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1.0 Purpose

This policy establishes the Local Hospital standards and expectations for personal appearance and grooming standards.

2.0 Persons affected

   All LH employees, contract staff, volunteers, and physicians.

3.0 Policy

It is the policy of Local Hospital (LH) to recognize the importance of the professional appearance in staff in maintaining an atmosphere which respects a diverse community, assures a safe work environment and is conducive to the delivery of quality healthcare services.  LH is proud of its employees and encourages them to show their pride in the LH by dressing and grooming in a manner that displays a positive, professional image.  Employees are encouraged to remember that their appearance is an important standard in which patients, visitors and the public judge LH.

4.0 Responsibilities

It is the responsibility of all employees and contract staff to comply with the standards and guidelines set forth in the policy.

Each Department Director will be accountable for the professional appearance of their department.

5.0 Procedures:
	
5.1 General Guidelines

5.1.1 Appropriate oral and body hygiene is to be maintained.
5.1.2 Employees should be free of offensive body odors.  This includes strong perfumes and smoke as some individuals may be sensitive to strong fragrances.
5.1.3 Makeup is to be worn in moderation.
5.1.4 Fingernails are to be clean and professional in appearance. Individual departments may institute additional measures to those above to comply with established standards of care. 
5.1.5 Hair is to be neat and clean.  Extremes in dyeing, bleaching or coloring are not acceptable.  Beards and mustaches are permitted, but are to be neatly trimmed and clean.  


5.1.6 Hats and head coverings are not appropriate unless required by uniform or medical condition.

5.2 Accessories, body piercing and tattoos

5.2.1 Jewelry should not be functionally restrictive, dangerous to job performance or excessive.
5.2.2 Body piercing will be limited to the ears.  Other facial jewelry such as eyebrow, nose and lip rings, gauges, spikes and tongue studs are not to be worn.  All other body piercing must not be seen through or under clothing.  Earrings should be tasteful and appropriate for all business and professional attire.
5.2.3 Body art in the form of tattoos and other skin pigment alterations is a personal choice; however, management reserves the right to ask an employee to cover anything that is deemed to be excessive, offensive or inappropriate for viewing by patients or other staff.

5.3 Footwear

5.3.1 Shoes for the workplace must provide safe, secure footing and offer protection against hazards.
5.3.2 Canvas or athletic type shoes are acceptable as long as they are clean and appropriate for the position.
5.3.3 Rocker or Toner shoes or any shoe that is created to destabilize how a person walks are not acceptable.
5.3.4 Beachwear, foam or athletic flip flops and slippers are not acceptable.
5.3.5 If the foot and/or toes nails are exposed, feet and toe nails must be clean and well groomed.

5.4 Clothing

5.4.1 Clothing is to be neat, clean and pressed.  Torn, dirty or frayed clothing is unacceptable.  All seams must be finished.
5.4.2 Appropriate undergarments are to be worn at all times.  Colored/patterned undergarments are inappropriate under white or light clothing.
5.4.3 Pants should be of an appropriate length, should not touch the floor and should provide adequate covering so undergarments do not show when performing routine tasks.  Leggings and stirrup pants may be worn under professional tops that reach mid-thigh.  Capri pants must be professional; long enough to cover the knee cap and may not have cargo pockets or draw strings at the bottom.  Pants that are considered inappropriate include 
jeans, sweatpants, exercise/yoga pants, shorts, Bermuda shorts, bib overalls and any form fitting/spandex pants.


5.4.4 Blue jeans may be worn on designated Jeans Days or during All-Day In Service.  They must be clean and in good repair with no rips or holes.
5.4.5 Skirts and dresses should be of professional style and length, reaching no shorter than 4 inches above the knee.  Skirts slits must also not be any higher than 4 inches above the knee.  Dresses/skirts that are not considered appropriate are mini-skirts, strapless dresses, sun dresses, and beach dresses.  Spaghetti strap and sleeveless dresses may be worn if covered by a jacket or sweater.
5.4.6 Shirts must be of professional style and length, reaching at or below the waistline so that they do not show the midriff at any time. T-shirts are not generally considered professional.  LH sponsored t-shirts may be worn if they are in good condition and are appropriate for the department.  Shirts with the LH logo are encouraged.  Shirts that are considered inappropriate are low-cut necklines, see-through, tube or halter tops, tank tops, t-shirts, excessively tight or loose shirts.  Sleeveless tops are not permitted unless they are covered by a jacket or sweater.

5.5 Name tags

5.5.1 Must be worn at all times during work hours for identification purposes.
5.5.2 Must be in good repair and not altered in any way.
5.5.3 Must be worn above the belt area with name and department fully visible to the public and other staff members.

5.6 Enforcement

5.6.1 This policy is a guideline and is not meant to be all inclusive.  Management reserves the right to use discretion in all matters of professionalism and appearance, even when an employee may technically be in compliance with the standards set forth.
5.6.2 If an employee is dressed inappropriately they may be asked to leave to change into more suitable business attire.  All time away from the job for this purpose will be unpaid time.
5.6.3 Any unusual attire or deviation from this policy may result in appropriate disciplinary action, up to and including termination.

5.7 Department Specific Guidelines

5.7.1 Dietary staff will wear scrubs.  No capris or skirts are allowed.  No nail polish or artificial nails.  Shoes must not have holes and may not have open toes or back.
5.7.2 Housekeeping/Laundry staff will wear scrubs.  Shoes must not have holes and may not have open toes or back.


5.7.3 Maintenance staff may wear black jeans if in good repair.  Collared shirts must be worn.  Hats may be worn if they are clean and in good repair as appropriate.
5.7.4 Patient Care staff will wear scrubs.  Skirts must fall below the knee.  Hair longer than shoulder length is to be confined so it will not fall forward over the face or onto the patient. Shoes must not have holes and may not have open toes or back. Fingernails are to be clean, trimmed and professional in appearance. Fingernails must not extend beyond the fingertip. Artificial nail enhancements are not to be worn.  Nail polish is permitted but must not be chipped, peeling or cracked. Anything applied to the natural nails other than polish is considered an enhancement and is not allowed.  This includes but is not limited to artificial nails, tips, wraps, appliques, acrylics and gels.  
5.7.5 Surgical Services staff will wear LH provided scrubs.  Please see the Surgical Services Infection Control Plan for additional requirements.
5.7.6 Athletic Trainers may wear athletic or cargo shorts on days scheduled to work with athletes or days of competitions.  Hats may be worn if they are clean and in good repair as appropriate.  If scheduled to work a full day at the hospital, appropriate business attire, as defined in the in the general guidelines, must be worn.
5.7.7 Department Directors should work closely with their Administrative Council member in the decision of department specific guidelines, for instance if scrubs are required.  Any exception must be approved by the Director of Human Resources and AC.
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