vehicle in the course of business travel, conducting business or on          

company premises.    

o Possession of dangerous materials such as explosives or firearms in the workplace. 

o Negligence or improper conduct leading to damage or injury. 

o Operating heavy machinery without training and advance approval. 

o Failure to wear proper safety equipment, including gloves and safety goggles, where directed.  

o The Wisconsin State Board requires that goggles be provided and must be worn when using any            

harmful liquids. 

o Threats of violence of any nature.  We take these statements very seriously and will contact the             

proper authorities. 

 

These following activities are also required of all team members and will certainly incur discipline and warning for any policy 

violation.  Depending upon the severity of the activity, repetition of the violation may result in termination. 

o Do not attempt to clean any surfaces that have been contaminated with blood. Notify the manager on 

staff and they will thoroughly clean and disinfect all exposed areas, consistent with federal and state 

occupational safety and health guidelines.   

o In the event of toxic chemical ingestion or an accident, immediately notify the manger on staff. The 

company maintains material safety data sheets that provide appropriate treatment procedures that 

must be followed. 

o Report equipment that needs repair or is a potential safety hazard. 

o Follow safety rules and laws while driving in the course of business.  Only “hands free” cellular phone use 

with attention properly on the road is permissible.  

o Don't overload or tamper with electrical outlets. 

o Empty lint traps. 

o Report to your supervisor immediately if you or a coworker becomes ill or injured. 

o Don't lift heavy objects or move heavy furniture outside of your job description without approval of your 

supervisor.  When approved, always use proper lifting and carrying techniques. 

o Keep file and desk drawers closed. 

o Sit firmly and squarely in chairs that roll or tilt and always apply proper ergonomic rules. 

o Report any unsafe conditions to your supervisor. 

o No horseplay or practical jokes. 

o Keep aisles/hallways free of obstructions. 
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o Refrain from smoking indoors and in unauthorized areas. 

o Promptly clean up spills and throw away trash. 

o Walk, don’t run.  Climb or ascend stairs one step at a time.  

o Turn off or unplug space heaters when not attended. 

o Use any flammable items, including but not limited to cleaning fluids, with extreme caution.  

 

22. Emergencies: Medical, Fire, Tornado & Other 

In case of medical emergency, notify a manager or team leader immediately.  Ensure safety first, and then follow Illness 

& Accident reporting procedures once the emergency is under control. Call 911 is case of a medical emergency such 

as: 

o Serious fall 

o Fainting  

o Apparent heart attack 

o Unconsciousness 

o Chemical product (spills in the eyes or swallowing) 

 

If chemical reaction occurs, the MSDS fact sheets are found in the back room, this provides a full ingredient listing of all 

Aveda products.   

 

There are 2 First Aid kits located at the Institute of Beauty & Wellness.  Both kits are kept in the dispense room. There is one 

First Aid kit at all Neroli locations located in the break room, under the sink. If a team member is unsure how to treat a 

condition, please see administration for proper care. If any supplies need to be replenished, please alert the General 

Manager immediately. 

 

It is company policy to ensure safety equipment, including fire extinguishers or sprinkler systems, are available in good 

working order.  It is every team member’s responsibility to follow safety rules and use safety equipment including emergency 

protocol.  Such rules and equipment will of course be made available.  Please be certain you know where the nearest fire 

extinguisher and other safety equipment are located. 

  

In case of an emergency, such as a fire, tornado, or earthquake, your first priority should be safety.  In the event of an 

emergency causing serious illness and requiring immediate medical professional assistance, immediately dial 9-1-1 to alert 

police and rescue workers of the situation. 

 

In a case of fire, please notify a manager or team leader immediately. If you hear a fire alarm or in case of an 

emergency that requires evacuation, please proceed quickly and calmly to the emergency exits.  Remember that every 

second may count. Don’t return to the workplace to retrieve personal belongings or work-related items.  

o Evacuate the building immediately; instructing all guests to evacuate the building 

o Assist the clients who may need help 

o Request assistance for any disabled guests 

o Walk out of the building and across the street 

o Reenter the building only when clearance has been given by the fire department or administration 

 

Whenever there is danger of tornado touchdowns, the tornado warning sirens for the City will sound.  Based on weather-

service information, the administration will make a decision on when to evacuate the team, clients and students to the 

lower level of the building. 

  

 

23. Reporting Illness & Accidents 

A federal law (OSHA) requires that records are maintained for all illnesses and accidents that occur during the workday.  All 

medical emergencies and accidents need to be promptly reported to Human Resources utilizing our Accident Form and 

keeping the situation as confidential as possible.  Privacy, including personal and medical privacy, is essential. This includes 

both team members and guests.  All accidents, regardless of necessity for medical care, must be documented.  A witness 

signature along with a leader’s signature is required.   

  

State laws regarding workers' compensation also make it mandatory that you promptly and accurately report any illness or 

injury on the job.  If you hurt yourself or become ill, contact your supervisor immediately for assistance.  

  

If you fail to properly and timely report your illness or injury, you may jeopardize your right to certain workers' compensation 

payments and benefits in the future.  First aid items are available for you.  Please become familiar with the location of these 

items and advise us if you exhaust the supply of any first aid item, so that we may promptly replace and ensure proper 

inventory on hand at all times.  
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24. Contagious Disease Policy 

We seek to maintain a healthy workplace by appropriately protecting the health and well-being of all team members 

and guests. We are also committed to compliance with all applicable federal and state laws. 

Team members are required to report any exposure to a contagious disease that might pose a direct threat to health or 

safety in the workplace. An employee who fails to do so is subject to discipline, up to and including discharge. 

An employee concerned about being infected with a contagious disease while in the workplace should convey this 

concern to Human Resources. A team member who refuses to work with or perform services for a person known or 

suspected to have a contagious disease that does not present a current direct threat in the workplace is subject to 

discipline, up to and including discharge. 

We will comply with all applicable statutes and regulations that protect the privacy of persons who have a 

communicable disease. Every effort will be made to ensure procedurally sufficient safeguards to maintain the personal 

confidence about persons who have communicable diseases. 

We will not discriminate against any team member based on the individual having a communicable disease. Team 

members shall not be denied access to the workplace solely on the grounds that they have a communicable disease. 

We reserve the right to exclude a person with a communicable disease from the workplace facilities, programs and 

functions if the organization finds that, based on a medical determination, such restriction is necessary for the welfare of 

the person who has the communicable disease and/or the welfare of others within the workplace. We may remove or 

reassign an infected or contagious employee if a secondary infection would pose a higher than usual risk to the team 

member, co-workers, or guests. 

We may require the team member to take a medical leave of absence, to undergo a fitness-for-duty examination, to 

provide a fitness-for-duty certificate from a physician, or to state the risk of exposure in the workplace with regard to his 

or her contagious illness. 

General Managers will instruct team members about any special precautions necessary in individual work areas. 

 

25. Smoking 

For the safety, health and comfort of team members and guests, smoking is not permitted indoors.  Smoking is only allowed 

outdoors on scheduled work breaks of 15 minutes or more.  Please wash your hands, use mouthwash and spray an aroma 

on yourself prior to any contact with clients or students.  Use smoking receptacles outdoors in designated areas during 

break time. It is further a violation of company policy to smoke or use tobacco in unauthorized areas on any premises in the 

course of work duties, especially where prohibited by law.   

 

26. Information Solicitation & Distribution 

There is to be no solicitation during work time. No team member may engage in solicitation, or willingly accept 

solicitation on behalf of any club, society, religious organization, political party labor union or similar association, for any 

purpose what so ever during actual work time of the solicitor or the employee.  To preserve breaks for the wellness, rest 

and relaxation intended, breaks and lunch times are included in “work time.” 

