

[bookmark: _GoBack]SECTION 2.5  DRESS CODE STANDARDS
Each employee of (PHA) has the primary responsibility to maintain acceptable standards of grooming, dress and hygiene that comply with relevant health and safety regulations. These standards will demonstrate employee discretion, decorum and sensitivity to our clients and co-workers. In demonstrating these characteristics, each employee reinforces his/her desire to deliver the highest quality service and demonstrate professional values and commitment to the mission of PHA. The Dress Code Guidelines is applicable to all PHA employees or contract employees while on duty or while participating in agency-sponsored events.

I. PHA Identification
The PHA approved identification badge must be visible and worn at all times with the photo and name showing.

II. Personal Hygiene
A. Hair: Hair should be clean, neat and trimmed. Shoulder-length or longer hair should be pulled back where there is a health or safety consideration.
B. Daily Hygiene: Clean teeth, hair and body, including the use of deodorant, are absolutely essential.
C. Nails: Nails must be neatly manicured.  
D. Scents: The use of cologne and perfume should be minimal.

III. Tattoos 
Tattoos of an offensive nature should be covered at all times when on duty and within department dress guidelines.  This includes arms, legs, necks or any other exposed part of the body.

IV. Footwear   
Shoes should be in good condition and not in violation of safety guidelines.  Safety shoes, gloves and other protective equipment must be worn when performing certain jobs.

V. Clothing/Uniforms
PHA may require specific uniforms and/or dress code due to the nature of the job, safety issues, etc. Employees must maintain a professional appearance in accordance with departmental requirements.  
· Sleeveless shirts/blouses are allowed in office areas of non-client involvement; however, a jacket must be worn when not in assigned work area.  This includes any area of the work facility outside of the Employees’ assigned office/department.
· At no time should graffiti, advertisements or slogans appear on any clothing except the attire’s brand-name logos or designs in conservative-sized print/logo.
· Dresses/skirt lengths shall be of a professional length.
· Capri pants are allowed and must be no shorter than mid-calf length. 

VI. Business Casual 
Business Casual dress for women, the attire must be nice slacks, Dockers-type pants and collared business casual shirts or blouses.  Business Casual for men, Dockers-type slacks must be worn and business casual, collared shirts.  This includes a PHA polo shirt with logo.

VII. Uniforms
Management may require employees to wear specific uniforms and/or types of clothing while working their shift.  If required to wear these uniforms, the employee may be required to purchase/lease a specific type or number of uniforms. If leased, these uniforms will be provided by an approved vendor via contract, and the cost of the lease will be paid by the employee. The leased uniforms will be provided and maintained by the approved vendor as per contract guidelines.

If an employee desires to purchase his/her own uniforms, they may be required to purchase them through the same approved vendor as the leased uniforms.  These uniforms must be neat, clean, and pressed at all times per department and Dress Code Guidelines.   The department head have the right to request that employees who have purchased their uniforms maintain the same appropriate appearance standards as the leased uniforms.  The employee must replace the uniforms when requested by his/her department head or when they become worn.

Any violations of the dress code policy will result in management sending the employee home to change into acceptable attire.  The employee is expected to return to work after changing into acceptable attire unless otherwise instructed by his/her department head.  During this absence, PTO is required to be used for non-exempt employees.  Repeated violations of the policy will result in disciplinary action, up to and including termination of employment.

PHA is confident that each employee will use his/her best judgment in following this policy.  This is not an all-inclusive list, and management reserves the right to determine appropriateness in attire.
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