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I. PURPOSE
To instill confidence in the hospitals ability to provide services to patients and their loved ones with professionalism and compassion.
II. SPECIAL CONSIDERATIONS

Any employee who wishes to request an exception to any part of this policy for medical, religious or any other reasons must present the request, with supporting documentation, to Human Resources in writing.  A doctor’s note may be required.

III. DEFINITION
A. SMMC defines Clinical and Uniformed Departments as follows:
1. All Nursing Departments
2. Imaging Services
3. Laboratory Services
4. Respiratory Services
5. Pharmacy Services
6. Ambulatory Services
7. Material Management Service
8. Facility Management Services
9. Dietary Services
10. Rehabilitation Services
B. SMMC defines Non-Clinical and Non-Uniformed Departments as follows:
1. Patient Account Services
2. Health Information Management
3. Registration Services
4. Information Technology Services
5. Social Services
6. Human Resources
7. Administration
IV. GENERAL STATEMENT

A. St. Mark’s Medical Center (SMMC) is an organization of professionals whose appearance reflects the image of SMMC to its patients and visitors.

B. All personnel of SMMC are expected to present a conservative, neat and clean appearance according to the requirements of their position.  Because of the variety of jobs within the Hospital and sanitary and safety regulations, there are specific dress and grooming requirement for some areas.  Uniforms / scrubs are standard attire for clinical staff. 
C. Clothing should be clean, wrinkle-free, and fit properly.  Clothing should not appear to be too tight, short in length, faded, or in need of repair.  Appropriate personal hygiene is expected of all staff and includes clean teeth, hair, clothes and body.  As with all of duties at SMMC, personnel are expected to demonstrate professionalism and good judgment at all times in relationship to appearance.  If in doubt about the appropriateness of appearance remember that anything that could be considered distracting or not in the best interests of the hospitals mission and values is not permitted.

D. Employees who arrive at work inappropriately dressed as set forth in this policy will be sent home to change.  Under such circumstances, employees will not be compensated for the time away from work.  This policy applies to all full-time, part-time, volunteers, students, PRN, contract and agency staff, physicians and board.
E. Department Managers will explain what is acceptable in specific working areas and be responsible for enforcement of this policy.

V. POLICY
A. ALL EMPLOYEES – UNIVERSAL STANDARDS

1. Hygiene

Daily hygiene must include clean teeth, clean hair, clean clothes and a clean body.  Deodorant should be used.  Uniforms and business attire are to be clean, pressed and in good condition.  They should not appear too tight, too short, faded, or in need of repair.  Tobacco use is strongly discouraged.
2. Nails

Nails must be conservative in length and must be neatly manicured.  Fingernails shall not to exceed ½” beyond the fingertip.  Infection control guidelines may dictate more restrictive nail requirements in specific departments.  Extremely bold or bright polish colors such as neons, greens, blues, gold, silver or black are not permitted.  All nails must be solid in color and the same color.  Polish should not be chipped. No nail jewelry or art is allowed.  Exposed toenails must be neatly pedicured.  No colored nail polish permitted for male staff.
All staff, regardless of their position, must adhere to the fingernail policy set by Infection Control.

3. Scents

Because of the sensitivity of many of patients, visitors, and co-workers and due to the confined areas in which personnel come in contact with others, the use of strong fragrances or scents is not permitted.  Fragrances or scents are permitted if they are mild and are not used to mask body odor or the smell of tobacco products.
4. Makeup

Makeup should be used to enhance a natural look and should not detract from a person’s appearance.  Extreme or excessive makeup will not be allowed.

5. Eyewear

Eye contact is an essential part of communication with patients, visitors and co-workers.  Because sunglasses or glasses with any colored tinting can be a barrier to interpersonal communication, they may not be worn inside the facility.  Eyeglass frames of extreme fashion are not allowed.  If eye color is changed using colored or tinted contacts, the resulting color must be a natural eye color.  Decorated lenses (such as animal eyes) are not permitted.

6. Jewelry

a. Jewelry should be conservative and not elaborate.  It should not interfere with your work function or be a safety, noise, or health consideration.  Excessive jewelry will not be permitted.  When safety is a concern, chains must be worn inside the collar.
b. Jewelry may not be worn in any visible body piercing with the exception of up to two earrings worn in the lobe of the ear.    Due to safety issues, certain departments may be required to adhere to more restrictive jewelry guidelines.  Earrings are not to be worn by male staff members.

c. Staff may wear up to two rings per hand or a total of three on both hands.  Departmental policies may be more restrictive.

7. Tattoos & Body Piercing

a. SMMC strongly discourages visible tattoos on staff members.  Visible tattoos with profanity, nudity or gang-related symbols are not permitted and must always be covered by clothing, approved gloves, natural-appearing makeup or bandages.

b. Body piercing is permitted in ears only; no other visible body piercing is permitted.  See jewelry guidelines for additional information.
8. Name Badges

A name badge is part of each employee’s required attire.  Name badges must be visible and facing toward the front while on duty.  Name badges must be worn above the waist.  Nothing should be attached to the badge and no holes shall be placed in the badge.  Any badge holders used cannot promote or advertise the name of any other product, service or company.  Buttons and stickers are not allowed on badge holders, badges, or clothing unless provided by the hospital.  Service pins are considered jewelry.