 

Team Members may not distribute literature in work areas at any time. This includes all areas of the premises, including 

the retail store, salon or spa, classrooms, practical rooms, or offices. The Operations Director must approve all brochures, 

newsletters or advertisements dropped off at the front desk by other organizations. 

 

 

 

 

1. Separation of Employment 

Resignation is a voluntary act initiated by the employee to terminate employment.  The company requests 30 days 

advance notice for key team member resignation and a minimum two full working weeks' written resignation notice from 

all other employees.  Holiday, unpaid leave or PTO are not considered workdays for the purpose of serving notice.  

Written notice to Human Resources, rather than an immediate in-person interview, is the preferred method of 

resignation.  We prefer written notice to verbal, as this written method allows both parties to receive the benefit of 

preparation prior to discussion. Failure to provide such notice or substandard performance/attitude during the notice 

period will adversely impact work record and, of course, any future re-employment potential with the company.  

  

If an instructor is requesting to leave employment at IBW and is in the process of teaching a program, it is highly advised 

that they complete teaching the duration of the program, when applicable. 

  

C. Employment Separation  
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Prior to a team member's departure, an exit interview may be scheduled to discuss the reasons for and the entire 

employment experience, including the positive aspects. 

  

Regardless of reason for separation, the last paycheck will be held for the return of card/keys and company property, 

including handbook and systems binders.  Failure to return property will result in fee deducted from final paycheck.  Any 

health premiums immediately due will also be deducted from final paycheck. Remember your obligations under your 

signed Confidentiality and Non-Disclosure Agreement, including future confidentiality and trade secret protection. In 

respect of the Trade Secrets Act and company policies, team members are strictly prohibited from advising clients of 

their pending departure.  Team members beginning employment in competition to Neroli or IBW are strictly prohibited 

from handing out new business cards, contacting clients with advice of the transition or soliciting business away from our 

company in any way.  Company management reserves the right to advise clients of any team member departures.  

 

2. Resignation of Employment 

All team members are “at will” employees and reserve the right to resign from their positions at any time.  We encourage 

openness and honesty about your desire to leave the company. Please provide a written resignation letter to the 

Human Resources Department. We appreciate everyone’s hard work throughout the duration of their employment with 

either Neroli or IBW however, if you wish to resign from your position, a 30 day notice is appreciated.  

 

You may not take any guest information with you. It remains the property of the company. All Systems Handbook and 

Policy Manual binders must be turned in or a $100 fee will be applied to your last paycheck.  The non-compete 

agreement signed upon initial hire will be enforced throughout the following year. Any education that has been paid in 

the previous 12 months will be deducted via payroll.   If you resign from the company, we trust you will continue to act in 

a professional manner in the salon and spa at all times and will not discuss your departure with the team or guests and 

will not solicit guest’s personal information. 

 

Upon your resignation, we ask that you please inform us of where you will be working,  

 

If you are leaving either company to go to a competitor, handing out your new business cards, taking client records or 

soliciting clients is prohibited and will result in immediate dismissal. 

 

If an instructor is requesting to leave employment at IBW and is in the process of teaching a program, it is highly advised 

that they complete teaching the duration of the program, when applicable. 

 

After you have resigned from employment, it is the responsibility of management to notify clients that you have left.  

 

In the event that you move, please provide us with your new address prior to year-end for tax purposes. This will ensure 

that you receive your W-2 form in January. 

 

Unused PTO will be forfeited upon resignation or separation of employment.  The company does not pay out for unused 

paid time off.  The days must be used in order to receive compensation. 

 

3. Termination of Employment 

Maintaining the standards of performance, conduct and attendance are expected of all team members. If you have 

difficulty with your workload at any time, we are ready and willing to help you.  If, after coaching, your work falls short of 

the company standards, termination of employment may be the only choice.  

 

The company reserves the right to “terminate at will” if the company feels it would be for the betterment of the 

organization.  In any event, this action is not taken lightly. We will make every effort to assist you, with the exception of 

willful misconduct on your part. 

 

Regulations for the acceptable conduct of employees are necessary for the orderly operation of the company and for 

the benefit and protection of the rights and safety of all team. 

 

Unused PTO will be forfeited upon resignation or separation of employment.  The company does not pay out for unused 

paid time off.  The days must be used in order to receive compensation. 

 

4. Custody & Return of Property 

The removal of company equipment, technology, products or records from company premises without specific 

authorization is strictly prohibited.  Employees are responsible for all company property, materials, equipment or written 

information issued to them or in their possession or control.  Team members are required to return all property immediately 

upon separation of employment or at any request of company management.  Immediately upon separation from 

employment, it is essential to return your card/key(s) before leaving the premises on the last official work day, or sooner if 
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requested. 

 

 

 

 

1. Payroll Distribution  

Payroll is confidential and should never be discussed with other team members.  Payday is biweekly, every other Friday.  It is 

every team member’s responsibility to submit to payroll the necessary documentation timely and accurately in order to 

qualify for timely and accurate payroll processing.  Direct Deposit is required and provided at company cost.  To have your 

paycheck deposited directly into your checking and/or savings account(s), please obtain a direct deposit form from the HR 

Manager.  Although Direct Deposit services have proven extremely reliable, the company cannot assume responsibility for 

communications between banking institutions which may affect these deposits. 

 

As part of our Earth Month Efforts, the company provides online paystubs through Intuit View My Paycheck. 

o Quick and easy 24 hour access to your paystubs and history 

o You can print your own payroll stubs for home loans, car loans, etc. 

o Your W2 is distributed online where you can view and print at anytime 

o You will create a confidential username and password 

o Each payroll, you can log into your account to see your check 

 

We are going to go to Electronic W2s for 2016.  Our team members will be able to access and print their W2s from the 

Intuit View My Paycheck website just as they would get their paycheck details.  We will auto-enroll our team members in 

the electronic program and they will have to opt out (prior to December) to have a paper copy mailed.   

 

2. Timekeeping Policies 

By law we are required to maintain an accurate record of your time on the job.  Team members must clock in and out for 

each shift, unpaid break and when leaving company premises.  The Millennium on-line system will be used for payroll 

recordkeeping and each team member will receive a username and password not to be shared.  It is the employee’s 

responsibility to clock in and out each workday and to submit payroll information before end of day each Saturday 

immediately preceding payday.  Failure to accurately and appropriately submit your hours worked in a timely manner may 

result in a pay delay.  No special checks will be issued to correct an error arising from underpayment due to a team 

member's failure to accurately report hours. Hourly employees are responsible to keep work hours to only those scheduled.  

Any additional hours or overtime or must be approved in advance.  Any Holiday, PTO, training time or paid events outside of 

regular work hours must be coded and documented according to the policy for that program 

  

Please understand that failure to clock out for unpaid breaks is considered falsification of payroll.  Clocking in or out for 

another team member is also considered falsification of payroll, subject to termination.  Should you fail to clock in or out 

properly, please notify your GM/Team Leader immediately who will need to verify your hours with Human Resources.  Other 

than reporting time corrections, please direct payroll questions to Human Resources.   

 

3. Service Provider Payroll – Commission 

When a service provider starts in training, they are paid an hourly rate.  They also receive any retail commission and 

during this training/model time.  Once you are on service commission, you do not go back to an hourly rate.  Our 

finance department will transition your income to commission once your service commission has exceeded your hourly 

rate for two payroll periods. 

 

4. Absenteeism, Tardiness & Notification Procedure 

As an employee you are requested to maintain an appropriate attendance record and notify the company in advance of 

any absence.   

  

To request advance time off under PTO, FMLA or USERRA, please read related policies. Arrangements for absence must be 

made as far in advance as possible.  If conflicts arise due to overlapping PTO requests, decisions will be made on a first-

come, first-served basis except where client needs are affected.  Client workload and the safeguard of business outcomes 

will be paramount to any decisions granting PTO. Following 90 days continuous employment, 3 unpaid personal/sick days 

are permitted per year absent legally protected leave with proper eligibility, notice and certification. 

