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l. OBJECTIVE / MUC TIEU

e To ensure all Spa & Recreation employees
present a refined, elegant and professional
image that reflects MGallery brand
standards and enhances guest confidence
and trust.

P3m bao tét cd nhan vién Spa & Giai tri
thé hién hinh anh thanh lich, chuyén
nghiép, phu hop tiéu chuén thuong hiéu
MGallery va tao s tin tuéng tuyét déi cho
khach hang.

Il. POLICY/ CHINH SACH

e All employees must maintain impeccable
grooming, personal hygiene, and
professional presentation at all times during
duty.

e Employees must comply with MGallery
brand image standards and LQA grooming
expectations.

e All employees must always smile and
maintain eye contact when greeting and
interacting with guests.

e Uniforms must be clean, well-fitted,
wrinkle-free, and worn according to hotel
standards.

Tat cd nhdn vién phdi duy tri dién mao
chinh chu, vé sinh ca nhdn hoan hdo va
phong thdi chuyén nghiép trong sudt ca
lam viéc.

Nhdn vién phdi tudn thi tiéu chudan hinh
anh thuwong hiéu MGallery va tiéu chi
grooming cua LOA.

Tét ca nhdn vién phdi luén mim cuwoi va
giao tiép bang mdt khi chao dén va tiwong
tac voi khach hang.

Poéng phuc phdi sach sé, vira vin, phang
phiu va mdc ding tiéu chudn khdch san

I1l. Grooming Standards / Tiéu chuén dién mao

3.1 Personal Hygiene / Vé sinh ca nhan

« Daily shower and use of deodorant.
Tam riea hang ngay va suw dung khuw mui.

o Breath must be fresh; maintain oral hygiene.

Hoi tho thom mat,; giit vé sinh rang miéng.
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Hands and nails must be clean at all times.

Tay va mong tay phdi luén sach sé.

No strong perfume; fragrance must be subtle and aligned with spa environment.
Khéng sir dung niede hoa nong; mii hwong nhe nhang phit hop khéng gian spa.

3.2 Hair / Téc

Hair must be neat and must not cover the forehead, ears, or touch the collar.

Téc phdi gon gang, khéng che tran, tai va khéng cham vao c6 do.

Hair color must be natural tones only.

Mau toc phai la tong tu nhién.

Hair accessories must be elegant, subtle and conservative in color.

Phu kién toc phai thanh lich, nhe nhang va mau sdc trung tinh.

Extreme hairstyles or flashy accessories are not permitted.

Khéng chap nhdn kiéu téc qud néi bdt hodc phu kién phé trwong.

Female employees with hair longer than 15 cm must tie it into a neat bun and wear the
approved ethnic brocade bow in accordance with brand standards.

Nhdn vién nit c6 téc dai trén 15 cm phdi biii gon va sir dung no' tho cam theo ding tiéu
chudn thwong hiéu.

3.3 Face & Makeup / Gwong mat & Trang diém

Female employees / Nhén vién nii:

Makeup must be natural, elegant and professional.

Trang diém ty nhién, thanh lich va chuyén nghiép.

No heavy glitter, extreme eyeliner or bright lipstick.
Khéng sir dung kim tuyén, ké mat ddm hodc son qud chéi.

Male employees / Nhan vién nam:

Clean shaven; no beard or mustache unless officially approved by management and well
groomed.

Cao rdu sach; khéng dé rau hodc ria trir khi dwoc phé duyét va cham séc gon gang.
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3.4 Uniform & Footwear / Péng phuc & Giay, Tat

