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1. Introduction  

1.1 Royal Blind and Scottish War Blinded, for the purposes of this policy referred to as the Royal Blind Group, aspires to a corporate personality that is approachable, forward thinking, professional, positive and empowering. 
1.2 It is essential that staff maintain an appropriate standard of dress and personal appearance at work and to conduct themselves in a professional manner. The purpose of our Dress and Personal Appearance Policy is to establish basic guidelines on appropriate clothing and appearance at our workplaces, so that we:
· promote a positive image and employees look professional
· respect religious, racial and gender-specific clothing requirements and those of employees with disabilities where possible
· take account of health and safety requirements, and
· help employees decide what clothing it is appropriate to wear to work.
1.3 It is important that all employees dress in a manner appropriate to their working environment and the type of work they do. Some services and roles within Royal Blind Group may also have specific requirements that result in particular clothing demands, for example, because their work raises health and safety risks.  Where this is the case uniforms and appropriate protective clothing will be issued to employees.
1.4 We expect employees to take a sensible approach to their dress and personal appearance in the context of their own role, the expectations of their manager and this policy. Any queries employees have regarding the operation of our policy (including whether an article of clothing is suitable to wear to work) should be directed to in the first instance to their line manager.
1.5 This policy applies equally to all employees and supply staff. Agency staff working with the Royal Blind Group and other contractors will be required to comply with the principles outlined for the duration of their service provision, however their own organisation’s policies will apply to issues of concern.  

1.6 This policy does not form part of any employee’s contract of employment. It will be reviewed regularly and may be amended from time to time as required by the Royal Blind Group and employment legislation. An up-to-date version of the document can be accessed on the Intranet or obtained from the employee’s line manager or Human Resources Department. 

2. Dress and Personal Appearance requirements

2.1 While working for the Royal Blind Group employees represent the organisation (with clients, service users and the public). Our employees’ appearance contributes to our reputation and image. 
2.2 We expect our employees to follow the requirements below in relation to their dress and personal appearance at work within the Royal Blind Group. 
· Where we provide safety clothing and equipment, including protective footwear, it should be worn or used as appropriate and directed. 
· Where we provide uniform this must be worn at all times. 
· All employees must appear clean and smart at all times.
· Employees should not wear gym clothing to work except if their role specifically requires this.  This includes track suits, sports t-shirts (including football colours) and jogging bottoms.
· Employees should not wear any item of clothing to work that carries wording or pictures that might be offensive to others (including slogans).

· Employees should not wear clothing to work that exposes areas of the body which would normally be covered at work such as cut off shorts, hot pants, crop tops and items made of see through material.

· Employees must not display any item of underwear.  
· Employees clothing should not wear clothing to work that is dirty, frayed or torn.
· Employees should not wear clothing or jewellery to work that could present a health and safety risk to them, to colleagues or to service users/customers. 

· Employees must not have exposed tattoos that contain any content which the management considers offensive to others.
· Employees should ensure that items of make-up, such as false nails, do not inhibit their ability to carry out their work.   

· Employees’ footwear must be safe, clean and take account of health and safety considerations for the role they are carrying out. 
2.3 Employees delivering direct and personal care are expected to follow the additional requirements below:
· Where uniform is worn, it must never be worn outside the work premises (with the exception of Kidscene staff). 
· Employees with long hair must have their hair tied back at all times. 

· Employees are not allowed to wear any jewellery apart from ear studs and wedding band. 

3. Religious and Cultural Dress
3.1 Employees may wear religious and cultural dress (including clerical collars, head scarves, skullcaps and turbans) unless it breaches this policy or compromises the health and safety of the wearer, their colleagues or any other person.  
3.2 If in doubt, the employee’s line manager should take advice from the Human Resources Department about appropriate cultural dress and customs, or from Facilities Manager if the issue relates to health and safety.

4. Implementing the Dress and Personal Appearance Policy. 
4.1 Managers are responsible for ensuring that staff observe the standards set by this dress code at all times.  
4.2 Failure to comply with this policy may result in action under the Royal Blind Group Disciplinary Policy. 
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