 

Should an emergency arise or unanticipated illness prevents you from coming to work without advance planning, you are 

expected to advise us before the scheduled start of your workday. All team members call in to the Director of Operations 

414.235.0070.  Team members are NOT allowed to send a text or email message to let us know you are ill; you must speak 

directly with someone to ensure the notification is received timely and properly communicated.  

 

Not waiving company’s practice to discipline for excessive absenteeism and within legal entitlements, the company may 

D. Payroll & Work Schedule 
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request a technical team member exceeding allowable days off to choose a make-up day which best accommodates 

the guests affected.  If the make up day is a Friday or Saturday, we ask that the entire shift is worked.  Unless you provide 

notification of need for more than one day off, we expect you to return the following workday. Proper notification is 

required for each and every workday’s absence. If you have missed a day due to personal reasons and know that you are 

likely to incur further absence, you may request Paid Time Off (PTO) for future days where allowable by PTO policy. Such PTO 

must be approved in advance according to PTO rules.    

  

You are expected to be prompt for the start of each shift.  Late arrivals, extended break times or early departures without 

advance permission and proper notification are considered “incidents” subject to discipline.  Failure to timely and properly 

notify the company of an absence is considered a "No Call/No Show."  Two (2) consecutive workdays of no call/no show 

will be, of course, considered voluntary resignation. Individual circumstances which are the result of personal emergencies 

may be excused at the option of the company.  Should you be unable to personally contact us, we expect you to use 

reasonable means to have another individual contact us on your behalf, and we would, of course, expect to hear from you 

personally as soon as practicable along with substantiated reason for your inability to personally follow notification 

procedure.  

 

Any illness that requires 2 or more days off in a row requires a doctor’s excuse. Documentation of reason for any absence 

may be requested.  Military, Family/Medical or any other leaves require written notice in advance of the leave, as well as, 

written confirmation of the required leave from a presiding authority according to law and/or company policy.  Falsification 

of such documentation will result in termination. Should the company question a doctor's note and legitimacy of 

medical/illness-related absence, the company reserves the right to seek clarification or gain second opinion via 

consultation with the company’s own approved physician.  USERRA and FMLA laws are posted. Guidelines for any such 

leave are available from Human Resources.   Where a holiday is present, team members must attend their work shifts or 

receive advance PTO for the workdays both immediately before and after the holiday in order to receive holiday pay. 

  

Our policy is to evaluate the attendance according to the necessity of absence or tardiness and the adherence to our 

notification and advance planning policies.  Lack of transportation is not a sufficient excuse.  Team members are required 

to make all efforts to get to work either by taxi, public transportation or ride share.  If a guest needs to be canceled due to a 

technical team member or student’s illness, be prepared with as many options that are available.  Technical team 

members may need to make up time missed in order to accommodate guest rescheduling.  Excessive absence or tardiness 

will invoke chain of discipline, as will failure to abide by notification procedure.  Attendance, reliability and adherence to 

notification are most certainly considered in the overall performance evaluation. Please also see guidelines in the Paid Time 

Off (PTO) section of this handbook, as well as, Cause for Discipline and Personal/Sick Days.  

 

5. Inclement Weather & Emergency Closings 

Employees are expected to be at work unless a decision to close business operations for that day has been made.  The 

general “rule of thumb” is that if UWM closes due to severe weather, so does IBW.  Watch WISN12 or WTMJ4 (in Milwaukee) 

and WKOW27 or WMTV15 (in Madison) for school closings.  Neroli Salon & Spa will only close for EXTREME weather 

conditions.  If our clients are able to make it in for their service, we make every attempt to provide them with their service(s). 

 Should Neroli Salon & Spa close, we will contact you.  Please do not call us to inquire if we are open, as the front desk and 

telephones are likely to be overwhelmed and company leaders simply cannot be expected to receive such an influx of 

calls without jeopardizing business outcomes. We are concerned about the safety of our team and guests.  Please keep 

your cell phones nearby so we can easily communicate with you. The Director of Operations will keep the team updated 

by sending a mass email to the team.  The communication will occur between the hours of 5am and 9pm.  We encourage 

team members to allow plenty of time for safe slow driving during hazardous conditions. 

  

Company leadership is extremely sensitive and acutely aware of the weather conditions at all times.  Please understand it is 

not an easy decision to make.  Decisions regarding closures will be a last minute decision due to the unforeseen nature of 

the weather.  If you are unable to make it to work due to weather and need to call in sick, please call The Director of 

Operations.   

  

6. Personal Contact Information Changes 

It is your responsibility to promptly and privately notify Human Resources of any changes in your personal information.  Your 

name, home and mailing addresses, telephone numbers, emergency contact and other such information as initially 

requested should be accurate and current at all times.  It is also your responsibility to review paychecks for correct name, 

address, withholding and if listed, social security number. Report any errors immediately to Human Resources. 

 

7. Payroll Deductions 

Each pay period your deductions will be listed with your check.  OASDI, Medicare and income tax deductions are required 

by law.  These deductions depend upon your earnings and the number of your dependents and are based on information 

furnished by you.  A W-4 team member's Withholding Allowance Certificate will be required from each employee at time of 

hire or to create any change in withholding status or allowances.  Any court ordered garnishments or child/family support 
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deductions will be effected within legal compliance along with related administrative fees at amounts specified and 

allowable by such court order.  Please contact Human Resources with inquiries or changes. 

  

Several benefits are deducted for you pre-tax at company cost of processing.  It is each employee’s responsibility to 

ensure these deductions are taken timely and accurately as agreed at time of benefit enrollment or notification of 

amount changes. Audits are done periodically with payroll to ensure the accuracy of deductions including but not 

limited to parking and insurance deductions.  Willfully failing to report a discovered error is grounds for discipline based 

upon perceived severity.  If an error is discovered and the company finds you owe monies toward deductions not 

taken, we will need to collect that money owed by way of future payrolls.  Please be sure to review your payroll to 

ensure that proper deductions are taking place. 

 

8. Work Schedule  

You have opted to join the service industry, and a critical element of service is to be reliably available with convenience to 

our clientele.  We expect you will conform to scheduling protocol, and weekend work is important to our company.  

  

Your specific schedule will be discussed at hire and at time of review.  When you request modifications to your schedule, 

our time and energy must be directed away from serving our clientele and refocused upon you.  We expect you to help us 

maximize our ability to focus on business operations/clientele, and we expect you to understand that excessive requests for 

schedule modifications are not only unacceptable but also grounds for discipline. Your availability to work as originally 

scheduled is key to your performance success and value as a team member.   

  

Requests for modification under legal and reasonable entitlements such as FMLA, ADA and USERRA require as much notice 

as practicable, written requests channeled according to policy and certification provided by you. Should you have a 

request under these conditions, it is your right and responsibility to approach Human Resources as soon as the need 

becomes known to you.  Other than these legally entitled leaves, personal leave of absence requests will be considered 

according to business demands and job description; however, such leaves are not guaranteed and must be approved in 

advance.    More than 3 weeks of your work schedule of consecutive vacation within one year may result in the 

alteration of your working schedule and be documented as a “leave of absence” unless reasons under FMLA. 

  

Requests for schedule changes require your timely and accurate completion of a “change of schedule” form which you 

shall gain from and submit to Human Resources.  Schedule changes require advance approval and may not be possible in 

consideration to business and clientele needs.  Schedule changes cannot be submitted within 6 months of a price increase. 

