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Rimbey FCSS/RCHHS expects that all of our employees and volunteers understand that their appearance matters when representing our Agency in front of clients, visitors or other parties.  Appearance can create a positive or negative impression that reflects on our Agency and culture.  This policy applies to all staff, students and volunteers working in, or representing our Agency

OBJECTIVES:

· Employees and/or Volunteers working within our Agency maintain a professional appearance.

· Employees and/or Volunteers dress in accordance to occupational health and safety and infection prevention control standards and recommendations so as to promote a safe environment for all clients, employees and volunteers.

· Employees and/or Volunteers come to work will groomed with attire that is neat, clean and appropriate for the particular demands of the employee’s work environment. 

· The dress code is a professional approach to workplace dress and behaviour.  Employees and/or Volunteers are individually accountable and supervisors/managers are authorized to enforce the dress code.

· Any clothing or appearance that is deemed to detract from the professional image of the organization shall be brought to the employee’s and/or volunteer’s immediate attention by the supervisor/leader/manager.  The employee may be asked to return home to change on their own time.

MINIMUM STANDARDS:

· Identification ID tags are worn and visible while working with clients or attending meetings with community partners (unless there is a specific reason of safety or confidentiality not to do so).

· Scents or scented lotions are discouraged in consideration of others who may be sensitive to these substances.

· Employees and/or Volunteers follow appropriate personal hygiene habits to ensure they are clean and well-groomed when at work.  Beards and moustaches are to be kept clean and neatly trimmed.

· Direct client care providers (HCAs) must maintain clean, neatly trimmed fingernails (nail tips must not exceed 6mm or .25 inches) to facilitate effective hand hygiene in the workplace.  Artificial nails, nail enhancements and chipped nail polish are not permitted by those providing direct client care.  Rings on hands should be limited to plain bands. 

· Direct client care providers (HCAs) must keep jewellery, accessories and adornment (e.g. necklaces, bracelets, ties, dangling earrings, body or face piercing) to a minimum so as not to pose a potential risk to the employee or client.

· Footwear must be clean, appropriate to the work area and must adhere to WHS standards.  In direct client care areas shoes must have non-slip soles, provide support, and fully enclose the foot (i.e. no holes or open toes/heels).

· Scrubs may be worn in direct client care settings at the discretion of the supervisor/manager.

· Health Care Aides are permitted to wear scrub tops and pants if they wish, however it is not necessary. It must also be noted if you are working in the office no scrubs are allowed (this is also extremely important for cross contamination, infection and prevention control). 

· Clothing must be clean, in good repair and neatly pressed.

· Business casual dress is expected to be the normal attire for office employees.

a) Skirts, dresses and shorts no shorter than just above the knee
b) Dress pants including khakis

c) Cotton pants, walking shorts and capris if they are dressy (e.g. not beach or hanging out at home attire)

d) Dressy t-shirts, short or long sleeve shirts including golf shirts, blouses, blazers and sweaters

UNACCEPTABLE ATTIRE:

Certain attire is not acceptable.  Some examples include, but are not limited to,

· Short shorts, miniskirts, cut off shorts and low rise pants that expose undergarments

· Shirts with inappropriate or offensive images or logos

· Revealing clothing – tops, skirts, dresses and pants that do not cover the chest, shoulders, back, midriff, bottom or undergarments while sitting, standing or bending

· Jeans of any colour and cargo pants

· Sports jerseys

· Exercise attire or work out wear, spandex or lycra, such as biker shorts, yoga pants, hoodies, sweatshirts/pants or track suits (at the discretion of the supervisor/manager some exceptions to this may occur for staff working in an exercise environment)

· Caps or hats, unless they are required for personal protection

· Flip flops, crocs, beach footwear or slippers

SUPERVISORS/MANAGER RESPONSIBILITIES:

· Supervisors/Managers are responsible to monitor and enforce the dress code in accordance with the guidelines. Management reserves the authority to make a final decision regarding appropriateness of a staff and/or volunteer member’s attire.  A supervisor/manager may approach an individual if, in their opinion, clothing is not appropriate for their job and does not meet professional standards.

· Employees found to be non-compliant with the dress code will be given the opportunity to address the issue at the workplace if possible or by returning home on unpaid time to comply with the guideline.

· Repeated non-compliance with dress code may be considered a performance issue, up to and including disciplinary actions taken, in conjunction with the Executive Director.

JEANS DAY or CASUAL FRIDAY:
· Participation in “Jeans Day or Casual Friday” Acceptable dress on these days includes jeans and cargo pants provided that they are neat, clean and in good repair.  All other attire considered inappropriate (see above) may not be worn on “Jeans Day or Casual Friday”

· Consideration for special themed dress may be given at the discretion of the Executive Director but must be appropriate for the type of service provided (e.g. Rodeo days, pink shirt day and other special events)

Employees or volunteers may face more severe consequences up to and including termination, if:

· Their appearance causes irreparable damage, like loss of a major client/contract.
· They repeatedly violate the dress code.

Revised/Reviewed Date:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.


