Dress and Appearance policy

This policy provides a guide to employees to promote a professional manner by the standards of their dress and appearance when they are representing the company and for all employees in terms of the standard of dress and appearance expected whilst at work.  Additionally we expect all workers to cooperate in wearing appropriate uniforms/safety work wear/ and to present themselves in a clean, neat and groomed manner at all times within the working environment.  

The organisation recognises and respects that there are variations in individual standards of dress and appearance which may be linked to cultural or religious requirements.  Where possible the organisation will take account of any concerns regarding rules in this policy and will deal with issues in a sensitive manner.  However at times the need for health and safety, hygiene or other considerations may take precedence over individual preferences.  

Any deviations from the standards laid down in this policy may be treated as a breach of company rules and employees may be subject to disciplinary action up to and including dismissal.   

This policy applies to all those working in the organisation including directors, employees, trainees, home workers and agency staff.  The policy does not however have contractual status.

External Facing Staff

During the working day, whether on site or elsewhere, staff who liaise with customers, suppliers and other external parties are required to be observe the following dress standards:

· Smart business wear such as a suit or jacket and trousers/skirt/dress and smart shirt/blouse .  Male employees must also wear a tie.

· Jewellery must not be excessive or unconventional and only ear-rings may be worn through body piercings.

· Hair should be tidy and conventional.  Obtrusive styles and colours are not permitted.

External facing staff who have to wear a uniform or PPE should follow the guidelines specified below.

[Optional]

The following special requirements are also applicable to staff [specify who and when]: [ List details.]

[Optional]

On Fridays only [insert day of week if different] staff who are not meeting external parties may dress casually subject to any business requirements as advised by your line manager.  In any event staff must comply with the guidelines set out for internal staff.

Internal Staff

All staff based on site [state locations where applicable] who do not meet with external parties must present themselves in a clean, tidy and groomed manner.  The style of dress and appearance is down to individual choice providing the following items are not worn:

· Very short skirts/dresses for female employees

· Low cut or see-through tops, 

· Skimpy vests or strappy tops

· Visible underwear

· Sports wear including shorts, trainers, tracksuits or football strips

· Clothing with potentially offensive slogans, badges or symbols

· Excessive jewellery or body piercings

· Scruffy, torn or low slung jeans/trousers such as harem/harlem pants.

Other garments which are not suitable for work may also be unacceptable and the organisation reserves the right to make a judgment in each case.  Employees are expected to exercise their own common sense in deciding what is and is not suitable for work and, in exceptional cases, may be asked to return home to change without pay.

Safety/Hygiene Requirements

For safety [or hygiene] reasons those working with machinery must not wear items of clothing which may cause a hazard such as loose scarves, flowing skirts, dangling jewellery [or any jewellery except wedding rings] or floppy sleeves.  Hair that is not short (ie, above collar length) must be kept securely tied back

Employees provided with protective work wear (PPE) including safety glasses, boots and ear defenders [add in any other specific items] must wear these at all times when working in jobs designated for such work wear.  Employees attending training courses may wear casual clothing as specified above.

Replacement PPE is provided by [state details or refer to separate procedure/policy].

Failure to wear PPE when required to do so is regarded as misconduct and may lead to disciplinary action up to and including dismissal.

Employees required to wear a uniform

Employees who are issued with a uniform must wear this during their working hours unless attending a training course or otherwise advised by their line manager.  It is the responsibility of each employee to ensure their uniform is regularly laundered and maintained in a presentable condition.  Uniforms may not be altered (other than for minor repairs/re-sizing) without the permission of [insert name/job title].  

Replacement garments may be obtained from [insert details or refer to other policy/procedure].

Uniforms remain the property of the organisation and must be returned to [insert name/job title/department] upon termination of employment.  OR Used garments without company logos may be retained by the employee upon leaving the company.