We expect schedules of minimum 20 hours per week.  To ensure sustainability of performance, energy, wellness and 

operations goals, we typically do not approve requests for shifts of 10+ hours in duration.  The company offers “block off” 

rules as a component of schedule changes.  We also offer incentives for “pickups” of extra shifts and flex/comp time as 

incentive to schedule adjustments in reaction to better accommodating client or other business needs.  In short, we expect 

team members to work with us and not against us in delivering excellence of convenience, availability and reliability to our 

clientele and operations.  Rewards and consequences are of course in place to help drive that behavior.  You are 

expected to know and conform to related procedures including “on call,” “pickups,” “attendance,” and “flex/comp time.” 

  Extra hours can be added/ opened by a Director/Manager only.  This includes “pickups” and also requires a “change of 

schedule” form. Working extra hours not approved in advance is prohibited by company policy.  

  

No one is allowed to leave the building during scheduled work hours without approval from the Director of Operations or 

General Manager.   

  

Punctuality and reliability are most certainly expected and will affect performance evaluation. We do not recommend 10-

12 hour work days as a sustainable business practice.  Technical Team members requesting a 4 day work week or 

alternating Saturdays/weekends may be considered if the team member has been here for 5+ years, is double booking 

and has 80% retention.  The schedule may be retracted if deemed necessary due to company needs. 

 

It is our goal that a technical team member works in only one location, we will make exceptions based on the situation and 

schedule needs at the time.  Payroll can become more difficult if working at 2 locations and it can be harder to establish a 

clientele. 

 

9. Breaks & Lunches 

All personal activities to include cell phone calls/texts and use of personal electronic equipment is considered time 

away from work to be confined to break and lunch periods.  Your first break should be no more than an hour and fifteen 

minutes into your shift.  Lunches are required and will be scheduled for non-technical team members working an 8 hour 

shift.  Non-technical team members must clock in and out for lunch.   

 

Salon and Spa services cannot be conducted during breaks, lunches or downtime unless directed by the Director of 

Education and/or Director of Operations. 
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Technical team members working shifts longer than 6 hours are allowed a lunch break.  Lunches will be inserted into a 

technical team member’s schedule once they are at least 75% booked for 6 consecutive weeks.  Until a team member 

is 75% booked, they should take their lunch break when they are not booked for appointments or while hair color guests 

are processing.  If an appointment books in when you happen to be eating lunch, you will be notified immediately so 

that you may take a moment to prepare.  In regards to 75% books; we also understand that Friday & Saturdays may 

require a scheduled break time prior to Monday through Thursday and will watch the books accordingly or you should 

contact the General Manager in Guest services at ext 7510 if you have any personal concerns. 

 

Unless you have any medically certifiable health concerns that require a specific timed break (i.e. breast pumping, 

diabetes, etc.) your lunch may be placed between 11:00am and 1:00pm in our attempts not to have the whole team 

breaking at the same time, due to limited space in our break rooms.  Our goal would be to have no more than 3 team 

members at the same time on breaks as possible. 

  

It is expected you will not leave the premises for a 15-minute break in assurance you will be prompt in returning to work.  

If a team member works an 8-hour shift and does not take a lunch, a manager must inform Human Resources.  

   

The scheduling of your lunch and break time is at the discretion of management. In absence of specific scheduling 

instruction, we expect you to use judgment and follow these procedures.   For legal liability and insurance reasons, we 

do require that you punch out anytime you leave the premises for personal reasons. Leaving the premises during paid 

break need not be deducted from time paid but documented as off premises.   

 

Due to the aromas from food and noise that may occur while talking to another team member, lunches should not be 

taken in a treatment room. 

 

10. Flex, Comp Time, On Call & Shift Pickups 

While outcomes are measured by results, exempt employees who invest extra hours, thereby exceeding results 

expectations, are eligible to request the added benefit of "comp time." Where the overtime worked by an exempt 

(salaried) team member is deemed excessive, comp time may be granted at the supervisor's discretion.  Comp time is the 

equivalent of paid time off during scheduled work week in consideration of the excessive extra hours worked during that 

week.  Timing will be established by the supervisor and will occur as close as possible to the performance of the overtime.  

Comp time is treated as an excused absence in accordance with periodic attendance and overtime calculations.  It is 

discretionary rather than guaranteed and cannot be accrued.   

 

  

Flex Time is the consideration of granting schedule modifications to team members who adjust their schedules to better 

accommodate business objectives including clientele wishes, bottleneck workload and deadline demands.  Flex time 

requires the schedule modification is solely at the request of the company.  Where the schedule modification is at the 

request of the team member, Flex Time does not apply.  Please see “Work Schedule.”  

  

Where a team member volunteers for “pickups” of extra shifts, a PTO incentive applies. Neroli Salon & Spa has 

implemented an On-Call Program to support the needs of our guests.  On-call days will be rotated monthly.  All team 

members will receive the On-Call calendar in their mailboxes one month in advance.  If you are unable to fulfill the 

duties of the on-call person, either PTO or “change of schedule” must be approved in advance.  If you are called in for 

an On-Call shift, if the prices of the person who was scheduled to work are lower, those prices will be honored for the 

guests and for commission purposes. 

 

11. Neroli Salon & Spa On Call Program 

Guest Services will call the on-call person by 12:00pm if they are needed to come in. On-call days will be tracked in 

personnel files.  If you are on call, you are on call for your primary department and location. If 3 or more days are 

“picked up” by one team member within a 6-month period, a scheduled day off, with pay, will be granted.  The hourly 

wage will be determined by the average hourly rate from previous year-end W2 Tax Form.  Failure to become available 

for an on call day is an unexcused absence subject to discipline, just like not showing up for work and will be 

documented accordingly. 

 

12. Overtime 

Overtime compensation is paid to all qualifying team members in accordance with Federal and State wage and hour 

requirements.  Overtime is generally based on actual hours worked.  The use of Paid Time off (PTO) will not be considered 

hours worked for purposes of calculating overtime pay eligibility. Company designated Holidays will not be considered 

hours worked for purposes of calculating overtime pay eligibility.  Company paid education/training hours are not 

considered work time but rather co-investment and will not contribute to overtime. 
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Qualifying team members will receive overtime pay at a rate of 1.5 x the regular hourly wage for hours worked in excess of 

the forty (40) hours each week. 

  

When operating requirements or other needs cannot be met during regular working hours, team members may be 

scheduled to work overtime hours.  When possible, advance notification of these mandatory assignments will be provided.  

All overtime must receive the supervisor's prior authorization. When it is necessary to work overtime, it is your obligation to 

cooperate.   

 

13. Home Office & Off-Premise Work 

Certain tasks can be accomplished from home, and we recognize this.  In other cases, off site task performance 

compromises the timeliness, integrity or quality of the work.  With supervisor permission and based upon job description, the 

nature of the task, length of service of the team member, need to remove company property and ability to attain quality, 

certain tasks may be performed off site or in home offices. The permission for use of company technology/property off site 

will most likely come in form of written authorization to include waiver. Where this permission is granted, only the authorized 

employee is permitted access to company equipment, systems, login information or company property to include 

intellectual property of any type.  Employees are responsible for the company property issued to them.  Family and friends 

are, of course, not authorized in such regard.  Where company software or other equipment exists at your home or other 

pre-approved off-site premises in your custody, the company reserves right to inspect with proper notice granted to you.   

 

Team members are responsible for their safe and lawful conduct when working off-site, including travel opportunities.  The 

company cannot be liable for activities that happen off premises, without our supervision and without company ability to 

influence safety and other concerns of liability.  By taking work off-site you agree to accept liability for such activities.  

  

14. FMLA Statement  

The company complies fully with Family and Medical Leave Act (FMLA) at both federal and state compliance levels.  

Current entitlements and requirements for eligibility, which are changing ongoing, are available from Human Resources 

and also posted for your convenience.   At the time of this handbook release, an employee having worked 1250+ hours in 

the preceding 12 months may be eligible for leave related to care for his/her own certified medical condition or similar as 

related to care for a parent, son, daughter, spouse, domestic partner, domestic partner’s parent; certain care giving 

situations arising from child birth or adoption; or next of kin who is an eligible member of the military, as well as, qualifying 

military “exigency” including eligible activities to cover family needs arising from military deployment/call to duty or 

covered military activities.  

