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Professional Appearance Standards

The City’s primary function IS providing
services to the public through daily
Interaction.

We set the example.

Therefore, not only should we be
professional, we shoula' dress
professionally.



Professional Appearance Standards

Unfoertunately, complaints: continue to be
recelved about City employees vielating
the Professional Appearance Standarads
Rolicy.

The following slides contain photos of
clothing and Items that are prohibited.



Prohibited Clothing

Clothing that allews the
midriff or posterior to be

exposed
= Shirts/blouses must be long

enough to stay buttoned or
tucked in.



http://www.hotfash.com/index.asp?PageAction=VIEWPROD&ProdID=5092

Prohibited Clothing

Scooeped, low. cut, spaghetti strapped, tank
top, or see through clothing



http://www.juniortrends.com/p-18494-gold-interlocking-waist-band-wrap-top-7950.aspx
http://rds.yahoo.com/_ylt=A9G_bDipErpLX38AcqmJzbkF;_ylu=X3oDMTBxcGFvcGhhBHBvcwM0NARzZWMDc3IEdnRpZANJMDAxXzcw/SIG=1lraeemki/EXP=1270572073/**http%3a//images.search.yahoo.com/images/view%3fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253Fp%253Dspaghetti%252Bstraps%252Btops%2526b%253D41%2526ni%253D20%2526ei%253DUTF-8%2526xargs%253D0%2526pstart%253D1%2526fr%253Dyfp-t-909%26w=245%26h=376%26imgurl=www.kids-biz.co.uk%252FKidsbiz%252FProducts%252Fimages%252FT-Shirts%252FJT73B%252520Spaghetti.jpg%26rurl=http%253A%252F%252Fwww.kids-biz.co.uk%252FKidsbiz%252FProducts%252FTShirts%252FJT%252520Spaghetti%25252073B.htm%26size=19k%26name=JT73B%2bSpaghetti%2b...%26p=spaghetti%2bstraps%2btops%26oid=dcb97de460741674%26fr2=%26no=44%26tt=262%26b=41%26ni=20%26sigr=12bs8belc%26sigi=1293s2o74%26sigb=13mhh286g

Prohibited Clothing

Unbuttoned shirts

x Empleyees who regularly wear neckwear can
abstain frem doing so on Fridays. From I\/Ia
1o September, employees may

apstain from any neckwear, but
must stillmaintain appropriate
professional attire.




Prohibited Clothing

Polo shirts are prohibited unless they are
of a uniferm color, have a City. |L.ego or
apsent-any logo, and worn tucked in, not
wrinkled, and pants are belted.

T-shirts are not ' }g '
authorized at any time. ) ‘


http://rds.yahoo.com/_ylt=A9G_bDlHqL9LIiMAsFqJzbkF;_ylu=X3oDMTBxbXFocW01BHBvcwM3OARzZWMDc3IEdnRpZANJMDAxXzcw/SIG=1k4bq75q8/EXP=1270938055/**http%3a//images.search.yahoo.com/images/view%3fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253Fp%253Dplain%252Bt-shirts%2526b%253D61%2526ni%253D20%2526ei%253Dutf-8%2526xargs%253D0%2526pstart%253D1%2526fr%253Dyfp-t-909%2526fr2%253Dsg-gac%26w=400%26h=400%26imgurl=rlv.zcache.com%252Fplain_eskie_tshirt-p23521578696865150635jn_400.jpg%26rurl=http%253A%252F%252Fwww.zazzle.com%252Fplain_eskie_tshirt-235215786968651506%26size=20k%26name=Plain%2bEskie%2bT%2bsh...%26p=plain%2bt-shirts%26oid=871f5a0b8fa43c3e%26fr2=sg-gac%26no=78%26tt=17478%26b=61%26ni=20%26sigr=11rnuh5do%26sigi=1218gd3pv%26sigb=13qcc8a7b

Prohibited Clothing

Wearing clothing attire that Is above the
knee without hosiery

IS' prohibited.
s Hosiery/ Is eptional when
Wwearing attire below: the

Knee. Attire must remain
below the knee when sitting.




