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I. PURPOSE 

To outline for employees, a dress code that allows employees to work comfortably, yet 
professionally, in the workplace, recognizing the variety of duties and environments employees 
may encounter in their duties.   
 

II. POLICY 
The Village strives to maintain a workplace environment that functions well and is free from 
unnecessary distractions and annoyances as well as provides a safety through identification and 
visibility for employees.   

 
III. DISCUSSION 

Our employees should project a professional image for our residents, customers, potential 
employees, business partners and community visitors. Acceptable personal appearance, like 
proper maintenance of equipment and work areas, is an ongoing requirement of employment.  
As part of that effort, the Village requires employees to maintain a neat and clean appearance 
that is appropriate for the workplace setting and for the work being performed. 

 
IV. ADMINISTRATION - GENERAL 
 

A. This policy outlines acceptable workplace and clothing attire.  
 

B. If you experience uncertainty about acceptable, business attire for work, please ask your 
supervisor or “when it doubt, leave it out.”. 
 

C. Any employee who does not meet the attire or grooming standards will be subject to 
corrective action and may be asked to leave the premises to change clothing.  
 

D. Clothing should be clean, pressed, never wrinkled, torn, dirty, frayed, or stained. All seams 
must be finished.  

 
E. Clothing that reveals too much cleavage, your back, your chest, your feet, your stomach or 

underwear is not appropriate. Tight, revealing, sleeveless or otherwise workplace-
inappropriate dress is not permitted  

 
F. Clothing that has logos, words, terms, or pictures is unacceptable.  

 
G. Clothing that has the Village or Department logo is encouraged.  
 
H. Employees should carry or wear their Village identification badge at all times while at work. 

 



 2 

I. Certain staff members may be required to meet special dress, grooming and hygiene 
standards, such as wearing uniforms, protective clothing, or department specific attire. 
 

J. Certain days can be declared dress down days, generally Fridays and weekends (Thursday 11 
pm through Sunday 10:59 pm). On these days, employees may wear jeans and casual shirts 
with a Village or department logo while complying with the remaining sections of the Policy.   
 

V. ADMINISTRATION –DRESS FOR OFFICE ENVIROMENT WORK  
 

A. Slacks:  Any dress slacks, dress cotton slacks, or capris. 
 

B. Skirts, Dresses, and Skirted Suits:  Dresses and skirts, and skirts that are split at or below the 
knee. Dress and skirt length should be at a length at which you can sit comfortably in public.  
 

C. Shirts:  Collared buttoned front shirts, polo-style shirts, sweaters, tops, blouses, quarter-zip 
shirts, and turtlenecks.  
 

D. Shoes and Footwear:  Black athletic shoes, loafers, dress boots, flats, dress heels, and 
leather deck-type shoes.  

 
E. Through a Village authorized supplier, the Village may provide embroidered or screen-

printed clothing with a Village or Departmental logo at a reimbursable rate of 50%, up to an 
amount not to exceed $35 annually.  All clothing provided by the Village shall have an 
embroidered or screen-printed Village logo.  Any additional costs will be the responsibility of 
the employee.    

 
VI. ADMINISTRATION –DRESS FOR PUBLIC WORKS OUTDOOR WORK  
 

A. Pants and shorts:  Solid colored pants or shorts.  Shorts are permitted between Memorial 
Day and Labor Day and when temperatures are above 65 degrees at other times throughout 
the year.  When conditions permit, work and safety conditions may prohibit the wearing of 
shorts. 

 
B. Shirts and Jackets:  Solid colored collared buttoned front shirts, polo-style shirts, quarter-zip 

shirts, and pre-approved safety yellow sweatshirts and t-shirts. 
 

C. Footwear:  Steel toed shoes shall be worn at all times.   
 

D. Hats and Head Covering:  Baseball, winter hats, and other hats that contain the Village logo.  
Under extenuating circumstances for seasonal weather conditions, the department head 
may allow exceptions for hats without the Village logo.    

 
E. Identification:  Employees shall wear an above-the-waist clothing item (hat, jacket, shirt, 

safety vest, etc.) identifying the employee as a representative of the Village of Bayside, at all 
times.    

 
F. Safety:  All safety clothing shall be safety yellow in color.  Safety vests or preapproved safety 

shirts or sweatshirts with reflective piping shall be worn at all times.   
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G. At the completion of training, as well as annually on or before May 1, for full-time Public 

Works employees, the Village shall 
 

a. Through a Village authorized supplier, provide work-related clothing in an amount not 
to exceed $100.  All clothing provided by the Village shall have an embroidered or 
screen-printed Village logo.   

b. Upon submission of a dated receipt, provide reimbursement for steel toed work boots 
and work gloves in an amount up to $50.   

c. Provide up to two (2) safety vests, one (1) pair of non-prescription safety glasses as 
necessary, two (2) pairs of work gloves.   

d. Any additional costs will be the responsibility of the employee.    
 


	A. Slacks:  Any dress slacks, dress cotton slacks, or capris.
	B. Skirts, Dresses, and Skirted Suits:  Dresses and skirts, and skirts that are split at or below the knee. Dress and skirt length should be at a length at which you can sit comfortably in public.
	C. Shirts:  Collared buttoned front shirts, polo-style shirts, sweaters, tops, blouses, quarter-zip shirts, and turtlenecks.
	D. Shoes and Footwear:  Black athletic shoes, loafers, dress boots, flats, dress heels, and leather deck-type shoes.
	E. Through a Village authorized supplier, the Village may provide embroidered or screen-printed clothing with a Village or Departmental logo at a reimbursable rate of 50%, up to an amount not to exceed $35 annually.  All clothing provided by the Villa...
	A. Pants and shorts:  Solid colored pants or shorts.  Shorts are permitted between Memorial Day and Labor Day and when temperatures are above 65 degrees at other times throughout the year.  When conditions permit, work and safety conditions may prohib...
	B. Shirts and Jackets:  Solid colored collared buttoned front shirts, polo-style shirts, quarter-zip shirts, and pre-approved safety yellow sweatshirts and t-shirts.
	C. Footwear:  Steel toed shoes shall be worn at all times.
	D. Hats and Head Covering:  Baseball, winter hats, and other hats that contain the Village logo.  Under extenuating circumstances for seasonal weather conditions, the department head may allow exceptions for hats without the Village logo.
	E. Identification:  Employees shall wear an above-the-waist clothing item (hat, jacket, shirt, safety vest, etc.) identifying the employee as a representative of the Village of Bayside, at all times.
	F. Safety:  All safety clothing shall be safety yellow in color.  Safety vests or preapproved safety shirts or sweatshirts with reflective piping shall be worn at all times.
	G. At the completion of training, as well as annually on or before May 1, for full-time Public Works employees, the Village shall
	a. Through a Village authorized supplier, provide work-related clothing in an amount not to exceed $100.  All clothing provided by the Village shall have an embroidered or screen-printed Village logo.
	b. Upon submission of a dated receipt, provide reimbursement for steel toed work boots and work gloves in an amount up to $50.
	c. Provide up to two (2) safety vests, one (1) pair of non-prescription safety glasses as necessary, two (2) pairs of work gloves.
	d. Any additional costs will be the responsibility of the employee.

