SH 600 Responsibilities of Employees

SH 650 Employee Dress Code

Revised: 9/01


Policy

Staff members must dress appropriately for the community served and the job being performed keeping in mind that the idea of fostering a positive professional image of the library system is important to public acceptance and support. Supervisors will discuss inappropriate dress with individual staff members.

Guidelines
Staff will wear clean and well-maintained attire appropriate to the type of work they do. Shoes are required and must also be well maintained. Good grooming is required.

In compliance with this policy, the following are examples of unacceptable attire:

· Soiled/tattered/torn clothing.

· Tops: Backless tops; halter tops; midriff-baring tops – including when bending and stooping; tank tops; strapless tops; spaghetti strap tops; *t-shirts and sweat shirts except for Pages not working service desks and for MLS and MLS Friends related shirts on casual Friday; shirts with slogans, advertising or graphics other than appropriate brand identification and MLS/MLS Friends logos.

· Pants: *Shorts; *capri pants; *warm-up suits/jogging suits/wind suits – i.e. athletic-looking attire; *sweat pants; *tights as pants/Leggings as pants with top that does not cover hip area; stirrup pants with tops or blouses that do not cover the hip area; *Jeans, except for Pages and casual Friday; pants must be worn at waist (no sagging).

· Dresses and skirts: *Skirts/dresses shorter than 4” above the top of knee cap – where there is a conflict in opinion, supervisor has final say; strapless dresses; spaghetti-strap dresses.

· Shoes: Shoes unsafe for work conditions (see MLS Safety Rules), including open-toed shoes worn during lifting, shelving, carrying and pushing book trucks; flip-flop type sandals – thong-type; bedroom slippers.

Enforcement
Employees deemed by supervisors to be dressed inappropriately may be sent home on their own time to change. Inappropriate dress will be taken into consideration in performance appraisals – Good Employee standards and possibly others if safety is an issue.

This code does not apply to uniformed employees.

* Non-public-service staff may wear these clothes under circumstances determined by the supervisor (Special workdays, for special projects/events, inclement weather days, etc).

Note: The MLS will make every effort to accommodate employees’ religious beliefs and ADA qualified disabilities.

Casual Fridays – established for the purpose of promoting the MLS by allowing staff to wear MLS-logo shirts on Fridays only. Staff may make a choice between wearing approved every-day dress on Fridays, or casual clothing that still meets the definition of this dress policy.

Dress Code Definitions (meant to serve as examples – not all inclusive)

	Acceptable

	· Neat

· Clean

	Outfits:

· Dresses

· Casual dresses (including denim)

· Coordinated knit outfits that are not blatant or stylized athletic wear
	· Business suits

· Skirts and tops that meet guideline

· Culottes/split skirts – must be full enough to look like skirts

	Tops:

· Woven blouses

· Polo-type shirts

· Sweaters

· Knit or Cotton Tops (including dress/refined T-shirts of type often used for layering or worn 
	under jackets/blazers)

· Jackets

· Blazers



	Pants:

· Casual pants/slacks

· Dress pants/slacks


	Shoes:

· Safe for working conditions

· Clean and in good repair


	Not Acceptable

	Clothing that is:

· Torn

· Frayed
	· Holes

· Ragged

· Stained/Dirty


	Outfits:

· Strapless dresses

· Spaghetti-strap dresses

· Dresses and skirts that are shorter than 4” above top of knee caps

· Athletic attire
	· Wind suits

· Sweat suits

· Warm-up suits

· Work-out suits

· Skorts – look like shorts in back and skirt in front


	Tops:

· Backless tops

· Halter tops

· Tops that expose midriff – including when bending and stooping

· Tank tops

· Strapless/shoulder-less tops
	· Spaghetti strap tops

· Sweatshirts (except for MLS-related shirts on casual Friday)

· T-shirts of the knitted jersey, sport type (except for MLS-related shirts on casual Friday)

· Shirts with large advertising/logo graphics other than MLS and Friends-related graphics/logos



	Pants:

· Jeans except when designated by policy

· Cutoffs

· Shorts

· Capri pants
	· Sweat pants

· Tights worn as pants without long top that covers hip area

· Leggings worn as pants without long top that covers hip area

· Stirrup pants without long top that covers hip area

· Pants sagging below waist

	Shoes:

· Unsafe for working conditions

· Thong-type/flip-flop sandals

· Bedroom type slippers meant for indoor wear – terry, fur, fleece, etc.
	· Open-toed shoes in working conditions that could lead to foot injury

· Shoes that don’t meet requirements of MLS Safety Rules
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