Prohibited Clothing

Cropped pants are prohibited. Capri pants
are acceptable. Capri pants are defined
as being “women’s casual trousers with a
tapered leg that ends above the ankle

R?—"_
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Prohibited Clothing

SKkirts must be no shorter than the
extended tip of the longest

finger when the wearer Is
standing with' hands at
thelr side.



http://shop.nordstrom.com/S/2941364/0~2376776~2374327~2374336~2377666?mediumthumbnail=Y&origin=category&searchtype=&pbo=2377666&P=2

Prohibited Clothing

Denim clothing Will net be allowed for any
employee Who Works pramarly in an office
setting, with the fellowing exception. The
last Friday of every month, employees are
allowed to wear nice denim clothing,
properly laundered, unwrinkled, and In
good condition.



Prohibited Items

Foot wear such'as athletic shoes, flip fleps (with or
without a heel) and casual or thong sandals are

prehibited.

a Footwear should e
appropriate for the work
envirenment. Acceptable
items Include
oxfords, pumps,
boots and flats.



http://www.dinislosangeles.com/index.html?item=F&cat=W&style=3100
http://www.target.com/gp/detail.html/ref=sc_pgc_r_5_0_14091441/601-8202011-7090523?ie=UTF8&frombrowse=1&asin=B000CC0LTQ
http://rds.yahoo.com/_ylt=A9G_bHNSisdLoW0APf6JzbkF;_ylu=X3oDMTBxbmx2dGplBHBvcwMxNwRzZWMDc3IEdnRpZANJMDAxXzcw/SIG=1nt3n9i25/EXP=1271454674/**http%3a//images.search.yahoo.com/images/view%3fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253Fp%253DFLIP%252BFLOPS%252BWITH%252BHEELS%2526ei%253Dutf-8%2526fr%253Dyfp-t-701-s%26w=800%26h=600%26imgurl=i283.photobucket.com%252Falbums%252Fkk302%252Fxipyabe%252FIMG_e22d.jpg%26rurl=http%253A%252F%252Fcgi.ebay.com%252FNIB-FLIP-FLOPS-SZ-6-Womens-Shoes-Sandals-Platform-Heels_W0QQitemZ350215601981QQcmdZViewItemQQptZAU_Women_Shoes%253Fhash%253Ditem518a79ff3d%2526_trksid%253Dp4634.c0.m14%2526_trkparms%253D%25257c301%25253A0%25257c293%25253A1%25257c294%25253A30%26size=65k%26name=IMG%2be22d%2bjpg%26p=FLIP%2bFLOPS%2bWITH%2bHEELS%26oid=fb2af17ce98fabb6%26fr2=%26no=17%26tt=7072%26sigr=16lm9824q%26sigi=11m1ukuu5%26sigb=12srj72bm

Prohibited Items

No caps or sunglasses



http://rds.yahoo.com/_ylt=A9G_bF43CK1LGzkAqYmJzbkF;_ylu=X3oDMTBxZjBuNWw3BHBvcwM0NgRzZWMDc3IEdnRpZANJMDAxXzcw/SIG=1k8qba3pi/EXP=1269717431/**http%3a//images.search.yahoo.com/images/view%3fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253Fp%253Dsun%252Bglasses%2526b%253D41%2526ni%253D20%2526ei%253Dutf-8%2526xargs%253D0%2526pstart%253D1%2526fr%253Dsfp%2526fr2%253Dsg-gac%26w=800%26h=601%26imgurl=i28.photobucket.com%252Falbums%252Fc232%252FVdubStot%252Fsunglasses.jpg%26rurl=http%253A%252F%252Fwww.cosplay.com%252Fshowthread.php%253Fp%253D2617710%26size=95k%26name=sunglasses%2bjpg%26p=sun%2bglasses%26oid=af645e1bca30edac%26fr2=sg-gac%26spell_query=sunglasses%26no=46%26tt=3168889%26b=41%26ni=20%26sigr=11fccutnl%26sigi=11n8s6v6c%26sigb=13hafun98
http://rds.yahoo.com/_ylt=A9G_bDoEdLtLdV8Adw2JzbkF;_ylu=X3oDMTBwaG5sZzluBHBvcwMxBHNlYwNzcgR2dGlkA0kwMDFfNzA-/SIG=1jgca6sgb/EXP=1270662532/**http%3a//images.search.yahoo.com/images/view%3fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253Fp%253Dutep%252Bminer%252Bbaseball%252Bcaps%2526ei%253Dutf-8%2526y%253DSearch%2526fr%253Dyfp-t-909%26w=200%26h=200%26imgurl=www.primocaps.com%252Fretail%252Fncaa%252FZGVA01EP.jpg%26rurl=http%253A%252F%252Fwww.primocaps.com%252Fmcart%252Findex.cgi%253Fcode%253D3%2526cat%253D210%26size=14k%26name=ZGVA01EP%2bjpg%26p=utep%2bminer%2bbaseball%2bcaps%26oid=98db5408d29cde92%26fr2=%26spell_query=utep%2bminers%2bbaseball%2bcaps%26no=1%26tt=1%26sigr=11n6jf1c6%26sigi=11ag4pijl%26sigb=136frc887

