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PURPOSE:

City employees and volunteers often present the first image or impression of the City to
its’ citizens and other publics. This policy provides guidelines for proper professional
business attire for City of Flint employees and volunteers.

DEFINITIONS:

A. Office Employees: Any City of Flint employee who regularly spends 50% or
more of his/her scheduled work time in City offices or buildings.

B. Field Employees: Any City of Flint employee who consistently spends 50% or
more of his/her scheduled work time outside of City offices or buildings.

STATEMENT OF POLICY:

It shall be the responsibility of all employees to represent the City, to the public, in a
manner which shall be courteous, efficient, and helpful. City employees should always be
professional, well-groomed and dressed in a manner suitable for the public service
environment and to reflect favorably the City's image.

This policy outlines the audience, minimum expectations and guidelines and
employee/volunteer and supervisory responsibilities for the Business Dress Code for the
City of Flint. This policy is in effect for City of Flint employees and volunteers during
their City-scheduled work time and during the times they represent
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the City outside their regular work hours (e.g., at a work-related training conference,
etc.) unless otherwise dictated by their department’s policy. City departments are
expected to use this policy as the minimum standard for their employees/volunteers.
Each department director, with the authorization of the Director of Human Resources
and Labor Relations, has the authority to set additional dress code expectations that are
higher than those listed in this policy. All City employees and volunteers are required to
follow this policy. If the policy is not followed, employees are subject to discipline, up to
and including discharge. .

This policy applies to all City of Flint employees and volunteers. Those employees who
are required to wear uniforms should follow their respective department’s uniform code
policies and the City’s uniform policy, in addition to, the guidelines of this policy.

Limited exceptions apply for employees and volunteers who have medical conditions,
such as leg or foot problems. These exceptions must be acknowledged in writing by
their personal physician and approved, in advance, by the Department Director and the
Director of Human Resources and Labor Relations.

Exceptions to the Business Dress Code Policy for religious reasons shall be made on a
case-by-case basis and in compliance with applicable laws and regulations.

EXPECTATIONS:

A. Employees and volunteers should be neat, clean and well-groomed when
reporting to work. Shoes should be clean and not excessively worn. Clothing
should be clean and well-pressed, not excessively worn or faded and without
holes or frayed areas.

B Casual business attire may be permitted only on Fridays and only at the
discretion of the department head and approved by the Director of
the Human Resources & Labor Relations Department. The employee
must use good judgment in determining what is appropriate to wear. Jeans or
denim may be permitted on Casual Day at the discretion of the department head
or supervisor and approved by the Director of Human Resources and Labor
Relations. Employees should remember that for business reasons employees
might be required to wear regular business attire on Casual Day.

C. Good personal and dental hygiene habits are very important. Body cleanliness,
especially, of the hands and nails is a must. Employees who chose to wear
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fragrances in the work place are highly encouraged to be aware of the sensitivities
or allergies of their co-workers.

D. The employee's supervisor will discuss the subject of personal appearance with the
employee if it is felt it does not positively reflect the image of the City. Requests
for advice and assistance in administering or interpreting this policy should be
directed to the Director of the Human Resources and Labor Relations
Department.

PROCEDURE:

Employees shall dress in appropriate business attire, Monday through Friday, except on
special occasion and approved by the department head/supervisor and Director of
Human Resources and Labor Relations. Appropriate attire will depend on an
employee’s job duties and responsibilities, degree of customer contact, safety issues and
other activities. See guidelines provided under Acceptable Attire, Unacceptable Attire
and Grooming Guidelines for women and men.

Exceptions: Supervisors or other management personnel can specify additional or
alternative dress and grooming requirements, as approved by the Director of Human
Resources & Labor Relations, for employee safety and reasons based on the business
needs of their departments.

ENFORCEMENT:

A. Department supervisors and/or managers have the responsibility of making the
decision of whether or not something is appropriate for the workplace and are
responsible for monitoring and enforcing this policy. The Director of Human
Resources and Labor Relations will have the final decision on what is appropriate
for the workplace.

B. The Human Resources and Labor Relations Department reserves the right to
continue, extend, revise and revoke this policy at its’ discretion. Enforcement of
this policy is the responsibility of the City’s management, supervisory personnel
and the Director of Human Resources & Labor Relations.

C. The policy will be administered according to the following action steps:
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1. A copy of this policy is available to all City of Flint employees via the City’s
website. In addition, this policy must be posted in a visible location in each
department for ten (10) days, per Collective Bargaining Agreements.

2. If an obvious policy violation occurs, the department supervisor/manager will
hold a private discussion with the employee and ask the employee to go home
and change his/her attire immediately. The employee shall not be
compensated for time away from office to correct violations of this policy.

3. Repeated policy violations will result in disciplinary action, up to and
including termination.

4. If an employee, for religious reasons, cannot adhere to this policy, the
employee is to contact the Director of the Human Resources & Labor
Relations Department.

RESPONSIBILITIES:

A.

Employees and Volunteers

All City of Flint employees and volunteers are responsible for adhering to the
above expectations and guidelines when following this Business Dress Code
Policy. If employees or volunteers have questions about whether something is
appropriate, they should ask their supervisor prior to wearing it to work.

Supervisors

City of Flint supervisors have the authority and expectation to send employees or
volunteers home, without pay, to change their clothes if the employees are not
dressed or groomed appropriately per the details of this policy. They also have
the right to temporarily allow employees to deviate from this policy for special
occasions (e.g., outdoors team building or departmental picnics, office clean ups),
with prior authorization from the department director or supervisor and
approved by the Director of Human Resources and Labor Relations.

Please refer to the following
Acceptable and Unacceptable Attire and Grooming Guidelines.
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