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<<Company Name>> 

Dress and Appearance Policy 
 

 

1. Introduction  

 
Employees of <<Insert Company Name>> (“the Company”) are expected to maintain 
an appropriate standard of dress, appearance and hygiene to ensure that the 
Company‟s professional image and reputation are maintained both in the workplace 
and when working remotely. This policy is designed to guide employees on the 
required standards of dress and appearance. 
 

This policy is not exhaustive in defining acceptable and unacceptable standards of 
dress and appearance and the Company expects employees to use their common 
sense in dressing for work. The management team of <<Insert Company Name>> will 
be the sole judge of what is and is not appropriate for the purposes of this policy. 

 
Employees are required to be neat, clean, well-groomed and presentable whilst at 
work, whether working on the Company‟s premises, remotely or elsewhere on 
Company business. 
 
When working remotely, and taking part in video meetings (e.g. via Teams or Zoom), 
employees‟ appearance should be in line with the standards of this policy, particularly 
when holding meetings with customers or clients. 
 

Employees will never be asked to wear inappropriate clothing such as short skirts or 
low-cut tops, shoes of a particular height or instructed to wear make-up.  

 
If employees do not comply with these rules, they will be subject to disciplinary action. 
In addition, and depending on the circumstances, employees may be required to go 
home and change their clothing. If this happens, employees will have no right to be 
paid for the duration of any absence from work. 

 

2. Religious and Cultural Dress  

 

The Company recognises the diversity of cultures and religions of its employees and 
accepts that members of certain ethnic or religious groups are subject to strict religious 
or cultural requirements in terms of their clothing and appearance. Employees may 
wear appropriate religious and cultural dress (including clerical collars, head scarves, 
skullcaps and turbans) unless it creates a health and safety risk to the employee or any 
other person or otherwise breaches this policy. 

Subject to necessary health, safety, security and hygiene requirements, the Company 
will take a sensitive approach and not insist on dress rules which run counter to 
religious or cultural norms. However, priority will be given to health and safety, security 
and other similar considerations. Employees who are uncertain as to whether an item 
of clothing is acceptable or who require further information and guidance on cultural 
and religious dress in the workplace should speak to <<State Job Title E.g. their Line 
Manager OR the HR Manager>>. 
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3. Company Dress Code 

EITHER: 
 

3.1 [Employees are expected to wear formal business attire during all working hours 
which, to avoid confusion, would generally be interpreted as: 

3.1.1 A business suit or smart jacket or blazer plus coordinating trousers or 
skirt and smart shirt or blouse. Male employees must also wear a tie. 
Female employees may wear a dress and jacket as an alternative to a 
suit. Appropriate shoes must be worn.  

3.1.2 Hair should be neat, tidy and well-groomed. Unconventional styles and 
extreme and unnatural hair colours are not acceptable. 

3.1.3 Jewellery must not be excessive or unconventional. 

3.1.4 Excessive and visible tattoos and body piercing are not considered 
appropriate for the Company‟s professional work environment. 

3.1.5 The Company understands that there may be circumstances that make 
it difficult for some employees to follow this formal business attire dress 
code (if, for example, an employee has a disability or is experiencing 
menopausal symptoms). If this is the case, employees should speak to 
<<state job title e.g. the line manager or the HR Manager>> to discuss 
how the Company can support them and make reasonable adjustments 
where possible. 

3.1.6 [As an exception to the formal business dress requirements above, the 
Company allows its employees to „dress down‟ and wear casual clothes 
to work every <<Insert Day E.g. Friday>>, provided that they do not 
have an appointment with a client, customer and/or supplier or are 
interviewing potential staff. Clothing must be neat, clean and in a good 
state of repair. The dress-down policy prohibits the wearing of:  

3.1.1.1.1 Un-ironed, scruffy or torn clothing; 

3.1.1.1.2 Revealing and/or transparent clothing; 

3.1.1.1.3 Shorts; 

3.1.1.1.4 Clothing with slogans or insignia that could cause offence.]] 

OR 

 

3.1.1 [Employees must ensure that they wear their uniforms [and name 
badges] at all times during working hours, unless advised otherwise by 
their 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. 

3.1.2 The Company understands that there may be circumstances that make 
it difficult for some employees to follow this dress code (if, for example, 
an employee has a disability or is experiencing menopausal symptoms). 
If this is the case, employees should speak to <<state job title e.g. the 
line manager or the HR Manager>> to discuss how the Company can 
support them and make reasonable adjustments where possible. 

3.1.3 Uniforms remain the property of the Company and damage or loss must 
be reported to <<Insert Job Title E.g. their Line Manager>> as soon as 
possible. Employees must take responsibility to ensure that good care is 
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taken of uniforms and may be required to pay for clothing damaged or 
lost through negligence. In instances where a missing item would place 
an employee‟s health or safety at risk, the item(s) will be replaced 
immediately.  

3.1.4 [When employees are issued with items of protective clothing e.g. hard 
hats, masks or gloves, employees are required to wear protective 
clothing appropriately while carrying out their duties whenever required 
by law or by the Company‟s rules. 

3.1.5 Employees must take reasonable care to ensure that protective clothing 
is not damaged, lost or stolen. Any damage or loss must be reported to 
<<Insert Job Title E.g. their Line Manager>> as soon as possible. In 
instances where a missing item would place an employee‟s health or 
safety at risk, the protective clothing will be replaced immediately.] 

3.1.6 [Any employee whose job involves working with machinery or working 
with food must keep his/her hair either short or tied back and must not 
wear any jewellery other than a wedding ring. These rules are in place 
for reasons of safety and hygiene.]] 

OR 
 

3.1 [Employees whose job does not bring them into contact with [clients] OR 
[customers] may wear casual clothing to work. However, this policy prohibits the 
wearing of:  

3.1.1 Revealing and/or transparent clothing; 

3.1.2 Un-ironed, scruffy or torn clothing; 

3.1.3 Shorts; 

3.1.4 Scruffy and/or torn trousers; 

3.1.5 Sports clothing e.g. tracksuits and/or football shirts; 

3.1.6 excessive or unconventional jewellery; 

3.1.7 Clothing with slogans or insignia that could cause offence.] 

 

4. Monitoring and review 

 
The Company will review this dress and appearance policy periodically to ensure that 
it reflects appropriate standards and continues to meet our needs. 

 
This policy does not form part of employees‟ terms and conditions, and the Company 
can amend it at any time.  
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