Prohibited Items

Visible Tattoos or body piercings (other
than earrings).

S

.


http://images.google.com/imgres?imgurl=http://www.pleasurable.com/assets/images/db_images/db_tongue14.jpg&imgrefurl=http://www.pleasurable.com/html/samples_8.html&h=370&w=400&sz=13&tbnid=NvfPAsz4Sfp_9M:&tbnh=115&tbnw=124&prev=/images%3Fq%3Dtongue%2Bpiercing%26um%3D1&start=1&sa=X&oi=images&ct=image&cd=1
http://images.google.com/imgres?imgurl=http://tattoo.about.com/library/graphics/kmcbrow2.jpg&imgrefurl=http://tattoo.about.com/cs/pbrow/l/blkmcbrow2.htm&h=430&w=325&sz=101&tbnid=CEyluAzx0bdzsM:&tbnh=126&tbnw=95&prev=/images%3Fq%3Deyebrow%2Bpiercing%2B%252B%2Bphotos%26um%3D1&start=3&sa=X&oi=images&ct=image&cd=3
http://images.google.com/imgres?imgurl=http://www.steve.org.uk/Images/Tattoo/arm-band.jpg&imgrefurl=http://www.steve.org.uk/body/Tattoos.html&h=640&w=480&sz=110&hl=en&start=139&um=1&tbnid=n5RJ44CMKbh8QM:&tbnh=137&tbnw=103&prev=/images%3Fq%3DARM%2BTATTOO%2B%252B%2BPHOTOS%26start%3D120%26ndsp%3D20%26svnum%3D10%26um%3D1%26hl%3Den%26rls%3DRNWE,RNWE:2006-12,RNWE:en%26sa%3DN
http://images.google.com/imgres?imgurl=http://thumb5.webshots.net/s/thumb4/7/77/79/87477779cgqmEM_th.jpg&imgrefurl=http://community.webshots.com/user/phillmccrackin&h=73&w=100&sz=2&hl=en&start=386&um=1&tbnid=miI0gUPOh8xpoM:&tbnh=60&tbnw=82&prev=/images%3Fq%3Dlower%2Bback%2Btattoo%252Bphotos%26start%3D380%26ndsp%3D20%26svnum%3D10%26um%3D1%26hl%3Den%26rls%3DRNWE,RNWE:2006-12,RNWE:en%26sa%3DN

Prohibited Items

Unshaven, unkept, or ungroomed: facial
hair
= Employees must recognize that their
appearance Is a direct reflection
level of professionalism in

the erganization.




Professional Appearance Standard

Employees not conforming with the City’s
Professional Appearance Standards will'be
placed In an unpaid status and sent home.

An employee requiring an accommaodation
regarding their dress should contact the Human
Resources Department. Reasonable reguests for
pona fide reasons that do not result i undue
naradship will be granted.




Professional Appearance Standards

Ask yourself, does my shirt/
| lean forward?

nleuse fall open If

Can a customer see down my: shirt/blouse If |
am sitting and he/she is standing?