  

Specific conditions, requirement of notice and certification are available from Human Resources.  Due to privacy and 

HIPAA laws, the company cannot approach you with certain FMLA questions.  Therefore, it is your responsibility to approach 

Human Resources for an updated policy, to request leave timely and to satisfy policy and procedure requirements in order 

to be eligible for such leave.  

  

No team members are allowed to track hours worked at home while on FMLA unless authorized by the President.  Any 

meetings/ hours attended during FMLA, on premise, must have received advance permission and must be clocked into 

Millennium. Paid time off must be used first prior to taking unpaid time off with FMLA.   

 

15. Military Leave & USERRA 

The company complies with all USERRA (Uniformed Services Employment and Reemployment Rights Act) guidelines, state 

and federal, as applicable.  For current laws, entitlements and policies, please see our posting or check with Human 

Resources.   

 

16. Jury Duty 

We encourage team member employees to fulfill their civic responsibilities by serving on jury duty when required.  You must 

show the jury duty summons to Human Resources as soon as possible so that your supervisor may make arrangements to 

accommodate your absence.  Where such condition is met, Jury Duty shall qualify as excused leave. If you are released 

from jury duty during regularly scheduled hours, you are required to return to work for the remainder of the workday.  Of 

course, team members are expected to report for work whenever the court schedule permits. Missed hours, as a result of 

jury duty, are not paid by the employer; however, they are paid by the state.  When available, you are requested to 

pick up any shifts that are missed in your absence. 

 

 

 

 

 

 

 



19 

 

 

 

1. Timeline of Benefits  

Thank you in advance for your support, motivation and follow-through.  In return, we are committed to supporting you 

both personally and professionally and strive to show you our support by offering you the following benefits: 

 

Immediate Benefits…       After 1 Calendar Year Continuous Employment… 

Direct Deposit of Payroll     401(k) Plan 

Product Discount     Anniversary Discount 

Institute of Beauty & Wellness Service Discount  Paid Time Off (PTO) 

Paid Team Meetings     Added Licensing Bonus 

In-house Education     Education at IBW 

Team Trainers  

Management Open Door Policy 

Marketing and Advertising Campaign 

 

After 60 Days Continuous Employment…   After 2 Calendar Years Continuous Employment… 

Health, Dental & Vision Insurance   Holiday Compensation 

 

After 90 Days Continuous Employment… 

Neroli Salon & Spa 1 hour Service Discount  

Birthday Discount 

Co-Paid Education 

Short Term Disability Insurance 

Life Insurance 

Personal/Sick Days 

Neroli Friends & Family Services  

Model Services 

Non-Technical Retail Bonus  

 

After 6 months Continuous Employment 

 Own Neroli Business Cards 

 

 

2. Direct Deposit Payroll 

All payroll is distributed through direct deposit on a bi-weekly basis, every other Friday.  Net pay can be deposited into 

two accounts, if requested. Please read Payroll Distribution and Timekeeping policies. 

 

3. Product Discount 

All team members will receive a 40% discount on Aveda products.  There is no discount on promotional or holiday items, 

unless otherwise communicated.  Purchases must be made before or after your shifts. 

 

4. Institute Service Discount 

All team members receive 50% off on student services at The Institute of Beauty & Wellness and The Aveda Institute 

Madison.  Service discount is for team members only.  Friends and family pay normal student prices. Services may only 

be received before or after your working shifts. 

 

5. Paid Team Meetings 

The company sees value in everyone’s time and understands that many team members might be coming in on their 

day off to attend.  Salaried team members are expected to attend team meetings as part of their already calculated 

salary package. Hourly team members shall have the extra hours, if any, added to the biweekly paycheck.   It is your 

responsibility to schedule company meetings into your personal calendar and submit a time card to Human Resources 

to receive compensation.   

 

6. In-House Education 

The company and its team cannot grow without a great deal of team work and education.  As a result, the company 

offers organized department meetings, in-house education and countless guest speakers.  All hourly team members are 

paid for their attendance in in-house education. Salary team members receive normal salary during in-house education. 

 Commissioned technical team members are not paid hourly to attend education unless it is deemed mandatory.  A 

Company Calendar is posted in common areas.   

 

7. Team Trainers  

E. Benefits 
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The company trains a team of trainers at Neroli Salon & Spa, The Institute of Beauty & Wellness and The Aveda Institute 

Madison to support the growth of each team member and department.  These team trainers are available to support 

the educational needs of the entire team.  If you would like to request support from any of the team trainers, call the 

Human Resources to set up a training time. 

 

8. Management Open Door Policy 

If you have any questions or concerns regarding your position or future growth with the company, the Management 

Team is here to support you.  Where possible and practical, please request a meeting in advance.  

 

9. Marketing and Advertising Campaign 

The company employs a full time Marketing Coordinator to support the advertising and marketing campaign for the 

organization.  The company utilizes a variety of marketing and advertising mediums such as magazine, billboard, TV and 

Radio Commercials, Photo shoots, Outpost, company collateral, postcards, email promotions, web site, entertainment 

guides for the Performing Arts, charitable donations, support in local and student fashion shows, booth presence at 

bridal shows and entertainment functions. See The Spa Times and The Aveda Times for details on the current marketing 

and advertising campaigns. Technical team members who are at house price are required to participate in all 

applicable promotions. 

 

10. Neroli Salon & Spa Service Discount 

If a technical team member is not booked and it is within 1 hour of the scheduled time, a 20% discount will be extended 

to all team members for services rendered.  To schedule a “day of” service, calls must be placed after 10am. 9am 

services can be scheduled 1 hour prior to the close of the previous day.   

 

11. Birthday Discount 

All team members will receive a 50% off coupon for one Neroli Salon & Spa service.  Birthday coupons will be distributed 

by the department of Guest Services.  

 

12. Own Neroli Business Cards  

Neroli Salon & Spa business cards can be created for any service provider once their books are open, in which the team 

member will pay 50% of the cost.  Anyone who wishes to have business cards created before their books are open or 

before six months of continuous employment will be responsible for 100% of the cost.  

 

13. Co-Paid Education 

Co-Paid Education provides benefit shared by both team member and company. As an essential competitive 

advantage, we seek team members specifically interested in staying current with industry education and lifelong 

learning. The company invests into its team members with lasting value.  As a condition of this benefit, and as a 

condition of employment, it is mandatory for technical team members and Instructors to attend two outside education 

events per year. The two education events per year may be a combination of inside education as well as outside 

education.  The company pays a minimum of 50% of the tuition investment.  See the Education segment for more 

details. 

 

A team member may request to receive a service as a learning experience at another salon and spa.  We would 

compensate 50% of the service (i.e. a nail designer could receive a pedicure at Kohler).  The salon and spa must be a 

five star salon/spa that is either our competition or in another state/country that can be used as a learning experience.  

This must be pre-approved by the Director of Education.  The team member will then be required to complete a form 

and share their experience with us.  This could count as 1 of the 2 educational experiences.  This cannot be used to 

satisfy both educational requirements. 

A team member’s failure to co-invest by attending 2 education classes each year is unacceptable, subject to discipline 

including immediate probation.  If the employee fails to meet education requirements 2 consecutive calendar years, 

termination is mandatory. Team Members must have been employed by Neroli Salon & Spa/The Institute of Beauty and 

Wellness for one year and completed the apprentice program before Neroli Salon & Spa/The Institute of Beauty and 

Wellness will co-pay any education that is out of state and involves travel. 

 

All team members need to complete an Education Agreement Form program in order to sign up for scheduled inside 

education classes.  Attendance is limited for some classes and they are booked on a first come basis.  There may also 

be additional education classes that are mandatory and those do not count towards the two required classes. 