B. CLINICAL AND UNIFORMED STAFF
1. Scrubs and Uniforms
a. Scrubs and uniforms are not considered personal protective equipment.
b. Scrubs and uniforms should be clean, wrinkle-free and fit properly.  Clothing should not appear to be too tight, short in length or in need of repair.  Proper undergarments must be worn at all times.
c. SMMC limits the wearing of hospital provided scrubs to Surgical Services.  These scrubs and lab coats are not to be worn by other staff members.  Staff leaving the facility with hospital provided scrubs must have prior management approval.

d. Scrubs and uniforms must be the department specific approved solid color.

e. Scrubs may have piping in a single, secondary contrasting color.  Staff wearing scrubs may wear an authorized matching cover-up or jacket as designated by department policy.  Cover-up & jacket colors must coordinate with department uniform color as specified in the department dress code.
f. Garments worn under scrubs and uniform tops must be may not be extreme colors such as neons, fluorescents, camouflage or prints.  The garment 1) may be visible at the neckline, 2) may not be visible at the bottom edge of the scrub top, 3) may not contain any visible logos or designs.
g. Medical staff will be provided with distinctive scrubs.  These are not to be worn by staff.
2. Shoes
a. Shoes should be kept clean and in good repair.  Shoes should be close-toed.  Appropriate socks and hosiery must be worn.  Ornamental or textured hosiery must not be worn.  Hose, not socks, shall be worn with skirts.  No bare feet or legs.

b. Shoes are an essential part of the uniform and image of a healthcare professional.  Shoelaces should be clean, in good repair and tied at all times so as not to create a tripping hazard.
c. Because healthcare work requires extended periods of standing and walking, shoes with adequate support are recommended.  Croc type shoes with holes are not allowed.  Crocs with a solid covering over the forefoot are allowed.  Shoes and socks should be conservative and predominantly white or of a solid color that coordinates with pant color.  Colors and patterns not allowed on footwear include:  neon colors, flashing lights or extreme patterns.
3. Hair

a. Hair should be clean and neat with no styles that would, by a reasonable standard, invite negative feedback from a patient or visitor.  Hair may not be dyed unnatural colors.  Hair ornaments, if worn, should be moderate and in good taste.  Conservative styles are recommended.

b. Shoulder length or longer hair should be pulled back or covered when there is a safety consideration.  In general, hair should be confined so it does not fall forward over the face or onto a patient while working.

c. Well-groomed & close-shaven is the male standard.  Trimmed beards, sideburns, and mustaches are allowed, but may not interfere with personal protective equipment.  

C. NON-CLINICAL AND NON-UNIFORMED STAFF
1. General

Non-uniformed staff will wear business professional attire.  To maintain the professional image of SMMC, business apparel should be clean, wrinkle-free and fit properly.  Clothing should not appear to be too tight, short in length or in need of repair.  Proper undergarments must be worn at all times.  Any clothing or accessory item which could be considered a distraction or is inconsistent with the look of a healthcare professional is not permitted.  Department-specific policies may be more restrictive than this hospital-wide policy.

2. Hair

Hair should be clean and neat with no styles that would, by a reasonable standard, invite negative feedback from a patient or visitor.  Hair may not be dyed unnatural colors.  Hair ornaments, if worn, should be moderate and in good taste.  Conservative styles are recommended.  Hair should be confined if it has a tendency to fall forward over the face or interfere with work.  

Well-groomed & close-shaven is the male standard.  Trimmed beards, sideburns, and mustaches are allowed.

3. Business Attire for Women

a. Conservative styles are recommended.  A complete list of appropriate/inappropriate attire would be impossible to write, therefore the following guidelines are being provided.

b. Examples of acceptable attire include:
i. A skirted suit with a business-style blouse or sweater

ii. A dress with or without a jacket

iii. Dress pants, and a business-style blouse or sweater, optionally with a jacket or blazer.  Cotton twill pants, including Dockers, Chinos or Lee dress pants, are permitted if neatly pressed, and do not fall above the ankle when standing.  
iv. Belts should be worn if belt loops are present on pants.  
v. Skirts should be no shorter than 2” above the knees.  
vi. Short or long-sleeved Oxford-style dress shirts are acceptable
vii. Designer labels are permitted.
c. Examples of unacceptable attire include:  
i. Denim or chambray pants, shirts/blouses or dresses/skirts of any color

ii. Sleeveless tops or dresses (unless covered by a jacket)

iii. Spandex, gauze, metallic or sheer fabrics, clinging knits
iv. Clothing of any type displaying promotions or advertising for any product or service. 
v. Capri pants, stretch pants, skorts, leggings, divided skirts

vi. Tops that reveal visible cleavage, tank tops, sweats 
vii. Jogging suits 
viii. Mini-skirts, skirts with slits ending more than 2” above the knee 
ix. Headcoverings
x. Shoes or clothes of extreme fashion
4. Business Shoes for Women
a. Shoes should be a dress style and be clean and in good repair.  

b. Dress sandals, in conservative colors, with at least a one inch heel are 
         permitted as long as nail standards are adhered to.
c. Platforms may be worn with no greater than a one inch toe height
d. Heels and wedges shall be no higher than three inches

e. No casual footwear such as clogs, athletic shoes, western or hiking
         boots, or flip flops
f. When selecting shoes, consider the amount of noise they make on
hospital floors, it should be minimized.
5. Business Attire for Men

a. Conservative styles are recommended.

b. Examples of acceptable attire include:  
i. Business suits or color-coordinated sport coats; dress shirts.  
ii. Ties are generally required as business attire, but quality polo shirts may be worn.  
iii. Shirts should be tucked in.  Designer labels are permitted.    
iv. Belts should be worn when belt loops are present on pants.  
v. Pants should not fall above the ankle when standing.
c. Examples of unacceptable attire include:  
i. Denim of any color
ii. Clothing that displays promotions or advertising
iii. Muscle shirts, sweats or jogging suits, shorts, headgear
6. Business Shoes for Men:

Shoes should be a dress style and be clean and in good repair.  No casual footwear such as athletic shoes, sandals, hiking boots, or open-toed shoes.  Socks are required.  When selecting shoes, consider the amount of noise they make on hospital floors, it should be minimized.
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