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Friends Aware, Inc.

Dress Code Policy and Attire Guidelines

Board members, consumer families, state officials and others frequently visit and inspect our facilities.  As an employee of Friends Aware, each one of us is a representative for the agency in our efforts to grow and secure a prosperous future.  You are asked to dress and to maintain your appearance in a manner appropriate to standards of good taste in a business environment.

Clothing and hairstyles are constantly changing.  We recognize that different styles of dress are appropriate for different work locations, types of jobs, and personal appearance characteristics.  When deciding what appropriate attire is, it is important to remember that at any time in the workday you could be called upon to represent FAI and its interests to the community.  Dress to be professional and avoid extremes.  

The following chart provides attire guidelines for FAI’s various departments, based on acceptable work attire and safety concerns:
	Item
	Administration and Management
	Training Center and Vocational
	Residential

	Dress Slacks
	Y
	Y
	Y

	Dresses (not more than 3” above the knee)
	Y
	Y
	Y

	Blouses
	Y
	Y
	Y

	Sweaters
	Y
	Y
	Y

	Skirts (not more than 3” above the knee)
	Y
	Y
	Y

	Suits
	Y
	Y
	Y

	Ties
	Y
	N
	Y

(special occasions only)

	Casual Slacks (Dockers, etc.)
	Y
	Y
	Y

	Golf Shirts
	Y
	Y
	Y

	Casual Shirts (button-up shirt)
	Y
	Y
	Y

	Dress “skorts” (not more than 3” above the knee)
	Y
	Y
	Y

	Pants w/stirrups
	N
	N
	N

	Shorts (no more than 3” above the knee)
	Y
	Y
	Y

	Jeans (not faded or torn)
	Y
	Y
	Y

	Leggings
	N
	N
	N

	Sweatshirts (if appropriate) 
	Y
	Y
	Y

	T-shirts (if appropriate) 
	Y
	Y
	Y

	Midriff tops
	N
	N
	N

	Spandex
	N
	N
	N

	Capri Pants
	Y
	Y
	Y

	Athletic Clothing/Sweatpants
	N
	N
	N

	Hats/Caps (outdoors only)
	Y
	Y
	Y

	Tennis Shoes 
	Y
	Y
	Y

	Heels
	Y
	N
	Y
(special occasions only)

	Sandals
	N
	N
	N

	Flip-Flops
	N
	N
	N


When deciding what is appropriate, please keep in mind:

· Do not wear clothing that is excessively tight, loose, or revealing.

· Undergarments must be covered at all times.  

· Do not wear clothing that displays pictures, logos, or words that could be offensive to others.

· Do not wear clothing that is ripped, torn, or unclean.  

· For safety reasons, employees are asked to remove facial piercings and dangling jewelry while at work.

Inappropriate or improperly attired employees will be counseled through the disciplinary process and sent home to correct their attire.  The time spent going home to change will be charged to the employee’s available personal time.  

I have read and understood the above stated procedures.

____________________________________

(PRINT NAME)

Signature:  
_______________________________

Date:
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