 

14. Education and Travel 

o All trips must be paid for in full prior to the travel/education.  Payroll deductions will be arranged. 

o If an airline ticket purchase is required for travel, once the ticket is purchased in your name, the ticket is 

the property of the team member.  Even if you are unable to attend the event, you will own the 

airplane ticket and be responsible for the cost of the ticket. 
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o After you commit to education, if you need to cancel, any financial penalties accrued will be the 

responsibility of the team member. 

o If you have paid vacation left to use, a team member will be required to use their paid vacation first to 

attend any non-mandatory extensive education that requires travel. 

o If the company provides any money toward the education/travel and you leave prior to a year, the 

team member is required to reimburse the company for that money, as stated on the 

Education/Training form signed upon hire. 

o Team members will not be allowed to attend more than 1 extended educational/travel event in one 

year (unless you are using your own paid vacation time). 

o Travel is a benefit and is not a requirement for any position.  Education that involves travel is on a 

voluntary basis. 

o An education contract must be completed for all education/travel. 

o Education that involves travel is not paid on an hourly basis.  Travel is optional and is a great asset to 

you and your future unless otherwise communicated at the time of gaining commitment. 

o Non-technical team members are paid their normal hourly wage for their scheduled work hours only if 

education is a mandatory part of their training program or if the education falls within their normal work 

day. Any non-technical education taken outside of normal work hours that is not a company 

requirement will not be paid. 

o If the company asks you to attend education with travel and the company pays for the hotel, airfare 

and education, the team member is then responsible for payment of their own incidentals (food, drink, 

transportation to airport, parking, etc.). 

o The company does not reimburse for gas or for mileage unless otherwise committed by a Director. 

 

 

15. Health & Dental Insurance Programs 

Your eligibility for Health and Dental benefits is based upon the number of hours you work each week.  For eligible 

employees, these plans are effective the first day of the month following 60 days of full time continuous employment.  It is 

the employee’s responsibility to submit insurance applications timely and accurately. Employee portions of premiums will be 

deducted from paychecks in equal semi-monthly amounts, taken pre-tax. Specific contribution schedules and insurance 

applications are available from Human Resources.  Employees who choose not to enroll in the corporate plan immediately 

upon eligibility are only eligible for future enrollment on January 1st of each upcoming year or as applicable by law or 

governing carrier policy.  If you wish to decline the enrollment of the health and dental corporate plan, you must sign a 

waiver in acknowledgement that you have been offered the benefit. 

  

Of course, all COBRA and HIPAA regulations apply. HIPAA Privacy is promised by our carrier.  Please ensure that your health 

care providers also safeguard your right to privacy under HIPAA Privacy Rules.  Please route your application and medical 

information in privacy only as needed to Human Resources.  

 

The government oversight of the affordable care act requires employers to offer health care for any team members 

who work more than 30 hours.  Over the measurement period of 12 months, all insured team members need to have 

consistently averaged 30 hours per week.  If a team member does not average 30 hours they will lose their insurance 

coverage. Due to set up and closing responsibilities, .25 hours per day will be added to each commissioned team 

members schedule to calculate hours. Technical team members who are on our insurance who are at 32 hours or below 

are not permitted to leave or come in late due to the potential of getting to close to the minimum number of required 

hours. Benefits will not be interrupted if any time off falls under the guidelines of FMLA. 

 

Team members who elect the Single Plan B may also sign up for an HSA (Health Savings Account).  Please contact our 

Finance Department for more information. 

 

Anthem Blue Cross & Blue Shield Traditional Plan A 

 

Plan Monthly 

Premium 

Amount Paid by 

Company 

Bi-Weekly Payroll deduction 

Employee $487.38 50% $112.48 

Employee + Spouse $1047.87 25% $362.73 

Employee + Child $999.13 25% $345.85 

Family $1657.11 25% $573.62 

 

 

Anthem Blue Cross & Blue Shield HSA Plan B 

 

Plan Monthly Amount Paid by Bi-Weekly Payroll deduction 
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Premium Company 

Employee $412.70 50% $95.24 

Employee + Spouse $887.31 25% $307.15 

Employee + Child $846.04 25% $292.86 

Family $1403.20 25% $485.72 

 

Anthem Blue Cross & Blue Shield High Deductible HSA Plan C 

 

Plan Monthly 

Premium 

Amount Paid by 

Company 

Bi-Weekly Payroll deduction 

Employee $338.29 72% $44.33 

Employee + Spouse $727.33 25% $251.77 

Employee + Child $693.50 25% $240.06 

Family $1150.20 25% $398.15 

 

Delta Dental Plan 

 

Plan Monthly 

Premium 

Amount Paid by 

Company 

Bi-Weekly Payroll deduction 

Employee $36.94 50% $8.52 

Family $109.32 25% $37.84 

 

Delta Voluntary Vision Plan 

 

Plan Monthly 

Premium 

Amount Paid by 

Company 

Bi-Weekly Payroll deduction 

Employee $5.97 0% 

 

$2.76 

Employee + Spouse $11.93 0% $5.51 

Employee + Child $12.17 0% $5.62 

Family $18.14 0% $8.37 

 

 

16. Short Term Disability 

Short Term Disability (STD) is offered to all team members after 90 days of employment.  This is a supplemental insurance 

plan through Aflac.  Enrollment takes place directly through our Aflac representative.  Your monthly premium is 

determined by the type of customized plan you choose.  Premium deductions will be made bi-weekly from your 

paycheck, after tax.  You must work a min. of 30 hours per week in order to receive benefits of the STD.  If you fall below 

the 30 hours per week, Aflac reserves the right to withhold benefits, unless your reduced hours fall under the guidelines of 

FMLA. 

 

17. Pet Insurance 

We have two plans available for Pet Insurance, My Pet Insurance Protection and My Pet Insurance Protection with 

Wellness.  Both plans are self-funded and are deducted from payroll.  You can sign up at anytime.  If you sign up before 

the 15th of the month, your effective date is the 1st of the next month.  If you sign up after the 15th, your effective date is 

the 15th of the next month.  For a quote and to sign up, go to Petinsurance.com/nerolisalonspa. 

For more information on each plan, please visit the website or Bamboo HR. 

 

 

18. Life Insurance 

Life insurance is available to team members who work at least 30 hours each week.  The company enrolls full time team 

members in a $15,000 term life insurance policy upon hire.  The policy is portable upon retirement or termination, but will 

be the team member’s responsibility to cover the cost and convert the policy to the individual.  This is only available 

upon request. 

 

Coverge amounts will reduce according to the following schedule of age: 

Age 65   65% of original amount 

Age 70   50% of original amount 

 

A supplemental life insurance plan is available through Aflac.  All team members will be given the information during 

orientation.  Enrollment takes place directly through our Aflac representative. Your monthly premium is determined by 

the type of customized plan you choose.  Premium deductions will be made bi-weekly from your paycheck, after tax.  
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19. Bereavement Leave 

Team members will be required to provide verification of death (obituary, memorial card, etc.) in order to qualify for 

bereavement leave.  2 paid days off will be given to a team member in the event of the death of a member of their 

immediate family (parent, spouse, child, sibling).  Unpaid days off may be granted based on the event. 

 

  

20. Off-Time Service/Models/Masters for Team 

Neroli team members may perform services on each other (team members 

only) for the cost of a product charge per service.  See chart below.  If 

additional color is needed, an additional $15 is charged to the team member.  

 

A model evaluation form must be filled out at the completion of a model 

service.  All model service recipients must give open and honest feedback that 

will be shared with new hire.  Once a team member has given their resignation 

notice or is terminated from the company, they are no longer eligible to 

receive model services.  Massage therapists, nail designers and estheticians all 

have specific model days as part of their training program.  Model days are 

scheduled and team members reserve as they would a regular appointment.  

