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Policy Number: 100-120.1
Effective:  July 1, 2014

Revision: N/A


Authority:   Executive Director - Internal Directive

Last Reviewed: N/A
Purpose:  To foster a professional atmosphere in the work place.

Policy 100-120.1:  Employees contribute to the business culture and reputation of GVRA in the way they present themselves. A professional appearance is essential to a favorable impression with customers, visitors, partners and stakeholders. GVRA employee attire and grooming must be neat, clean and appropriate for the work being performed and the setting in which the work is performed. 
· 1. Attire: 

· When  representing the State/Agency, employees should present a businesslike, professional image in appearance (attire and hygiene) at all times.  It is the expectation that all staff will comply in accordance with these Guidelines. Policies may be developed by GVRA organizational units as necessary or appropriate for specific job classes e.g. Machine Operators, Nurses.
· The following standard of dress is expected at the work place, during working hours.  There are three categories of dress: Business Professional, 
Business Casual, and Casual. Business Professional is the standard of dress required Monday through Thursdays, and Friday for employees who are scheduled to meet with the public. Business casual is permitted on Fridays unless designated otherwise. 
· Employees who perform work of a physical nature such as maintenance, IT installations, moving property, machine operations and groundskeeping who do not have a prescribed uniform may wear Dockers, khakis, jeans, polo or golf shirts, and work boots or work shoes.  However, the attire must be appropriate for the work to be performed and the employee must maintain a neat and professional appearance.  Safety restrictions (e.g. no loose hanging articles maybe worn around moving machinery) shall apply.
· Business Professional is the standard of dress expected among all employees. Program Directors/Department Managers have the ability to amend the dress code guideline as appropriate for their respective Program/Department area. Business Professional is defined as suits or sports coats, dress pants, neck ties, white or colored dress shirts are appropriate attire for men. Suits, pant suits, dresses, skirts, dress pants, blouses, dressy shirts, and sweaters are appropriate for women. Depending on the nature of the employee’s job, some flexibility may be required. 

· Business Casual may be less formal but should always be neat, clean and suitable for the workplace. Attire should not promote a particular political, moral, religious, personal or other opinion. Attire which is obscene, vulgar, offensive or inflammatory is prohibited. 

Examples of appropriate Business Casual Dress include but are not limited to: 

· Docker type pants (or other makers of cotton or synthetic material pants), wool pants, or, dress pants 

· Casual dresses and skirts; Skirt length should be at a length at which you can sit comfortably in public (finger tip length or longer) 
· Casual shirts, dress shirts, sweaters, tops, golf type shirts, turtlenecks, suit jackets or sport jackets 

· Conservative walking shoes, loafers, boots, flats, dress heels, dressy sandals, and leather deck type shoes

· Casual dress is relaxed attire such as jeans or capris (mid-calf length and longer with no drawstrings). Also, permitted are special order collared or polo shirts with logos specific to various Divisions/Programs within the Agency. Faded, ripped, cropped, frayed, torn or tight fitting jeans and leggings, spandex or other form fitting attire are not acceptable on Casual Dress Days. Sneakers or tennis shoes are allowed on Casual Dress Days only. Casual Dress days are the last Friday of each month and the Friday preceding the week of a holiday. Additional days are at the discretion of the Executive Director and will be announced in advance.
· Examples of inappropriate workplace attire include but are not limited to: 
· Jeans (except for Casual Dress Day), sweatpants, exercise pants, shorts (including Bermuda shorts), bib overalls, leggings, and any spandex or other form fitting pants. 

· Short, tight skirts, mini-skirts, skorts, sun dresses, beach dresses, and spaghetti strap dresses or tops 

· Tank tops, midriff tops, shirts with potentially offensive words, terms, logos, pictures, cartoons, or slogans, halter tops, tops with bare shoulders, sweatshirts, and t-shirts unless worn under another blouse, shirt, jacket or dress. 

· Flashy athletic shoes, flip-flops, thongs, slippers, croc-like shoes, and hiking boots 

·  Jewelry and makeup should be in good taste; perfumes and colognes should not be excessive 

· Headwear unless necessary for religious reasons 

· Employees can be required to change inappropriate dress or be instructed to not wear the same or similar attire in the future. Should it be necessary for the employee to return home to change clothes, the employee will be required to use Personal Leave, Annual Leave, or the period of absence may be “unpaid”. 

· Decisions on the appropriateness of dress and the procedures to be followed will be made on a case by case basis by the supervisor or other authorized official of the Agency after consultation with the appropriate Human Resources Representative. Issues that will be considered include, but are not limited to: health and safety, client, patient or customer proximity; work function of the unit, and complaints received. 

· Employees who do not comply with established dress code standards may be subject to disciplinary action, up to and including separation from employment.
· When appropriate, Division Directors/Department/Unit Managers may temporarily amend the dress code guideline as appropriate for their respective Program/Department for special events.
2. Grooming

· All employees are expected to maintain proper hygiene and grooming.  If a staff member’s poor hygiene or use of too much perfume/cologne is an issue, the supervisor will discuss the concern with the staff member in private and identify the specific areas to be corrected. If the problem persists, supervisors should follow the normal corrective action process. 
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