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Thomas J. Stickrath, Director:


I. Policy Provision 

The policy of the Ohio Department of Youth Services (ODYS) is to define the employee dress and grooming standards for the Department in order to present a professional and dignified image.  The purpose of maintaining uniformity is necessary to ensure the safety and security of staff and youth in ODYS facilities.  Employee appearance establishes a critical first and lasting impression of the Department.  All employees shall practice personal hygiene and clothe themselves, including proper footwear, in a neat and clean manner.  Site Managers shall determine what constitutes appropriate attire and footwear within the parameters of these work rules and the mission of ODYS.
II. Applicability

This policy shall apply to all ODYS employees, including temporary employees. 

III. Definitions

Uniformed Personnel – employees of this Department who occupy one of the following position, ranks or work assignments:

· Juvenile Correctional Officers (JCO)

· Food Service Personnel

· Maintenance Personnel

· Medical and Dental Personnel

· Storeroom Personnel

· Recreation Personnel (as designated by the applicable Site Manager)

· Other service personnel required by the Site Manager to wear uniforms 

Non-Uniformed Personnel – all other full-time/part-time personnel of the Department, including temporary employees not covered under the heading “Uniformed Personnel”.

Site Manager – Director (or designee) for Central Office, Superintendent for Institutions, or Regional Administrator for Regional Offices.
IV. Procedure

All staff shall dress in a manner appropriate to the situation (for example, a court appearance requires more formal dress).

A. All Departmental Personnel

1. Prohibited Clothing – The following list of clothing shall not be worn during the performance of official duties:

a. Dirty, damaged, torn, excessively worn, unprofessional or faded clothing.

b. Clothing bearing messages.

c. Inappropriate attire for normal workdays shall include, but shall not be limited to: denim clothing, tops or dresses with halter, spaghetti or tank style straps/sleeves, shorts, pants above mid-calf, mini skirts, cut-offs, sweatshirts, sweatpants, and athletic shoes (with the exception of certain uniformed personnel). Clothing which is revealing, see-through, low cut, or form-fitting or is worn so that it exposes the midriff or the mid or upper thigh is never appropriate for the workplace. 
2. Any body markings and/or tattoos which are inflammatory, discriminatory and/or known as a security threat group insignia (i.e., swastikas, double lightning bolts, etc.) shall not be displayed at work to any employee, visitor or juvenile under the supervision of the department. It is the responsibility of the Site Manager to determine if such body markings and/or tattoos are in violation of this policy. 
3. Exceptions to the clothing lists may be made for special circumstances, such as training and unusual work environment, at the discretion of the Site Manager.

4. Enforcement of this policy shall be in accordance with the policy 103.17, General Work Rules. Employees may be requested to remove the prohibited clothing or sent home to change. If an employee is sent home to change, the employee shall be on his or her own time. 

5. Sunglasses may not be worn indoors unless the employee provides documentation from a physician that tinted/darkened lenses are required for indoor wear.

6. For religious accommodations, Refer to Standard Operating Procedure 103.25.01, Employee Dress and Grooming – Accommodation for Religious Purposes.

B. Uniformed Personnel
Employees shall maintain a neat, professional and dignified appearance and dress.

1. All uniformed personnel shall report for work in clean, neat uniforms.  Shoes shall be clean and in good repair.  A local policy shall be written regarding appropriate footwear, including what color(s) shoes shall predominantly be.

2. Hairstyles shall be neat and present a professional and dignified appearance.  Hair shall not be ragged or unkempt in appearance.  The style of hair shall not be of such bulk that it interferes with the wearing of a uniform cap.

3. Hair shall be worn in such a manner that it does not cover the entire ear on the sides and does not touch the eyebrows.  Employees with hair that extends below the bottom edge of the collar shall restrain or tie back hair at the nape of the neck with a soft, professional looking tie.  Metal devices (e.g., clips, hairpins, barrettes, etc.) are not acceptable. 
4. Facial hair shall be neatly and evenly trimmed.

