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PURPOSE:  

This policy establishes a standard of dress and professional appearance for Jackson Purchase Medical Center Employees.  The hospital image is largely judged by the appearance and professionalism of the staff and accordingly we ask that all employees observe good habits of grooming and personal hygiene.  It is important to dress conservatively, in good taste and according to the requirements of the position.  Attention should be paid to safety, practicality, hospital image and customer interaction.

POLICY:  

A clean, neat, professional appearance is expected at all times.  Clothing, hairstyle, make-up and jewelry should be appropriate and selected to make a professional appearance, not a personal statement. Employees are required to dress appropriately for business while on the hospital premises or performing work/activities on behalf of the company.  This includes working hours and on call.  

To patients and visitors, employees are the hospital.  Most patients are more comfortable being cared for by an individual who projects a professional image.  A big part of the  “professional image” we project is our attire.

Department Directors will be responsible for enforcing the following professional dress policy.  Directors have the authority to require employees who come to work inappropriately dressed to leave work to change.  Employees will not be paid during this time away from work.  Non-compliance with the dress code will be handled through disciplinary action with the Department Director and the Human Resource Director.

The following standards apply to all JPMC Employees:

General Guidelines

1. Jackson Purchase Medical Center reserves the right to determine appropriate style clothing.

2. All clothing worn by employees must be neat, clean, in good repair and non-revealing.  No faded clothing or bleach stains.  All garments must be ironed and pressed according to clothing type.  Appropriate undergarments are to be worn and must not be visible through clothing or seen above waist while in a sitting position.

3. Hospital owned garments or scrub suits should not be worn in transit from home to work or vice versa.
4. Shoe covers, masks, gloves and any other personal protective wear should be discarded before leaving the operating room or any other area where they were used in caring for patients.  These articles are not to be worn outside the facility as well.

5. Jeans or denim clothing such as skirts, dresses, jackets, shirts and scrubs are not acceptable.

6. Tight clothing, low cut or hip hugger pants, low-cut or mid-drift blouses, see-through clothing, unbuttoned shirts/blouses, large slits in skirts/dresses, halter tops, shorts, miniskirts, capris or dresses two inches or more above the knee are not acceptable.  Pants should not be shorter than ankle length.

7. Scrub pants must be solid in color with no cuffs.  A small stripe down the side of the pant is acceptable. Pockets on legs are acceptable.

8. Scrub shirts can be solid, plaid, paisley, have geometric shapes, scrub hooded tops and/or flowers.  Scrub shirts can have stitching and monograms as long as used in moderation.  Scrubs cannot be camouflage, have animals, insects, butterflies, cartoon characters, crinkle material or words. Men may wear regular t-shirts underneath scrub top. Women may wear cotton or scoop neck shirts underneath.

9. Seasonal scrubs/sweaters can only be worn 7 days prior to the holiday. The following holidays are only acceptable for seasonal scrub tops: Christmas, Halloween, and Valentine’s Day.

10. No sport scrubs with insignia on the shirt or pants.

11. Housekeeping employees that are not required to wear a uniform are required to wear khakis and a polo with a collar.  Polos must be tucked in.

12. Dietary personnel are to wear provided hair coverings at all times according to policy. Uniforms required.  Plastic aprons in production areas and line.

13. No logo wear during shifts.  This includes short/long sleeve tees and crew neck sweatshirts and hoodies anytime or anywhere.  Departments with approved monogrammed uniform logo wear such as blouses, sweaters, cotton tops, jackets, and polos are acceptable.

14. No long sleeve zip-up hooded jacket or coats while working. Lab jackets or approved monogrammed wear only.  

15. Contract employees, volunteers, auxiliary and students must abide by JPMC’s dress code.

16. No tops/sweaters with hoods

17. No logo wear with lettering written across front/back or down side of shirt or sweater.

18. No thermal wear visible under uniforms.

19. No cargo pants or slacks that resemble jeans.  This would be braded pockets or material that is denim or colored that resembles jeans.

20. Sunglasses are to not be worn inside the facility.

21. Cell phones are to not be visible or used inside the facility. Break areas away from guests/patients are the only acceptable places to use a personal cell phone. Only departments that carry facility cell phones for business purposes are allowed.

Hair
Hair shall be maintained in a clean, neat; and professional manner at all times.  No extreme dye, tenting or bleaching of hair.  Fads in bright colors are not appropriate for the workplace.

Excessive ornaments, headbands on forehead or do rags are prohibited.  Simple barrettes, combs and pins are acceptable.  Headband scarves are acceptable.

