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1. INTRODUCTION

Employee’s form of attire is essential to create a positive image about the Company in the eyes of its Clients, Business Partners and the general public.
2. AIM OF THIS POLICY

2.1 To establish a Business Casual Dress Code that would enable employees to project a professional, business-like image while experiencing the advantages of more casual and relaxed clothing. Business Casual is a relaxed formal dress code, but it does not equate to dressing ‘casually’ in the wider sense.
2.2 To provide some guidelines to all employees about the form of attire that is expected of them, in order to remain presentable to Clients and the general public, thus displaying a positive and neat Company image. 
3. SCOPE OF THIS POLICY

This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees, regardless of whether they are directly involved with the public or not.
4. GUIDELINES TO BUSINESS CASUAL DRESSING FOR WORK

4.1 No dress code can cover all variations of work practice. Employees must exert a certain amount of dress sense in their choice of clothing to wear to work. If you experience uncertainty about what is acceptable, please ask your Manager or your Human Resources staff for guidelines.
4.2 Where an employee is required to meet with Company Clients, or attend a formal business meeting, where he or she represents the interests of this Company, either as a Consultant, Sales Representative, Presenter or otherwise, the Company expects such a person to dress appropriately. 
4.3 Not all casual clothing is suitable for the office. Guidelines in this policy will help you determine what is appropriate to wear to work. Clothing that works well for the beach, yard work, dance clubs, exercise sessions, and sports contests may not be appropriate for a professional appearance at work.
4.4 Clothing that reveals cleavage, your back, your chest, your feet, your stomach or your underwear is not appropriate for a place of business, even in a business casual setting.
4.5 Torn, dirty, or frayed clothing is unacceptable. All seams must be finished. Any clothing that has words, terms, or pictures that may be offensive to other employees is unacceptable. Clothing that has the Company logo is encouraged. Sports team, university, and fashion brand names on clothing are generally acceptable.
4.6 Some employees may want more prescriptive guidelines regarding the types of dress acceptable as Business Casual and the following list is designed to give some basic information on the types of clothes that are/are not, considered appropriate Business Casual attire.
4.6.1 Slacks, Pants and Suit Pants
Slacks of cotton or synthetic material, wool pants, flannel pants and nice looking dress synthetic pants are acceptable. Inappropriate slacks or pants include jeans, sweatpants, exercise pants, Bermuda shorts, short shorts, shorts, bib overalls, leggings and any spandex or other form-fitting pants such as people wear for biking.
4.6.2 Skirts, Dresses and Skirted Suits 
Casual dresses and skirts, and skirts that are split at or below the knee are acceptable. Dress and skirt length should be at a length at which you can sit comfortably in public. Short, tight skirts that ride halfway up the thigh are inappropriate for work. Mini-skirts, shorts, sun dresses, beach dresses and spaghetti-strap dresses are inappropriate for the office.
4.6.3 Shirts, Tops, Blouses and Jackets
Casual shirts, dress shirts, sweaters, tops, golf-type shirts and turtlenecks are acceptable attire for work. Most suit jackets or sport jackets are also acceptable attire for the office, if they violate none of the listed guidelines. Inappropriate attire for work includes tank tops; midriff tops; shirts with potentially offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; tops with bare shoulders; sweatshirts and t-shirts unless worn under another blouse, shirt, jacket, or dress.

4.6.4 Shoes and Footwear
Walking shoes, loafers, clogs, sneakers, boots, flats, dress heels and leather deck-type shoes are acceptable for work. Flashy athletic shoes, thongs, flip-flops, slippers, are not acceptable in the office.

4.6.5 Jewelry, Make-up, Perfume and Cologne
Jewelry and make-up must be worn in good taste, with limited visible body piercing. Remember, that some employees are allergic to the chemicals in perfumes and make-up, so wear these substances with discretion.

4.6.6 Hats and Head Covering
Hats, caps and balaclavas are not appropriate in the office. Head Covers that are required for religious purposes or to honour cultural tradition are allowed.
4.7 The Company has allowed the employees to dress casually but smart, i.e. jeans and tackies, etc. on those days that precede a week-end or Public Holidays, provided the conditions as stated in paragraph 4.2 are met.
4.8 In attending any social events or gatherings sponsored by the Company, the dress code will differ as per the nature of such social events. However under normal circumstances, unless otherwise stated differently, the dress code will range from smart casual to formal as per individual preference.
4.9 The Company reserves the right to request any employee to amend his or her form of attire at any stage, irrespective of the occasion or situation, including attendance at social events, if Management is of the opinion that such an action is necessary.
5. FAILURE TO COMPLY WITH THE COMPANY’S DRESS CODE POLICY

5.1 If the Dress Code fails to meet the required standards, as determined by the employee’s supervisor and Human Resources staff, the employee will be requested not to wear the unacceptable item to work again. 
5.2 If the problem persists, the employee will be sent home to change clothes and also receive a written warning for the first offense. 
5.3 Progressive disciplinary action will be applied if dress code violations continue.
6. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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