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           Development


POLICY STATEMENT
The London Borough of Tower Hamlets recognises that, like most Councils, all employees act as representatives of the organisation and should therefore be dressed appropriately. 
The way in which the Council’s employees dress and present themselves plays an important part in the image that the Council portrays to customers, clients and the general public. For this reason, you are required to be aware of the way in which you present yourself and to adhere to this dress and appearance guidance at all times when working for the London Borough of Tower Hamlets.
The Council recognises the nature of some employees’ disabilities and the diversity of cultures and religions of employees and will take a sensitive approach when this affects dress and uniform requirements. The wearing of items in accordance with particular religious beliefs and associated cultural practices, for example the wearing of hijab, kippah, sari, headwear or crucifix, is welcomed as part of our commitment to diversity.

This dress and appearance guidance is designed to guide all employees on the Council’s requirements of dress and appearance.  Employees should focus on the standards set by their manager and the expectations of service users, members of the public and colleagues in the context of their role.
WHO DOES THE DRESS AND APPEARANCE GUIDANCE APPLY TO?
The guidance applies to all Council workers, whether directly or indirectly employed. It applies during working hours and at all other times when an employee may reasonably be seen as acting on behalf of the Council.

KEY PRINCIPLES
· Staff members are expected to dress in a manner appropriate to their working environment and to the type of work performed. Dress requirements in each service will reflect the nature and context in which work is undertaken and the expectations of the service users. Employees should consult their manager regarding dress requirements specific to their service.
· It is expected that staff members will apply a reasonable approach to the dress and appearance guidance and dress appropriately for work.
· Clothes should always be clean, neat and tidy. Stained, torn or inappropriately revealing clothes, of whatever nature, must not be worn.

· It is expected that on occasions when employees are meeting with customers, visitors from external organisations, or interviewing candidates etc, that they would dress in an appropriate conventional business manner, wearing suitably smart attire appropriate for the occasion.  
· This would not usually apply if you wear uniform in your role or you work in a front line service where formal business dress is not appropriate or expected.
· Staff members must abide by the Council’s Health and Safety policies and wear required protective clothing and safety equipment. 
If you are uncertain about what is appropriate, please discuss this with your line manager.

INAPPROPRIATE ATTIRE
The following should be taken into consideration when defining what is regarded as inappropriate clothing for the workplace.

· T-shirts/tops or other clothing with slogans or pictures containing nudity/foul language or symbols/insignia that may reasonably be considered by others to be offensive or discriminatory are not appropriate.

· Revealing attire that exposes areas of the body usually covered in the employee’s workplace is not acceptable.  For example, see through garments may be seen as sexually offensive by others and would not be appropriate.

· Any articles of clothing or jewellery which may present a Health and Safety hazard for employees who are operating machinery etc.

These restrictions are in place as some articles of clothing may be regarded as offensive to some employees and residents .They may also be regarded as discriminatory in terms of sex or sexual orientation, religious beliefs, racial or ethnic origins, or any other discriminatory grounds, or they may cause health and safety concerns.
DISCRETION
In workplaces, working environments and tasks where a variance to this guidance is reasonable, based on the specific demands of a job, managers have the discretion to agree local standards in consultation with their employees. Any such discretion must have the approval of the appropriate Corporate Director.
Exceptions may be made to the guidance, for example on health and safety grounds, or as part of a reasonable adjustment for a disabled employee.
UNIFORM
Some designated employees are required to wear uniforms provided by the Council. If you are required to wear a uniform, it is your responsibility to ensure that is maintained in a clean and tidy manner. Where a uniform has been issued, it must be worn at all times. If, for some reason you cannot wear your uniform, you should report this to your manager immediately.  You should also discuss with your manager any adaptations you would like to make to uniform you have been issued with and receive their permission before making them.
GUIDANCE ON SIKHS WEARING TURBANS  

Sikhs are allowed to wear turbans in all workplaces. This means that Sikhs are exempt from wearing safety helmets (for example) in transport depots, on construction sites etc.

RESPONSIBILITIES
Employee’s responsibilities:

You must:
· Be responsible for your general appearance and personal hygiene.
· Apply a reasonable approach to this dress and appearance guidance and dress in an appropriate manner for the workplace.
· Be aware that you are expected to dress in suitably smart attire appropriate for the occasion when required.
· Not wear or display any insignia or slogans that could cause offence or create an intimidating environment for others.
· Ensure that you consider the needs and expectations of your managers, colleagues, service users and others you have contact with along with the image of the Council.
· Be aware that you have a duty to comply with the requirements set out in this guidance.
· Discuss with your line manager if you are uncertain about what is acceptable or unacceptable in terms of dress or appearance.
· Wear a uniform when it has been issued for your work.
· Wear protective clothing if issued to safeguard your Health, Safety and Wellbeing. 

Manager’s responsibilities:

You must:
· Ensure that this guidance is clearly communicated to all employees that you manage.
· Ensure that all new employees are made aware of the guidance during induction and during employment as to what is acceptable or unacceptable in terms of dress or appearance.
· Take account of religious customs and practices in terms of dress requirements.
· Treat men and women equally in terms of dress requirements.
· Be clear about what is meant by “suitably smart attire appropriate for the occasion” and when it should be applied.
· Keep an open mind and listen to any issues that employees raise with you in regard to particular dress requirements and try to reach a compromise.
· Not ignore complaints raised about offensive items of dress e.g. insignia on items of jewellery or clothing.
FURTHER INFORMATION

If you are uncertain about the requirements regarding your dress and appearance in the workplace you should discuss the matter with your line manager. Further advice and guidance on this policy is available from Human Resources.

BREACHES OF THE STANDARD
An employee who breaches the dress and appearance guidance will, in the first instance and following discussions with their Line Manager, be sent home and required to return in suitable attire. In such circumstances, the Council reserves the right not to pay the employee for the time spent away from work. Additionally breaching this guidance could lead to disciplinary action.
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