Model times need to take place during a team member’s off time hours. 

 

19b. Off time Service/Models/Masters for Friends and Family 

Services for family and friends will be charged at 50% of the regular price of the 

service.  Haircuts on off time are complimentary for immediate family 

members. Services must be scheduled into the computer during non-

scheduled business hours and paid for in advance of the service.  Off-time 

services must take place during the realm of the normal business hours for that 

location.  These services are rung up under house and are not eligible for 

commission. 

 

As with any company benefit, certain conditions prevail and we cannot tolerate abuse.  Extending hours beyond 

normal store hours cannot be approved by a Team Leader. Team members must still follow all work policies and 

procedures and follow dress code.  Children are not allowed in the location during business hours during off time 

services. Failure to follow these policies and failure to schedule and pay for these services is grounds for disciplinary 

action. 

 

 

21. Retail Goals 

 If any location reaches their retail goal for the month, everyone on the retail Aveda advisor team will receive a bonus. 

The team member must have worked for 90 days prior to be eligible for the bonus.  The team member must also still be 

employed on the last day of the month to qualify.  The retail bonus is determined according to the number of hours you 

work.  This retail incentive is subject to change at the discretion of management.  

 

 

22. 401(k) Plan   

The company offers a 401(k) program to all team members age 18 or older and have worked with the company for a 

minimum of one year.  You may contribute any percentage (whole number only) up to the maximum allowed by law.  

Your contribution percentage can be changed quarterly.  Dates of enrollment are January 1, April 1, July 1, and 

October 1.  The paperwork for enrollment must be handed in two weeks prior to the scheduled start date. You will be 

educated on the 401(k) option during or prior to, your one-year anniversary. 

 

At the end of each year, we will offer a profit sharing program based upon the net profitability of each company.  This 

amount will be placed in your 401(k) plan. You must be with the company 5+ years to be considered fully vested in the 

plan to receive any of the profit sharing bonuses.  Any money you put in your 401(k) on your own from payroll is yours 

and is considered fully vested.  There is no guarantee that there will be a profit sharing bonus each year. 

 

23. Anniversary Discount 

Team members will be given an Employee Appreciation Order Form prior to their annual review and given the 

opportunity to order products at 20% off of back bar pricing.  Please note that 5.6% tax will be added to the total.  

As a condition of this benefit, every team member placing an order will be asked to sign a Diversion Agreement stating 

that products purchased at a discount are intended for personal use only and will not be resold to any other person or 

company.  

Product Charge Schedule  Off-Hours 

& Model Appointments 

 Haircut $0.00  

Updo/Style $0.00 

Manicure $0.00  

Spa or Gel Manicure $15.00 

Pedicure $15.00  

Spa or Gel Pedicure $15.00 

All Over Color $15.00  

Retouch $15.00  

Highlight $15.00  

Massage $15.00  

Makeup Application $0.00 

Facial $15.00  

Wax - Facial $5.00  

Wax - Body $15.00  

Eyelash Extensions $50.00 

Microchanneling $50.00 

Microblading $50.00 
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Orders will be placed on the first weekday of each month.  All orders will come to the Aveda Building.  Team members 

will be notified when the orders are available to be paid for and picked up from the administrative office.  Payment can 

be made by credit card or payroll deduction. 

 

 

24. Paid Time Off (PTO)  

You must work at least 20 hours a week in order to qualify for paid time off.  Traditionally labeled “Vacation,” PTO is 

intended for vacation, personal and sick at the discretion of the team member. PTO benefits are granted to all team 

members who work more than 20 hours a week. PTO is earned beginning on the first day of employment, prorated 

throughout the anniversary year, eligible to be taken after 1 year of continuous employment.  Accrual is based upon the 

number of years with the company and compensation is calculated each year in December for the following year.  An 

average will be taken of the previous year (January-December).  As an example, if your work week is 5 days, then you 

are paid for 5 days of PTO; if your work week is 3 days, then you are paid for 3 days PTO.  Completing 1-5 years of 

continuous employment, you will be eligible for one week of PTO.  Completing 5+ years of employment, you are eligible 

to receive two weeks PTO.  You will be given your PTO compensation rate at your annual review. 

  

The conditions of this benefit follow.  The ability to be awarded PTO on your requested days depends entirely upon 

support available to cover your absence in accordance with business conditions.  First come, first serve may prevail.  

PTO should be requested as soon as possible as both respectful to the company and to empower us best possibilities to 

grant your request.   PTO must be earned before used.  You must use PTO prior to taking unpaid time off.  Unless the 

employee takes approved PTO in full week increments, PTO will not be granted for more than 3 Saturdays/3 Sundays 

within an anniversary year.  Unused PTO does not carry forward and must be taken in the year it was earned.  

  

Request for time off requires the team member to use BambooHR. You are responsible for double-checking for 

accuracy in schedule book or department schedule. If errors occur please call the Guest Services Manager. Requesting 

any time off that is not covered by your PTO accruals is considered a request for schedule modification, subject to 

applicable rules including, at management’s discretion, the need to pick up another shift and subject to discipline for 

excessive modification requests.  If another team member picks up your hours on requested days, those days do not 

need to be made up.  No two team members in a department at the same location may have off at the same time, 

regardless of the hours worked. When there are more than 10 team members working in a given department/location 

on a day, then two team members will be allowed to have off at the same time. Education may be an exception based 

upon approval. No team member is guaranteed specific time off and any time off beyond earned PTO is considered 

unpaid.  Salaried team members who request and receive unpaid leave will have the missed days deducted from their 

paychecks.   

 

Non-technical team members are required to turn in requests prior to the next month’s schedule being published.  Once 

the schedule is complete, it is the team members’ responsibility to find coverage for the days they need off. PTO will not 

be awarded where it jeopardizes business.  PTO will not be granted Thanksgiving through Christmas.  Exceptions for time 

off around the holidays may be made based on the discretion of management.  Unused PTO will be forfeited upon 

resignation or separation of employment.  The company does not pay out for unused paid time off.  The days must be 

used in order to receive compensation. Paid time off must be used prior to taking unpaid days off. 

 

25. Unpaid Time Off  

If a team member has not yet earned PTO they may submit a request for an unpaid day off.  Unpaid days off will count 

toward that Team Member’s 3 personal/sick days per year.  Make up days may be required if the Team Member 

exceeds 3 personal/sick days.  Team Members are allowed to make up days at a different location based on 

management’s discretion.  Non-technical team members cannot go into overtime when making up days.  Team 

members are required to turn in requests prior to the next month’s schedule being published.  Once the schedule is 

complete, it is the team members’ responsibility to find coverage for the days they need off.  If you are an opener or 

closer for your shift, you will be required to cover your shift with another opener or closer.   

 

After 10 years of employment, team members are eligible for a third week of time off unpaid. 

 

26. Amenity Charges 

All service providers that perform services will pay an amenity charge on their services performed.  This is deducted via 

payroll. Amenity charges are changed quarterly – January, April, July and October. 

 

Starting at 10% 

After 2 years of employment reduces to 8% 

After 4 years of employment reduces to 6% 

After 6 years of employment reduces to 4% 
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*Neroli Salon and Spa reserves the right to make changes to the above based on business needs. 

 

27. Holiday Compensation 

You must work at least 20 hours a week in order to qualify for holiday pay. After 2 years continuous employment, team 

members are eligible for Holiday Compensation.  Neroli and IBW recognize the following seven holidays throughout the 

year: 

o New Year’s Day   Independence Day  Christmas Day 

o Labor Day   Easter    Memorial Day 

o Thanksgiving Day 

 

 

Christmas Eve and New Year’s Eve are not considered paid holidays.   