Mustaches, beards, and sideburns must be neatly trimmed and no more than ½ inch in length.

Hairstyle must be one that will prevent contamination and provide patient safety.  Shoulder length or longer hair must be pulled back in a manner that will keep the hair back away from the face or from falling forward.

Departments that require head covering i.e. surgery, dietary, etc. are to wear head coverings. They may be solid, plaid, paisley, have geometric shapes, or flowers. Camouflage, animals, insects, butterflies, or cartoon characters are not allowed. Logos that are healthcare related are acceptable.
Tattoos

Visible tattoos are not acceptable. In the event that an employee has a tattoo/s, clothing must cover them.  No visible hickies.

Nails

· Clean, well-manicured fingernails must be maintained at all times.

· Nail length should be appropriate for the job duties to be performed.  Nail length should never be excessive of (1/4” or longer) for clinical employees due to CDC guidelines.

· Nail jewelry is prohibited if it would cause injury to the employee or others.

· Fingernail polish color should be in good taste (no bright colors or black), unchipped and present a professional appearance.  Pinks, corals, and clear in in-patient areas.

· Gel, Acrylic or other artificial nails are prohibited in patient care areas.  Artificial nails pose an infection hazard in patient care.

Jewelry

· Excessive jewelry of any kind is prohibited while on duty.

· Earrings will be limited to two (2) earrings per ear and must be on the outer rim of the ear or ear lobe. Earrings shall not dangle or extend below the bottom of the earlobe in such manner as to allow potential injury to the employee during patient encounters. 

· Non-patient areas, earrings shall be no longer or wider than one inch below the bottom of the ear lobe.

· No Gauging

· No piercing for male employees

· Rings in non-conventional places (i.e. nose, eyebrows, lips, tongue) will not be allowed.  An employee is not allowed to cover these piercings as a substitute.

Cosmetics/Hygiene

Good hygiene, to include daily baths and deodorant, is a common courtesy in health care facilities. Because of health laws, respect for the dignity of the individuals being served, and courtesy toward co-workers, it is imperative that all employees observe good personal hygiene. 

Nails should be clean and not interfere with one’s job. Perfumes, colognes or aftershave lotions should be used in moderation or not at all as these may be offensive to patients and interfere with the quality of care given.

All staff are required to be free of offensive odor, this includes:

· Body/Hair cleanliness 

· Clothing cleanliness

· Excessive lotions or perfumes

· Cigarette smoke

Name Badges

The hospital name badge is mandatory at all times while on duty with the picture, name and title visible. The name badge should be in a visible location on the upper portion of the body such as the collar, shoulder or centerline of the shirt. Do not clip it to your pants/skirt or anywhere visible at the waist area.  No stickers are to be placed on employee picture to block ID.   Employees in patient care areas may wear the name badge on a lanyard. The lanyard must be plain with no slogans or logo other than that of the hospital.  Lanyards are needed in Radiology due to the lead aprons and MRI policies.

No employee or volunteer, whether uniformed or in street clothes, while on hospital property, shall wear any button, badge or other insignia other than his/her employee name badge and that of his/her professional organization. Other insignias, pins, buttons, unless distributed by the medical center, shall not be worn while on hospital property.

Badge replacement cost will be a $5.00 charge after a one time complimentary replacement. Employees MUST pay at the registration desk and provide HR with receipt upon badge request. No emails for name badge requests. There is no charge for the replacement of badges that no longer work. Badges that no longer work must be presented to HR at the time of request. 

Shoes

1. Shoes should be clean, quiet and protective.

2. Open-toed shoes should not be worn by employees in clinical areas, patient care areas, materials management, dietary or environmental services.

3. No “canvas” shoes are to be worn by employees in clinical areas, patient care areas, materials management, dietary or environmental services due to infection control reasons.

4. Flip flops should never be worn while on duty, whether it be your normal shift or call back.

5. Dietary employees should wear slip resistant shoes.  A dark color is preferred to disquise grease stains.

6. Employees in clinical and patient care areas due to infection control guidelines must wear crocs without holes.

7. Socks/Hosiery is required for all employees.

Callback Dress

Employees are expected to be dressed appropriately when reporting for call back duty. We understand that employees are often dressed casually while taking call, however, we expect employees to use professional judgment in reporting to work. Employees are expected to be dressed in the following manner prior to having patient contact unless it will endanger a patient’s life to wait for the employee to change:

1. Street clothes with lab coat/name badge

2. Scrubs

3. Departmentally approved uniform

4.   No flip-flops
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