
     

 
 



Position Desired: Front Office / Clinical Staff / Sales and Marketing 
Hours Desired: Full Time / Part Time 
Languages Spoken: English / Spanish / Hangul (Korean) / Vietnamese / Arabic 
 

 
 
I certify that my answers are true and complete to the best of my knowledge. I authorize Smile Structure PLLC to make such investigations and inquiries 
of my personal, employment, educational, financial, or medical history and other related matters as may be necessary for an employment decision. I 
hereby release Smile Structure PLLC, employers, schools or persons from all liability in responding to inquiries in connection with my application. 
In the event I am employed, I understand and agree that my employment is AT WILL (i.e. for non definite period) and I may be terminated (by myself or 
Smile Structure PLLC) at any time with or without prior notice or cause. I understand that false, misleading, or omission of information given in my 
application or interview(s) may result in discharge. 
I understand and agree as a condition of continued employment that I will be required to take a drug and/or alcohol test as part of any work related 
accident investigation. Note: Complete details of our Drug Free Workplace Policy will be provided upon employment in the office policy manual. 
I understand that Smile Structure PLLC is a drug free workplace. Should I become employed by Smile Structure PLLC, I agree to abide by all policies 
and procedures of Smile Structure PLLC. We are equal employment opportunity employers. It is the policy of Smile Structure PLLC to make employment 
decisions without regard to race, color, religion, sex, age, national origin, disability, sexual orientation, or marital status. 
Applicants who are accepted for employment with Smile Structure PLLC should understand that while every effort is made to provide continuous work, 
there are no employment contracts and the permanency of any position is not guaranteed. I have read and fully understand the foregoing statements. 
 
Signature____________________________________________________ Date_____________________________ 

 
 
 



 
 
 
 
Code of Ethics: Standards of Conduct Policy 

Smile Structure’s reputation for honesty, integrity, and fairness is determined by the personal reputation of our individual 
employees. To protect this reputation and to warrant our client’s trust, each of us must strive to avoid situations that might 
reflect poorly on our company. Smile Structure must require the highest standard of behavior for its employees when 
engaging in any activity concerning the company, clients, competitors, suppliers, the public, or other employees. We, the 
management and employees of Smile Structure, must hold one another accountable for superior ethical conduct while 
undertaking any activity on company of client premises. Each of us has a responsibility to support the company’s code of 
ethics and to take necessary action to preserve and protect the reputation of Smile Structure. 
 
Dress Code and Office Policy: 
 
As part of the Smile Structure image, I will abide by the following regulations for all assignments and/or placements: 
 
 

Employees are expected to adhere completely to the uniform policy.  Each policy has been carefully examined to 
ensure employee and patient safety, personal health, and professional standards of appearance. A uniform 
illustration will be given to each employee at the time of hire.  General dress code guidelines are as follows:  

1) Hair should be pulled back into a pony tail or pinned up.  For safety reasons, keep hair pulled back and out of 
your face.  This also protects you from your hair being grabbed or pulled by a young patient, or becoming a 
distraction or a problem during the treatment procedure. Hair color must be of a natural color and may not be 
extreme or faddish in nature.  If you have questions on what is deemed appropriate hair color and style, talk 
to the office manager for guidance.     

For males, the hair must be short and of a professional appearance at all times. Shaggy or excessively long 
hair is not allowed. Sideburns cannot extend past the outer opening of your inner ear and finger width. No 
handle bars, or mutton chops are allowed. Males are required to be clean shaven and be free from facial hair.  
A nicely groomed mustache or goatee are acceptable. If you have a mustache, you should keep it trimmed 
regularly and it should not extend significantly beyond the edges of your lips. Goatees must be conservatively 
trimmed and maintained at all times. Any facial hair should look presentable according to the features of your 
face so as not to appear extreme.  Any questions regarding grooming should be directed to the office 
manager. 

2) Face: Light makeup is permitted so long as it does not look extreme, unusual, or faddish in nature. All colors 
used should be as close to natural as possible. Lipstick should be of a conservative color that does not stick 
out as unnatural or unusual. 

3) Personal Hygiene and Perfume: All employees should look clean, presentable, and free of offensive odor 
such as cigarette residue or body odor. While at work, employees should refrain from wearing heavy or strong 
perfumes and aftershave that may cause an adverse reaction from the patients or coworkers. In order to 
reduce staff to patient occupational exposures, all fingernails should be trimmed so that the edge of the nail 
does not extend past the tip of the finger. No unnatural types of fingernails are to be worn in the office. 
Females may paint their nails in a natural and conservative color so long as it does not detract from the 
uniform in any way. 

4) Earrings, Piercings, and Jewelry: Stud earrings may be worn if they are of a conservative and professional 
nature and are located in the lobe area of the ear. Each employee may wear one set of earrings. Multiple sets 
of earrings are not permitted.  For your safety, earrings may not be dangling, located in an area other than the 
earlobe, or extreme in nature. This is to help protect an employee from being injured as a result of the 
earrings being caught or pulled by equipment or a young patient.  



Nose or other facial piercings are not conducive to a professional healthcare environment and therefore, are 
not authorized at any time. Other jewelry such as watches or rings may be worn if they do not interfere with 
the wearing, performance, or function of Personal Protective Equipment such as gloves and other safety 
measures.  

Smile Structure, PLLC is not responsible for damage or loss of personal property while performing tasks on 
the job and we encourage our employees not to wear or bring expensive or valuable items to the workplace. 

5) Uniforms: Should look highly professional and be free of wrinkles, holes, stains, and other deficiencies. All 
sewn items and embroidery must be affixed in accordance with the uniform policy. No jackets or any other 
article will be worn over the uniform unless they are of the same material and match the uniform. Any buttons 
or other flair should be affixed appropriately. All uniforms should fit properly and not draw attention to any part 
of the body unnecessarily. 

6) Shoes: The employee is encouraged to wear comfortable, yet conservative shoes. They may be tennis shoes, 
running shoes, or any type other athletic shoe. Crocs, sandals, house slippers, boots, heels, and any other 
type of shoe which detracts from the uniforms appearance or is extreme in nature are prohibited. Shoes must 
be clean, free of odor, and in good condition while working. 

7) Personal Attitude and Approach: Smile Structure promotes a clean, friendly, and caring culture.  Your 
personal attitude and approach to our patients and fellow employees is critical to our success. You should 
strive to smile often and present a cheerful attitude while at work.  Having a great smile helps the patients to 
relax and enjoy the experience.  It reduces the tension and friction within the office.  Whether you are having 
a good or bad day, it will impact everyone around you! 

 
 
 
 
 
I have read and I understand that the Code of Ethics (Standard of Conduct and Dress Code) are considered part of my employment 
requirements. 
 
Employee Signature________________________________________Date_______________ 

 
 
 
 

 
 



 

 
 

 
Final Status: Did not offer employment / offer of employment declined / hired  
Starting Date: _____________  Starting Pay: _______________ Position: __________________ 
 
Signing Authority: ___________________________  Title: __________________ Date: __________ 
 