e Uniform must be freshly pressed and free from stains or odors.
Pong phuc phdi dwoc i phang, khéng vét ban, khéng mui.
o Name badge must be worn correctly and visible.
Bang tén phai deo dung vi tri va ro rang.
o All employees must wear black shoes only. No other colors are permitted.
Tat cd nhdn vién bdt budc chi dwoc mang giay mau den. Khong chdap nhdn bat ky mau nao
khac.
e Shoes must be clean, polished, closed-toe, and in good condition at all times.
Giay phdi sach sé, dwoc danh béng, kin miii va luén trong tinh trang tot.
o Female employees may wear black or nude stockings/socks only.
Nhdén vién nit chi dwoc mang tat mau den hodc mau da.
 When wearing a skirt, pantyhose/tights are mandatory.
Khi mdc vay, bdt buéc phdi mang qudan tat.
o Male employees must wear black socks only.
Nhén vién nam chi dwoc mang tat mau den.
e Socks and shoes must be odor-free and professionally presented at all times.
Tat va giay phai luén sach sé, khéng c¢é miii va dam bdo hinh anh chuyén nghiép, phit hop
tiéu chudn 5 sao quoc té.

3.5 Accessories & Jewelry / Phu kién & Trang surc

o Jewelry must be minimal and conservative.
Trang sirc toi gidn va tinh té.

« One watch and one simple bracelet allowed.
Pugc phép deo mét dong hé va mot vong tay don gidn.

« No large earrings, flashy designs or excessive accessories.
Khong deo hoa tai lon, thiét ké néi bdt hodc qua nhiéu phu kién.

« No visible offensive tattoos; discreet tattoos may be allowed subject to management
approval.
Khéng dé 19 hinh xam phdn cam, hinh xam kin ddo cé thé dwoc chdp thudn theo quy dinh
quan ly.

IV. Daily Grooming Check Procedure / Quy trinh kiém tra tac phong
hang ngay

1. Grooming inspection must be conducted before each shift by the Spa Supervisor or Leader.
Kiém tra grooming phdi dwoc thwc hién triede moi ca béi Gidm sdt hodc Truéng Spa.
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2. Any non-compliance must be corrected immediately before employee starts duty.
Moi trirong hop khéng dat tiéu chudn phdi dwoc diéu chinh ngay trude khi vao ca.

3. Repeated non-compliance will result in documented counseling or disciplinary action.
Vi pham lap lai sé dwoc ghi nhan va xw ly ky ludt theo quy dinh.

4. Grooming checklist must be signed daily.
Bdng kiém grooming phdi dwoc ky xdc nhdn méi ngay.

V. El Grooming Behavior / Hanh vi hinh anh theo Tri tué cam xuc
Beyond physical grooming, employees must demonstrate:
Ngoai dién mao bén ngoai, nhdn vién phdi thé hién:

o Confident posture and calm body language.
Tuw thé tw tin, ngdn ngir co thé diém tinh.

o Natural, well-paced communication (non-scripted).
Giao tiép tw nhién, vira phai, khéng rdp khuén.

o Respectful tone and attentive listening.
Giong néi tén trong va ling nghe chii dong.

o Discreet and professional behavior at all times.
Hanh vi kin dao va chuyén nghiép moi luc.

VI. Score & Evaluation / Diém & Ddnh gid
Daily grooming audit score:

DPiém kiém tra grooming hang ngay:

Criteria Diém
Personal Hygiene / Vé sinh c& nhan 20
Hair & Face / Téc & Guong maét 20
Uniform & Shoes / Héng phuc & Giay 20
Accessories Compliance / Phy kién 10
El Behavior & Professional Image / Hanh vi & Hinh anh 30
Total / Téng 100
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Minimum passing score: 95/100 (5-star international standard).
Diém dat toi thiéu: 95/100 (tiéu chuan 5 sao quoc te).

VIl. Recommendations / Khuyén nghj

e Supervisors should provide constructive feedback privately and professionally.
Giam sat nén gop y riéng tw va chuyén nghiép.
« Positive grooming examples should be recognized during shift briefing.
Cdc trwong hop grooming tot nén dwoc ghi nhdn trong hop ca.
e Monthly “Best Groomed Employee” recognition is encouraged.
Khuyén khich vinh danh “Nhdn vién cé dién mao xudt sac” hang thang.
o Grooming refresh training should be conducted quarterly.
Pao tao nhdc lai grooming nén dwoc t6 chirc moi quy.

Prepared by Approved by
Dang Thi Yen Pedro Miguel Oliveira Neto
L&D and Wellness Manager General Manager
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