5. Jewelry shall be limited to rings, watches, necklaces, bracelets, tie tacks, post-type stud earrings, pins and buttons issued by DYS, as well as all jewelry issued by the ODYS.  Jewelry shall be reasonable and shall not distract from a professional appearance.

a. Jewelry issued by the ODYS (badges, shields, service pins, identification badges, etc.) may only be worn as prescribed.

b. Only pins or buttons issued by the ODYS are allowed.  The pin or button shall be centered on the flap of the right shirt pocket or worn on the right side of the shirt if there is no pocket.  Pins or buttons may not be worn on caps, jackets or coats.

c. A necklace may be worn around the neck, but shall be worn under clothing and not be visible.

d. Females may wear post-type stud earrings.  Males may not wear earrings.  
e. Nose rings and/or other facial piercings are prohibited.
f. All other jewelry, unless medically necessary, is prohibited.

6. Makeup shall be applied in a conservative manner.  

7.
Fingernails shall be reasonable in length, not to exceed one half inch from the end of the finger and shall not interfere with performance of duties.  Nail polish shall be professional in appearance. 
8. Food Service employees involved in the preparation or service of food shall have their heads covered with a uniform cap, hair net, or other adequate hair restraint.  Aprons worn with the uniforms shall be clean and neat. Additional guidelines for Food Service employees are provided in 401.04.03 Personal Hygiene and Grooming.
9.
New employees shall receive their initial issue of the basic uniform items in accordance with the following procedures:

a.
Sizing for new employees shall be completed within the first two days of Pre-Service training by the training staff.

b. Upon issuance of the uniforms, an employee shall complete an ODYS Form 103.25.A JCO Uniform Individual Master Record.

c.
As uniform items become worn, employees shall be responsible for notifying the appropriate site designee and/or affected department head.

d. If the uniform needs repair or replacement due to the negligence of the employee, the employee shall bear the cost of the repair or replacement.  A local policy shall be written to establish a process for determining whether the employee was negligent.

10.
All personal inclement weather gear shall be predominately black.

11.
A local policy shall be written regarding what color(s) all visible clothing worn under the uniform shall be. 

12. 
Nursing staff shall follow the Memorandums of Understanding between ODYS and OCSEA dated February 6, 2008 and ODYS and SEIU/1199 dated January 30, 2008 regarding nurse uniforms.

C.
Non-Uniformed Institutional, Central Office and Regional Office Personnel

1. Employees shall maintain a neat, professional and dignified appearance and dress. 

2. All non-uniformed institutional, central office and regional office personnel shall report for work in clean and neat clothing.  Shoes shall be clean and in good repair.  A local policy shall be written regarding appropriate footwear.

3. Hairstyles shall be neat and present a professional and dignified appearance.  Hair shall not be ragged, unkempt or extreme in appearance.  

4. Facial hair shall be neatly and evenly trimmed.

5. Jewelry shall be limited to rings, watches, necklaces, bracelets, tie tacks, earrings, buttons, brooches and/or pins as well as all jewelry issued by the ODYS. Button, brooches and/or pins shall not bear messages. Jewelry shall be reasonable and shall not distract from a professional appearance. Nose rings and/or other facial piercings are prohibited.

a. Non-Uniformed Institutional males may not wear earrings.

b. Central Office and Regional Office males may wear earrings. 

6. Makeup shall be applied in a conservative manner.  

7. Fingernails shall be reasonable in length, not to exceed one half inch from the end of the finger and not interfere with performance of duties. Nail polish shall be professional in appearance. 

8. The general attire of non-uniformed institutional, central office and regional personnel shall reflect a dignified, professional image. All clothing shall fit properly and shall be clean and neat

9. Screen print and undergarment style T-Shirts are prohibited.

10. Ties are considered part of a professional appearance and are therefore preferred for male employees.

11. Hats and caps shall not bear messages. No hats or caps shall be worn indoors.

12. Metal or chain-like belts are prohibited in institutions. Buckles shall be reasonable in size and shall not bear messages, artwork or images.

13. Slits in skirts and dresses shall not be extreme. 

14. The midriff and cleavage shall be covered at all times.  
V. Attachments 

· 103.25.A JCO Uniform Individual Master Record
VI. Monitoring

Monitoring and annual review of this policy shall be the responsibility of the Division of Human Resources, Deputy Director or designee.
VII. Reference 
· 103.17 General Work Rules

· 103.25.01 Employee Dress and Grooming – Accommodation for Religious Purposes 
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