Dress Code Company Policy

1. Introduction

This dress code policy is designed to provide a clear and detailed guide for all
employees regarding appropriate attire in the workplace. Our aim is to maintain a
professional, safe, and comfortable environment while allowing for individual
expression within reasonable bounds.

11 Purpose
The purpose of this policy is to:
o Establish a professional image for our company
e Ensure safety and comfort in the workplace
e Promote a positive and respectful work environment

e Provide clear guidelines for all employees

1.2 Scope

This policy applies to all employees, contractors, and visitors while on company
premises or while representing the company at external events.

2. General Guidelines

2.1 Professional Appearance

All employees are expected to maintain a neat, clean, and well-groomed
appearance at all times. Clothing should be free from tears, stains, and excessive
wrinkles.

2.2 Hygiene

Proper personal hygiene is essential. This includes regular bathing, use of
deodorant, and maintaining clean hair and nails.
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2.3 Fragrances

Use of perfumes, colognes, and other fragrances should be minimal to
accommodate employees with sensitivities or allergies.

3. Specific Dress Code Guidelines

3.1 Business Professional Attire
For client-facing roles and formal business meetings:
e Men: Suit or blazer with dress pants, dress shirt, tie, dress shoes

o Women: Business suit, dress, or skirt/pants with a blouse, closed-toe dress
shoes

3.2 Business Casual Attire
For regular office days:

e Men: Collared shirt (polo or button-down), dress pants or khakis, dress shoes
or loafers

 Women: Blouse, sweater, or cardigan with dress pants, skirt, or dress, closed-
toe shoes

3.3 Casual Friday Attire
On designated casual days:

e Jeans (no rips or tears)

o Company-logo shirts or polo shirts

e Casual, but neat, footwear (no flip-flops)

3.4 Unacceptable Attire

The following items are not permitted in any work setting:

e Clothing with offensive slogans or images
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Revealing or excessively tight clothing

Athletic wear (except for designated company events)

Flip-flops or beach sandals

Hats or caps (unless required for religious or medical reasons)

4. Department-Specific Guidelines

4.1 Customer Service Representatives
Additional requirements:
o Company-provided name tags must be worn at all times

e Solid color shirts preferred

4.2 IT Department
Relaxed dress code:
e Clean, neat jeans allowed daily

o Company or tech-related t-shirts permitted

4.3 Production and Warehouse Staff

Safety-focused attire:
o Steel-toed boots required
e Long pants and sleeved shirts

o High-visibility vests when working in designated areas

5. Special Considerations

5.1 Religious and Cultural Accommodations

Employees requiring exceptions to the dress code for religious or cultural reasons
should discuss this with their supervisor or HR representative.
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5.2 Medical AccommodationsEmployees with medical
conditions that affect their ability to comply with the
dress code should provide documentation to HR for
appropriate accommodations.

6. Enforcement

6.1 Compliance

Supervisors and managers are responsible for monitoring and enforcing the dress
code within their departments.

6.2 Non-Compliance
Employees who do not meet the dress code standards may be:
o Asked to return home to change

e Subject to disciplinary action for repeated violations

7. Review and Updates

This dress code policy will be reviewed annually and updated as necessary to
reflect changes in company culture, industry standards, and legal requirements.

8. Questions and Clarifications

For any questions or clarifications regarding this dress code policy, please contact
the Human Resources department.

Remember: When in doubt, err on the side of more professional attire. Your
appearance reflects not only on you but also on our company as a whole.

9. Acknowledgment
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All employees are required to read, understand, and comply with this dress code
policy. By signing below, you acknowledge that you have received, read, and
agree to adhere to the company's dress code policy.

Employee Name:

Employee Signature:

Date:

This comprehensive dress code policy is designed to create a professional,
respectful, and safe work environment for all employees. By following these
guidelines, we can maintain a positive company image while allowing for individual
expression within appropriate boundaries.
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