IS  my/ shirt/blouse transparent?

IS my pants or shirt/blouse too tight?



Professional Appearance Standards

Does my short sleeve shirt/bleuse hide my
alrm tattoo?

IS my: skirt too short when | Sit down?

Does my shirt/blouse ride up or do my pants
slide down when | am bending at the walist

Or squatting?



Professional Appearance Standards

If you' are unsure If a particular mode of
dressing IS prohibited, consult withr your
SuUpervisor or director in advance.

If youi are unsure if what you wish to wear
IS prohibited, then be on the safe side,
and don't wear: It.



ADMINISTRATIVE POLICIES AND PROCEDURES

Policy ID: Human Resources

Subject: Professional Appearance Standards
Creation Date: September 15, 2006 (Last Amended)
Revision Date: January 19,2007

Prepared By: Human Resources

DESCRIPTION: Professional Appearance Standards

POLICY: As representatives of the City of El Paso, employees must
recognize that their appearance is a direct reflection of the level of
professionalism in the organization. For this reason, all employees
shall follow these basic minimum standards in regard to dress and
personal appearance.

PROCEDURE: 1. Employees in an office environment that require contact with
the general public (i.e., citizens, contractors, governmental
representatives etc.) should dress in a manner that is in
keeping with the accepted standards of professional office
attire. Even though the essential functions of an employee's
job may not involve direct contact with the public, being
housed in a building where members of the public visit

~ constitutes direct contact. Athletic clothing and spandex
garments, unless job-related, are prohibited. Polo or golf
shirts, except those exhibiting a department or City logo and
which are of uniform color and style, are prohibited. Denim
garments are prohibited for employees who work primarily in
an office setting, except as authorized in Section 2.

2. Non-uniformed employees in non-office positions should
dress suitably for their work environment. Denim clothing
will not be allowed for any employee who works primarily in
an office setting, with the following exception. The last
Friday of every month, employees are allowed to wear nice
denim clothing, properly laundered and in good condition.

Footwear should also be appropriate for the work
environment. Acceptable items include oxfords, pumps, boots
and flats. Athletic shoes are prohibited. Hosiery is optional
when wearing attire below the knee. All other times, hosiery
is required.

LI

4, Employees who regularly wear neckwear, (i.e., neck ties, bow

1




APPROVED BY:

10.

ties) may abstain from doing so on Fridays. Additionally,
during the months of May to September employees may
abstain from any neckwear. Such employees must still
maintain appropriate professional attire.

A display of any tattoo, regardléss of its physical locations, is
prohibited. Employees that have obtained tattoos prior to the
effective date of this policy, must conceal the tattoo to the
greatest extent practical by use of clothing items, or naturally
colored concealing devices.

Body piercings (other than earrings) may not be visible. A
band-aid, or clear, inconspicous spacers are allowed to cover
the piercing. With any piercing, the piece of jewelry shall not
be worn while the employee is at work.

Any clothing, or manner of dress, that allows the midriff,
abdominal, or posterior area of the employee to be exposed is
prohibited. Scoop, low-cut or see through clothing is also
prohibited.  Shirts/blouses must be long enough to stay
buttoned and tucked in. Skirts must be no shorter than the
extended tip of the longest finger when the wearer is standing

‘with hands at their sides.

If an employee requires an accommodation regarding their
dress, they should contact the Human Resource Department.
Accommodation requests that are reasonable, for bona fide
reasons and do not result in undue hardship for the City, will
be granted.

An employee who is in doubt about the appropriateness of a
particular mode of dress must consult their supervisor or
Department Director in advance. Department Directors and
supervisors are charged with the responsibility of enforcing
these standards. Department Directors will make final
determination as to appropriateness of dress, if required.

Employee not conforming to the City's professional
appearance standards will be sent home. An employee may
return to work only when he/she is in full compliance with the
standards. In addition, employees who refuse to comply with
these standards will be subject to disciplinary action up to and
including termination of employment.

/%%A’-[v;/;éwﬂ | //93/’7

Jo%e Wilson, City Manager

Date
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