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	SUBJECT:


	PERSONAL APPEARANCE AND CLEANLINESS

	POLICY:
	The presentation of a professional image and safety are the most important elements for compliance to the New Vision Medical Laboratories dress code.  Professionalism, infection control and safety standards will be key factors while security and clear identification will also be important.  Beyond the compliance, this policy is intended to provide flexible guidelines to enhance perceptions of customers, patients, vendors and co-workers. Employees are expected to comply with this policy to ensure that they project the professional image necessary to achieve positive customer/patient perceptions and ensure their own and co-worker safety and security.


	PROCEDURE:
	A. Professionalism

1. All clothing, whether casual, business attire, scrubs, or uniforms must be clean, neat, well kept and be acceptable by community standards. Stained, wrinkled, frayed, or revealing clothing is never appropriate in the workplace.  Garments should not be overly tight or overly baggy.  See-through, clingy or revealing fabrics are inappropriate.
2. Scrubs must be professional in attire.  Tops must be appropriate styles to keep employee professionally covered at all times.  Undergarments can be worn under scrub tops if the employee deems necessary.  Scrub pants must be appropriate length and should not drag on the floor.

3. Shorts/skorts are not allowed. Split skirts are permitted with an acceptable length being to the knee. Denim shirts, skirts, and dresses are permissible.  
4. The wearing of revealing attire, novelty sweatshirts and t-shirts, and jean pants (blue or black denim), shorts, spandex clothing, leggings/tights, and similar items are not permitted. Spaghetti straps, tank tops, halter tops or exposed midriffs are not permitted. All dresses and skirts must be no shorter than two inches above the knee.

5. Body odor, bad breath, cigarette smoke odors, and excessive use of perfume and cologne may be offensive to patients and other staff members.  All employees shall take the necessary precautions with regular bathing, deodorants, and good dental hygiene to maintain acceptable personal appearance and cleanliness.

6. Theme apparel during the holiday seasons and sporting events will be permitted as appropriate with approval of managers. 
B. Infection Control/Safety Standards

1. Footwear options are determined according to the area in which an employee works or travels.
a. For employees working in technical areas, including technical, specimen processing, and clerical personnel, shoes must cover the entire foot and must be made of a fluid resistant material such as leather or vinyl. Open-toed shoes, sandals, or clogs are not permitted in any technical areas. 
b. Employees working exclusively in phlebotomy, customer service, transcription, or other non-technical areas may wear clogs, provided they never enter a technical area of the laboratory.
Anyone entering the technical areas of the laboratory must comply with the requirement for shoes in B.1.a., above.
c. Safety, comfort, quietness, and conservative appearance are the main considerations for acceptable footwear.
d. All footwear must be worn with hosiery/socks.
e. Lab coats must be worn when performing patient testing.   The coats should be buttoned or zipped and sleeves down to prevent exposure.  
2. This standard applies to all direct and indirect patient care providers.  Patient care providers and/or workers who handle materials, medications and/or food that comes in contact with patients are restricted from wearing artificial including acrylic overlays and nail jewelry or anything glued on the nail. Nail length must be maintained so that the tips are not more than 1/4" past the end of the finger. Nails must be kept clean. Nail polish may be worn.  It must not be chipped or broken.

3. Frequent and thorough washing of your hands is an important infection control precaution for you and our patients and is an OSHA requirement. Wash hands with either soap and water or with antiseptic hand rub:
a. After removing gloves.
b. Before contacting a patient.
c. When going from a biohazard (soiled, dirty, contaminated) area to a clean area.
d. Before eating, drinking, or manipulating contact lenses.
e. Anytime contact with contaminated surfaces is suspected.

4. Visible body piercing (with the exception of ears) is not appropriate.  Other piercings such as naval, eyebrow, and nose must be covered with an adhesive bandage or clothing due to infection control issues. 
5. Appropriateness of visible tattoos is up to the discretion of the manager.
6. Jewelry should be kept to a minimum and be appropriate for the work environment.  

7. Uniforms, scrubs or other authorized attire must be kept clean and in good condition at all times.  Athletic shoes are permitted as part of a uniform but must be clean, neat and in good repair.
8. Hair must be controlled so that it does not fall in front of the shoulders. Conservative hairstyles or cuts are preferred.  
9. If you have questions about particular clothing items, talk with your supervisor.

C. Security and Identification

1. NVML ID Badges must be worn above the waist, by all employees, during work hours. (See also Policy 2.10 - Employee Identification Badges).  
2. Nothing (stickers, photographs, masking tape, etc.) with the exception of a phlebotomist ID barcode is to be attached to the ID badge.
3. Name badges must be free of all debris, pictures, stickers, etc.  Only your badge with SRMC/NVML approved response cards will be permitted.  
D. Compliance.

1. Each employee is expected to comply with the guidelines as written while the Leadership Team is expected to enforce the policy.  Failure to comply may result in disciplinary action and/or requirements to change clothing.   
2. If the employee is required to be sent home, the employee will clock out when leaving and clock-in upon return.

3. Questions about the policy or its application should be addressed to the managers.   
E. Location

1. New Vision Staff that are working with the SRMC locations are required to wear impermeable lab coats during any form of testing. Phlebotomists will have lab coats accessible to them to utilize at their convenience which is in compliance with OSHA Standards.  In reference to PPE for isolation patients, see the site specific isolation policies.
2. Urgent Care/POC Staff will follow NVML SRMC Policy. 

3. VWCH staff will wear the impermeable lab coats for testing and all phlebotomies performed.  
4. Joint Township will wear a standardized uniform during all phlebotomies performed.  If testing is involved the employee will wear the impermeable lab coat.
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