 

Human Resources will add paid holiday time to team members’ payroll when they are eligible for holiday pay.  Salaried 

and hourly team members will receive “normal” compensation for paid holidays.  You are compensated for the normal 

amount of hours that you typically work on that day.  Technical team members will be compensated at the rate of $8.00 

per hour for holiday pay. The conditions of this benefit follow.  To be eligible for holiday pay, the holiday must fall on a 

normal workday and you must work or acquire advance PTO for the regularly scheduled work days immediately before 

and after the holiday.  If you are FMLA, you do not qualify for paid holiday during your leave. 

 

Service Providers 

 

The holidays that require make up hours by service providers under 2 years are: Thanksgiving, Christmas Day, and New 

Year’s Day.  For example, if Christmas falls on a Thursday and you normally work a 6-hour shift, then the 6 hours need to 

be made up.   

 

If you are a service provider scheduled to work on Christmas Eve and/or New Year’s Eve and typically work an evening 

or mid shift, you will be asked by Guest Services to open your books for the day shift when Neroli Salon & Spa is open to 

accommodate guests during the busy holiday season.   (If your normally scheduled shift starts before 3pm, you will work 

the business’s hours that day.  If your shift starts 3pm or later you will be asked by Guest Services to open your books 

another day). 

 

28. Bayshore and Brookfield Square Holiday Hours 

Since the Bayshore and Brookfield locations are in a mall location, these locations will be open for holidays when other 

locations may otherwise be closed.  The Neroli Salon and Spa location must be open during all mall hours.  Neroli Salon 

and Spa hours will typically follow the Mall Hours for Holidays. If a technical team member has worked with Neroli Salon 

& Spa for 2 plus years, they do not have to work on the holiday.  They will receive their regular holiday benefit.  If you 

have been at Neroli Salon & Spa for less than 2 years, you are required to work that day if we are open. 

 

29. Medical and/or Dental Benefits Continuation (COBRA) 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries 

the opportunity to continue health insurance coverage under the company plan when a “qualifying event” would 

normally result in your loss of eligibility for coverage.  Some common qualifying events are resignation, termination of 

employment, death, a significant reduction in your work hours, a leave of absence, your divorce or legal separation, and 

your dependent child no longer meeting eligibility requirements. 

  

Upon qualifying event, you will be provided and written notice describing your rights granted under COBRA.  General 

employee rights under this and other laws are included in our break room labor law poster.  

 

30. Workers' Compensation Insurance 

The company provides a comprehensive workers' compensation insurance program at no cost to you.  This program pays 

benefits to covered employees for injuries or illnesses sustained during the course of employment, as determined by the 

carrier and possibly the state bureau.  It is the employee’s responsibility to report illness or injury timely and accurately to 

your supervisor or the HR Manager.  Failure to follow instruction, safety rules or reporting procedures may jeopardize your 

right to benefits.   

 

31. Return to Work Policy 

It is our policy to provide transitional return to work (TRTW) tasks for any employee who has been injured due to a workers' 

compensation injury, wherever we can reasonably do so within the course of business. 

The transitional return to work tasks made available to the injured worker are based upon the team member's physical 

capabilities as assessed by his or her physician.  In the event the injured worker's physician does not provide any assessment 
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of the physical capabilities, the company or its agents may contact that physician or coordinate a visit with the company 

doctor. 

  

The identified transitional return to work tasks may or may not be in the injured worker's original department and/or shift.  

However, based upon the team member's physical capabilities, consideration will be made to place the worker in the 

original department wherever the workload exists.  Transitional work assignments are considered temporary in nature and 

will be evaluated weekly based upon merit and company workload needs.  Failure to accept an offer of transitional work 

will most likely jeopardize a team member's workers' compensation benefits for time off work. 

 

Injured Worker's Responsibility: 

o Immediately report all injuries as previously detailed. 

o Employees seeking medical attention must tell the treating physician about the Return to Work program. 

 Cooperate with the treating physician by providing the information necessary to help determine 

how and when you can return to the job safely. 

o Bring physician's recommendations to supervisor promptly after each appointment. 

 Stay within identified physician recommendations and restrictions 24 hours per day.  Do not 

exceed limitations.  If you have hobbies or outside interests, talk to the treating physician about 

possible conflicts.   

o Do not attempt tasks that exceed restrictions.  Report any problems with work tasks to supervisor 

immediately.  If you feel that you can perform tasks that exceed current restrictions, talk to the treating 

physician and get new restrictions (in writing) that allow you to perform these tasks. 

 

33. Fire Evacuation Plan 

In the event of fire, carefully move to the nearest fire exit.  All fire exits are clearly marked and a map is hung near the 

elevator on each floor. If the power goes out, emergency lights will illuminate designating the path for exit. 

 

In the event of a fire, fire alarms will sound indicating that all individuals in the building should immediately evacuate in 

an orderly fashion via East or West stairwells. The fire gates are located on the top of the LL stairwell indicating that all 

individuals should exit the building on floor 1 and not continue into the lower level. 

 

In case of a real fire, one person from each floor will act as the witness to verify all bodies have evacuated the building 

and report to a designated director outside either exit door. Once all witnesses verify completed evacuations, an 

update will be provided to the responding fire department. 

 

If someone in the building is a witness to a fire, this should be immediately reported to the following personnel:   

 

Call 911 Immediately 

Susan Haise (Owner) 414.397.2882  

Bonnie Zeutzius (Director of Human Resources) 414.235.0070  

Johnny (Building Supervisor) 414.943.0743  
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Studies repeatedly demonstrate how employee handbooks are valued by employees, and the majority of employees 

highly appreciate knowing what is expected to include the “keys to success.”  This handbook is certainly not expected to 

be the sole written communication of policies.  In fact, several other written procedures reference guides, interoffice 

memoranda, instructional materials, statutory postings, detailed policy handouts and verbal/written communications from 

management also serve to communicate policies. It is every team member’s responsibility to ask questions without forming 

assumptions. If you need clarification, it is your responsibility to pursue it. Questions are expected and encouraged.   

  

Please ask Human Resources regarding any policies or practices which we have neglected to include here in this 

handbook. It is our intention to ensure that you are clear and comfortable with policies and practices. It is also our intention 

to ensure that your coworkers are equally clear, creating a successful, comfortable and fair working environment. 

  

As a condition of employment, the company expects you to abide by certain policies and practices. We reserve the right 

to revise, supplement, or rescind any portion of the guidelines, at any time, in the sole and absolute discretion of our 

company management.  You will, of course, be notified of such changes to the guidelines as they occur.   

  

These guidelines supersede all existing policies, handbooks or booklets, and may not be amended or added to without 

approval of the company President.  

  

This handbook neither creates a contract of employment nor contractual obligations of any kind between the company 

and employees. 

 

I have received, read, and understand the code of conduct and guidelines, safety regulations, and other policies and 

procedures as set forth in the Neroli Salon & Spa and The Institute of Beauty and Wellness Employee Handbook. By signing 

this form, I acknowledge that I am expected to familiarize myself with the handbook’s contents and that these policies 

apply to my employment.  I understand and agree that receipt of this handbook does not imply and/or institute an 

employment contract between myself and the company.  

 

Since the matters addressed in the guidelines are subject to change at the company’s discretion, I understand that any 

changes to these policies will be provided to me in writing.  All such changes will be communicated through official notices, 

and I understand that such changes supersede, modify, or eliminate existing information in the guidelines. 

 

I also understand and agree that my employment is "at will" which means my employment relationship may be severed at 

any time as initiated by either myself or the company.  

 

 

 

                                                _____________                                             

TEAM MEMBER SIGNATURE                       DATE 

 

 

 

                                                _____________                                             

MANAGEMENT SIGNATURE                       DATE 

 

 

Please immediately sign and return this form to Human Resources. 

 

 

 

 

G.  Handbook Acknowledgment Receipt 


