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WORK ATTIRE

I. PURPOSE:

To provide guidance regarding work attire.

II. SCOPE:
Departmentwide.

III. POLICY:

The Department values the professional and high quality services provided to our customers.  It is important that employees’ work attire reflects this value.  Employees are expected to exercise sound judgment in determining their work attire just as they are to exercise sound judgment in all other aspects of the performance of their duties.

Always be prepared to meet the public.  Listed below are some items of clothing that are not appropriate.  This list may not be all inclusive:

· Jeans and tennis shoes*

· Sweat shirts/pants/suits, jogging suits, wind suits

· Tee shirts, tank tops, halter tops, midriffs

· Shorts and anything resembling shorts

· Leggings, spandex pants

· Flip-flops

*
Exceptions:  Jeans and tennis shoes may be appropriate when making certain home visits, when your office is relocating, or on days as designated by the Department Director.  Exceptions will be considered on a case-by-case basis by the applicable supervisor.

Employees’ work attire should create a favorable impression upon their customers.  It is especially important that employees who interact with the public present a positive image of the Department.  Employees are expected to observe good personal hygiene practices and to wear clean clothing that is appropriate to their position. Employees may be required to wear special identification or clothing, depending on their position, for safety, hygiene, or recognition purposes. 

Managers and supervisors are responsible for setting the tone, determining what is appropriate, and enforcing the policy.

Unless specifically designated by the Department Director, there are no “dress down” days.

A supervisor may require an employee to leave work and return with more appropriate attire.  Leave may be charged for such time away from work.
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