(ORGANIZATION) Guideline 002.08.01
Professional Business Conduct 
Subsection: 002.08.01.01 – Dress Code

	Area:
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	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Functions Guideline
	CEO
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	· Financial Functions Guideline
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	· Clinical Functions Guideline
	CMO
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	Dates Reviewed: 2005-2011
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	Purpose:
	To maintain a professional business atmosphere at (ORGANIZATION).

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff.

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.



	For more information:
	n/a


Text of Policy:

(ORGANIZATION) is a professional organization and, as such, all employees must conduct themselves in keeping with the accepted rules of confidentiality, current codes of professional ethics, and a professional and personal code of conduct which is in keeping with (ORGANIZATION)’s and the employee’s professional standing in the community.  

Employees are expected to behave like professionals and to treat fellow employees with the utmost courtesy.  This includes lending a hand to other employees as needed and as possible.  A “that’s not my job” attitude is strongly discouraged.

Each employee is responsible for keeping his/her working area, as well as common areas of the office (i.e. kitchen, conference room, living room) clean, neat, and professional looking.  In keeping with a professional office environment, employees should silence cell phones while in the office and only make or receive cell phone calls while on a break.
Employees are expected to act in a fiscally professional manner as well and safeguard (ORGANIZATION) assets for the exclusive benefit of the organization.  Each has a responsibility to report theft of material items or intellectual property, keep personal use of (ORGANIZATION) resources (including time) to a minimum, and to accurately report reimbursable business expenses.

(ORGANIZATION) employees are expected to act in an ethical manner. Employees are never to accept money, gratuities, ask for loans, or borrow the corporation’s property in return for doing their job at (ORGANIZATION).

Dress Code:
As representatives of (ORGANIZATION), employees should remember that their appearance is a direct reflection on the level of professionalism in the company. For this reason, all employees shall follow these basic guidelines in regard to dress and personal appearance. A semi-casual business dress atmosphere is maintained in the (ORGANIZATION) Austin office during general operations.  Visits from representatives of outside organizations, businesses, or agencies may require more formal attire or appearance.  Likewise, when representing (ORGANIZATION) at external meetings, conferences, trainings, or other events, more formal attire and appearance are generally required.  Questions about appropriate attire and/or appearance should be directed to a supervisor.  Management may impose additional appropriate standards and specifications as needed.

Semi-casual is a dress code in the American context. It is less presentational than business casual but not as laxed as full casual dress.
In general, closed toed shoes are appropriate. Sandals may also be appropriate in the summer and tennis shoes are acceptable as well. 

Nice looking dress jeans or synthetic pants are acceptable. Slacks that are cotton or other synthetic material, dressy shorts and capris are appropriate  Inappropriate pants include sweatpants, exercise pants, tight or short shorts and any spandex or other form-fitting pants such as biking pants.                                                                             
Casual dresses and skirts are acceptable. Dresses, sun dresses and skirts should be at a length at which you can sit comfortably in public, high cut in the front and no shorter than fingertip length. Mini-skirts, skorts, beach dresses and strapless dresses are inappropriate for the office.
A button-down shirt, semi-formal T-shirt, sweater shirt or sweater vest is acceptable. 
Almost any kind of coat, scarf or hat may pair with semi-casual dress in inclement weather. 

In most contexts, excessive jewelry is considered out of place with semi-casual dress. 
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