DRESS & APPEARANCE POLICY
INTRODUCTION
This policy is designed to guide employees on the required standards of dress and
appearance. All employee’s appearance must be professional at all times both within
the workplace and when representing the Company.
The policy is not exhaustive in defining acceptable and unacceptable standards of dress
and appearance, and staff must use common sense in adhering to the principles, which
underpin the policy. The management of the Company will be the sole judge of what is
and is not appropriate for the purpose of this policy.
The Company recognises the diversity of cultures and religions of its employees and will
take a sensitive approach when this affects dress and uniform requirements. However,
priority will be given to health and safety, security and other similar considerations.
Employees who must comply with a smart dress code
Office staff are not required to wear uniform. However, all employees are required to be
neat, clean and well groomed while at work, whether working on the Company’s
premises or elsewhere. Employees must adhere to the following standards, particularly
when in contact with customers or members of the public:
• clothing should be presentable and in good order;
• any jewellery should not be excessive;
• earrings must not be obtrusive or ostentatious. No other jewellery worn through
visible body piercings is permitted;
• ensure the cleanliness of shirts and blouses at all times. Rolled up sleeves will
only be permitted in exceptional circumstances. If a person has tattoos visible on
his / her arms, then rolled up sleeves will not be permitted in any event;
• pullovers should be washed carefully to avoid them appearing matted or
shrunken;
• trousers should be cleaned and pressed regularly and pressed with a defined
crease;
• boots or shoes must be black and cleaned and polished daily to achieve a good
shine;
• ties / cravats should be knotted centrally and kept clean;
• socks must be black or navy blue;
• hair should always be kept clean, neat and tidy, and in the case of long hair for
those on operational duties, it should ordinarily be tied back in a smart fashion.
Hair colour should be kept reasonably conventional/natural (i.e. avoiding
flamboyant or extravagant colours);
• make-up should be kept neat and tidy and worn only in a conventional fashion
(i.e. avoiding flamboyant or extravagant colours and styles); and
• earrings and other piercings/plugs which would be visible, must be removed
while you are at work.
If the Company has provided you with (PPE) then this should be worn at all times. This is
in accordance with the Company’s health and safety risk assessment recommendation;
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and on multi-personnel sites, uniformity should apply (i.e. one in pullover – all in
pullover).
Employees who are required to wear a uniform
Employees who are required to wear a uniform must also comply with the standards set
out above and ensure that they do so during working hours, unless advised otherwise by
their Line Manager. Uniforms must always be clean and worn in a presentable fashion.
The uniforms issued must not be altered in any way without the Company’s permission.
Where uniforms are issued by the Company, they remain the property of the Company.
Employees must take responsibility to ensure that good care is taken of them and return
any uniforms issued upon termination of employment.
Employees who are required to wear protective clothing and equipment
Employees who occupy roles that require protective clothing, e.g. safety footwear,
overalls, masks, gloves and goggles are required to wear this clothing as designed while
carrying out their duties whenever required by law or Company rules.
In addition, any employee whose job involves working with machinery must keep their
hair either short or tied back and must not wear any jewellery that could pose a risk to
their health and safety.
BREACHES
Any employee who disregards these rules will be subject to disciplinary action. In serious
cases, where an employee’s appearance is, in the Company’s view, unacceptable, the
employee will be required to return home to change. In these circumstances, the
employee will not be paid for the duration of their absence from work.
The Company reserves the right to review this policy on an individual case by case basis
should a reasonable request for review be presented by any employee. In such cases a
record will be kept on file.
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