WORKPLACE DRESS CODE AND PERSONAL APPEARANCE RULES

Employer Name: [EMPLOYER LEGAL NAME]

Employer Address: [EMPLOYER STREET ADDRESS]

Employer City, State, ZIP: [EMPLOYER CITY, STATE, ZIP]

Effective Date: [EFFECTIVE DATE]

Department or Work Unit: [DEPARTMENT OR WORK UNIT]

Employee Name: [EMPLOYEE FULL NAME]

Employee Job Title: [EMPLOYEE JOB TITLE]

Employee ID Number: [EMPLOYEE ID NUMBER]

Work Location: [WORK LOCATION ADDRESS]

Supervisor Name: [SUPERVISOR NAME]

RE: ACKNOWLEDGMENT OF WORKPLACE DRESS CODE AND PERSONAL APPEARANCE RULES

1. PURPOSE AND SCOPE

1.1 Purpose: These rules establish standards for workplace dress and personal appearance to promote professionalism, safety, hygiene, and a positive image of [EMPLOYER LEGAL NAME] (the "Company").

1.2 Scope: These rules apply to all employees, including full-time, part-time, temporary, seasonal, and contract personnel, while on Company premises, while representing the Company off-site, and during Company-sponsored events, unless a specific exception is stated in writing.

1.3 Effective Date: These rules take effect on [EFFECTIVE DATE] and remain in effect until amended or revoked by the Company.

2. GENERAL DRESS STANDARDS

2.1 Business Professional Attire: Business professional attire is required for [DEPARTMENTS OR POSITIONS REQUIRING BUSINESS PROFESSIONAL ATTIRE] and includes suits, tailored dresses, dress shirts, blouses, ties, and dress shoes.

2.2 Business Casual Attire: Business casual attire is permitted for [DEPARTMENTS OR POSITIONS PERMITTED BUSINESS CASUAL ATTIRE] and includes collared shirts, sweaters, slacks, skirts, and closed-toe shoes.

2.3 Casual Attire Days: Casual attire is permitted only on designated days approved by [APPROVING MANAGER OR DEPARTMENT], subject to the restrictions in Section 5.

2.4 Uniform Requirements: Employees in [POSITIONS REQUIRING UNIFORMS] must wear the Company-issued uniform at all times while on duty and must maintain uniforms in clean and presentable condition.

2.5 Department-Specific Standards: Additional dress standards for [DEPARTMENT NAME] are set forth in Appendix [APPENDIX DESIGNATION] and are incorporated into these rules by reference.

3. PERSONAL APPEARANCE STANDARDS

3.1 Grooming and Hygiene: Employees must maintain good personal hygiene and grooming, including clean hair, neat facial hair, and clean hands and nails.

3.2 Hair: Hair must be clean, neatly styled, and secured away from the face and equipment in [DESIGNATED WORK AREAS OR POSITIONS].

3.3 Facial Hair: Beards and mustaches must be neatly trimmed and maintained in [SPECIFIED MANNER, IF ANY].

3.4 Jewelry and Accessories: Jewelry and accessories must be modest and must not create a safety hazard in [DESIGNATED WORK AREAS OR POSITIONS]; dangling jewelry is prohibited in [SPECIFIED AREAS OR POSITIONS].

3.5 Tattoos and Body Art: Visible tattoos and body art must be [COVERED OR DISPLAYED IN ACCORDANCE WITH POLICY, SPECIFY].

3.6 Fragrances: Employees are asked to limit the use of strongly scented products in consideration of coworkers with sensitivities.

4. SAFETY AND HYGIENE REQUIREMENTS

4.1 Personal Protective Equipment: Employees must wear all required personal protective equipment, including [LIST PPE ITEMS], in designated areas.

4.2 Footwear: Footwear must be closed-toe, slip-resistant, and appropriate for the work performed in [DESIGNATED WORK AREAS OR POSITIONS].

4.3 Loose Clothing and Accessories: Loose clothing, ties, scarves, and dangling accessories are prohibited near [SPECIFY EQUIPMENT OR MACHINERY].

4.4 Food Handling Areas: Employees working in [FOOD HANDLING OR CLEANROOM AREAS] must comply with the additional hygiene requirements set forth in Appendix [APPENDIX DESIGNATION].

5. PROHIBITED ATTIRE AND APPEARANCE

5.1 Prohibited Clothing: The following are prohibited at all times: [LIST PROHIBITED CLOTHING ITEMS].

5.2 Prohibited Footwear: The following footwear is prohibited: [LIST PROHIBITED FOOTWEAR].

5.3 Offensive or Inappropriate Content: Clothing, accessories, or visible body art displaying offensive, discriminatory, violent, or sexually explicit content are prohibited.

5.4 Political and Advocacy Messages: Clothing or accessories displaying political, religious, or advocacy messages are [PERMITTED OR PROHIBITED, SPECIFY] except as required by law.

6. RELIGIOUS AND DISABILITY ACCOMMODATIONS

6.1 Accommodation Requests: Employees may request an accommodation of these rules for religious observance or a disability by contacting [HR CONTACT NAME AND TITLE] at [HR CONTACT EMAIL OR PHONE].

6.2 Interactive Process: The Company will engage in an interactive process with the employee and will grant reasonable accommodations unless doing so would impose an undue hardship.

6.3 Documentation: The Company may request supporting documentation as permitted by applicable law.

7. ENFORCEMENT AND DISCIPLINE

7.1 Supervisor Responsibility: Supervisors are responsible for monitoring compliance and addressing violations promptly and consistently.

7.2 Corrective Action: Violations may result in corrective action up to and including termination of employment, in accordance with Company policy and applicable law.

7.3 Immediate Removal: An employee whose attire or appearance creates an immediate safety hazard or is clearly inappropriate may be required to leave the workplace until the issue is resolved.

8. EMPLOYEE ACKNOWLEDGMENT

8.1 Receipt: I acknowledge that I have received and read a copy of the Workplace Dress Code and Personal Appearance Rules.

8.2 Understanding: I understand that I am responsible for complying with these rules and that violations may result in corrective action.

8.3 Questions: I understand that questions about these rules should be directed to [HR CONTACT NAME AND TITLE].

8.4 Amendment: I understand that the Company may amend these rules at any time, with notice to employees.

Employee Signature: [EMPLOYEE SIGNATURE]

Employee Printed Name: [EMPLOYEE FULL NAME]

Date Signed: [DATE SIGNED]

9. SUPERVISOR OR HR VERIFICATION

9.1 Reviewed By: [SUPERVISOR OR HR NAME]

9.2 Title: [SUPERVISOR OR HR TITLE]

9.3 Signature: [SUPERVISOR OR HR SIGNATURE]

9.4 Date: [DATE]

10. APPENDICES

10.1 Appendix A: Department-Specific Standards for [DEPARTMENT NAME].

10.2 Appendix B: Personal Protective Equipment Requirements for [WORK AREA].

10.3 Appendix C: Hygiene Requirements for [FOOD HANDLING OR CLEANROOM AREAS].
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