Policies & Procedures






    Human Resources

Glendive Medical Center

SUBJECT:  PROFESSIONAL APPEARANCE







Policies & Procedures






    Human Resources
Glendive Medical Center

SUBJECT:  PROFESSIONAL APPEARANCE
Written / Revised By:  Joetta Pearcy




Original Date:  07/82
Policies & Procedures Review/Effective Date:  05/14

           Previous Revision:  12/13
Approved By: _____________________________


 Recent Change Date:  5/14

  
          Parker Powell,
CEO
POLICY:
Glendive Medical Center (GMC) expects all employees to maintain a neat, clean, business-like appearance during working hours and maintain good personal hygiene.  Clothing, appearance and behavior will be appropriate for conducting business in an environment that recognizes the importance of superior service, efficiency and professionalism, and should avoid anything that results in criticism of the organization, or controversy among employees.

We have set the following guidelines and expectations for appearance.  Your department may have additional appearance expectations.  Please ask your supervisor for department-based expectations.

PURPOSE:

1. To ensure employee, volunteer and patient/visitor safety

2. To reinforce our culture of service standards and behaviors.

3. To support current and future infection prevention and control practices for patient safety

4. To present a positive personal and professional image to patients, guests, visitors, and fellow employees that builds confidence and trust

5. To embrace role identity through appropriate fit, choice and consistency in uniform/clothing selection

GUIDELINES FOR ALL EMPLOYEES:
In preparing for each day, please keep in mind that your appearance and cleanliness reflect your commitment to good health and the professional image of both yourself and GMC.  Clothing will be clean and suitable for your department.
1.  
Identification Badge 
Your name badge communicates that you are a GMC employee, who you are, where you work, and assures patient/guests that you are here to care for their needs and safety.  Your name badge must be worn above the waist at all times by all employees while on duty.
2.
Shoes/Hose/Socks:
Shoes must be worn at all times.  Shoes should provide for efficient movement, be clean, in good condition, have slip resistant soles, and look professional in appearance.  Hose and socks are not required.
Patient Care Areas:  Employees providing direct patient care or non-clinical employees serving primarily in patient care areas (e.g. admitting staff in the Emergency Department), as well as support services where there is a risk of blood borne exposure, hazardous chemical spills or other safety related concerns, are required to wear close-toed shoes.

Non-Patient Care Areas:  Professional open-toed shoes are acceptable as long as they meet general shoe guidelines.  Shoe types that are not permitted include:  Flip-flops, shoes that are form fitting to the toes and foot (e.g. a shoe that looks like a foot seen in a gym or in an athletic event), and slippers or shoes that resemble slippers.  Flip-flops are defined as shoes that slide on with a strap holding the shoe between the first two toes and typically seen at the beach, swimming pools, casual daily use in summer and other recreational type activities.

Shoes that are a dress/work type style with a visible heel and a strap between the toes are permitted.  
3.
Hair/Hats:


Hair and facial hair must be neat clean and well groomed.  

Patient caregivers must keep long hair pulled back, away from the face and up off collar.  Long hair is generally defined as hair that sits below the shoulders.  Employees who are or may be required to wear a tight-fitting respirator of any type may not have facial hair that would interfere with the face-to-respirator seal.


Hats that are appropriate include scrub hats and hats that protect employees with work-related duties.
4.
Jeans/Pants/Shorts:


Blue jeans (denim) that are clean with no rips, holes, etc. may be worn in areas where the work responsibilities define the appropriateness of this type of clothing, such as Engineering, Materials Management, and Environmental Services.  If allowed by your department, jeans may also be worn on designated “Jeans Day” by administration.  Black and/or colored denim jeans may be worn by staff if professional in appearance.   Pants that do not present a professional image include the following:   shorts (defined at knee or above), low-cut pants, camouflage pants, sweat pants, leggings that do not have an appropriate shirt/top covering the front and back, and any other comfort/lounge wear.
5.
Shirts/Tops:  
Shirts/tops should represent a professional image.  Examples that are not professional include shirts with thin/spaghetti type straps,  halter tops, sweat shirts,  T-shirts with inappropriate appliqués or lettering, low-cut necklines with visible cleavage, low-cut backs, shirts/tops that bare skin in the midriff area or shirts that can be seen through without an appropriate underlying shirt.  GMC apparel with a logo on it may be worn. Sleeveless tops may be worn in non-patient care areas and only worn underneath jackets/lab coats in patient care areas.   Tank tops are not permitted unless a jacket is worn over the top.

6. Skirts/Dresses:
Please choose appropriate length of skirt/dress and fit to reflect a professional image.    Shorts are not permitted.
7.
Jewelry:


Jewelry should be worn in moderation and of a style that will not be injurious to patients and/or staff members.  .  Large earrings known as gauges (larger disc like earrings) are not permitted.  Piercings on or in the face, nose, eyebrows and tongue that pose a safety hazard to the patient/employee is not to be worn.  Advertising buttons should not be worn.  Rings must be easily moveable in order to wash appropriately.  Bangle bracelets are not permitted in direct patient care areas.  Wrist jewelry, including watches, metal bracelets and plastic bracelets, must be easily moved up the forearm so not to interfere with effective hand hygiene practices for employee and patient safety.

8. Cologne/After Shave/Fragrances:


Fragrances with a strong scent must be avoided in all areas.
9. Tattoos:

Visible tattoos must not be offensive to our patients, guests, and co-workers. A supervisor may request the employee cover a tattoo if a resident/patient or co-worker finds it inappropriate/ offensive.  Employees with extensive tattoos of ANY kind defined as a single tattoo or multiple tattoos covering the majority of the surface area of a visible body part such as an arm, foot, calf, leg, neck must consult with their supervisor and/or HR and may need to cover with clothing.

10. Artificial Nails, Natural Nails, and Nail Polish:
Natural nails are to be kept clean.  Polish, if worn, must be of good repair.  For infection control purposes, employees in the following areas must refrain from wearing artificial nails:

a. All staff involved in environmental and instrument/equipment cleaning processes

b. All direct patient caregivers (e.g., clinical staff from all departments.  Please consult your supervisor for guidelines in your area.)
11. Uniforms/Scrubs:
Professional uniforms or scrub uniforms are required for all patient caregivers.  Scrub uniforms are not considered personal protective equipment.  Scrub tops and pants must be color-coordinated and professional in appearance.

GMC will provide scrub attire in the following areas ONLY: (GMC issued scrubs are not to be removed from GMC)

a. Surgery Center
RESPONSIBILITY

Each employee, volunteer and contract staff member is accountable for their behavior and

professional appearance.  The management team including supervisors, managers, directors, and

Vice President’s are responsible for the professional image of their department and employees 

following the policy.

Employees who report to work inappropriately groomed or with poor personal hygiene, will be instructed to clock out, return home and correct the dress or appearance concerns before returning to work. Employees are encouraged to visit with their supervisor if they have questions or concerns about the appropriateness of their appearance.  Failure to follow the policy will result in disciplinary action up to and including termination.

