Office Dress Policy

Employee’s business casual attire is expected to be in good taste in order to communicate a positive and professional image.  Office staff should also maintain a standard of body cleanliness and neat and clean grooming on a daily basis in consideration of other office staff members and so as not to offend other staff.

The following guidelines apply to acceptable business casual attire:

· Polo shirts/casual shirts/collar shirts 

· Jeans in good condition

· Casual dress tops/pants/slacks

· Skirts/dresses/culottes with appropriate skirt length

· Tailored shorts for men/Capri length pants for women

· Sweaters/Jackets when appropriate

    Inappropriate items include:

· Torn or patched clothing, or clothing that shows excessive wear

· Clothing that is provocative

· Tank tops/halter tops

· Sweat pants or jogging suits

· T-shirts with inappropriate written language and/or pictures

· Skirts that are split or more than 3 inches above the knee  

· Mini skirts and spaghetti-strap dresses or tops 

· Dresses or tops with bare shoulders

· See-through tops or exposed/visible under garments

· Jewelry – should be conservative with no visible body piercing other than pierced ears

· Tattoos – visible

Additional guidelines:
· No excessive makeup and/or noticeable use of perfumes or colognes

(so as to avoid unnecessary distractions or disturbances to other staff)
· Safety always takes priority over fashion

· Any questions and/or disagreements related to dress codes could be brought to the attention of the staff member’s senior.  If any staff member has any questions or issues regarding other staff members, that person’s supervisor or Director of Personnel will handle this, and will go all the way up to the chain of command to the owner if no one else can resolve the issue.
· Please no personal grooming in workplace (such as clipping nails, etc.)
(Company owner)
I have read, understand, and will apply this policy.

_____________________________________

_______________

Name









Date

_____________________________________                  ________________ 

Signed                                                                                            Date                  
_____________________________________                  ________________

Witness                                                                                           Date
