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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Dress Code Policy

When you are working, you are representing the Company.  Our standards for personal appearance are an important part of our success.  Appropriate dress, grooming, and personal ornamentation is necessary for your job.  While the office is typically a casual environment, employees who meet with external stakeholders – whether in the office or outside of the office – are required to have a professional business casual or business formal image, depending on the circumstances.

In general, employees are required to follow the guidelines below with regard to appropriate dress.  The following are unacceptable in the workplace:

· Ill-fitting clothes
· Revealing shirts 
· Short shorts and miniskirts 
· Athletic shorts
· Bare midriff tops
· Sheer clothing
· Worn, torn or tattered clothes
· T-shirts with inappropriate or offensive slogans, gestures, pictures, or advertising.

Reasonable accommodations may be made on a case-by-case basis for individually held religious beliefs. The Company will reasonably accommodate an employee’s religious beliefs regarding workplace attire unless the accommodation creates an undue hardship on the Company. If you have questions regarding the application of our personal appearance standards, please ask your supervisor or Human Resources. 
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