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The purpose of this policy it to reinforce our commitment to the university value of acting with integrity and personal accountability and to establish guidelines for professionalism in the workplace that include dress, appearance, conduct, and safety of all department personnel.  The following descriptions will prevail for all Facilities Operations and Development (FOD) employees, whether they are wearing departmental-issued uniforms or personal items of dress while performing work for The Ohio State University.

GUIDELINES
I. Professionalism in the Workplace

All employees are expected to conduct themselves professionally and civilly in the workplace.  This expectation applies to interactions with coworkers, supervisors, subordinates, customers, vendors, contractors, students and/or visitors.  Employees are expected to treat others in a respectful manner at all times.  Disrespectful behavior including but not limited to the use of profanity, yelling, insults, name-calling, horseplay, harassment, or personal attacks is not acceptable.  Further, the university will not tolerate direct or implied threats, physical altercations, intimidating conduct, sexual harassment, or other behavior that constitutes violence in the workplace and/or sexual harassment as defined in university policy.  
II. Professional Appearance

Facilities Operations and Development is a professional service organization that supports all aspects of university operations.  The department staff should present a visual identity that represents our professionalism and contribution to the university.  The Professional Image Policy establishes a standard for the department.  Each employee is expected to present a personal appearance that demonstrates good grooming and neatness, maintain a professional appearance, and comply with safety standards. 
Service employees and maintenance employees are required to wear a uniform after issuance.  Administrative, clerical, and student employees will not be required to wear a uniform, but it is expected that the wearing apparel of non-uniformed employees will project a professional image.

•
Clothing must be clean, fit properly, and be in good repair. 

•
FOD identification badges are to be prominently displayed on the front of the staff member above the waist so the photo is clearly visible to others (pursuant to FOD ID Badge Procedures).
•
All clothing will be free of profanity and offensive slogans.
•
Some examples of inappropriate attire for FOD employees are listed below.  This list is not all-inclusive:

•
Shorts (unless specifically permitted by management in writing)
•
Gymwear or exercise attire
•
Pajamas

•
Hats (other than FOD-issued or OSU-endorsed)

•
Clothing with offensive graphics
•
Midriffs or Halter Tops 
•
Suggestive and inappropriate attire (e.g., see-through garments, obvious lack of appropriate undergarments, revealing clothing)
•
Holes in articles of clothing 

•
Alcohol or Cigarette advertising
•
Beachwear 

•
Supervisors will designate attire for special work assignments consistent with the intent of the professional appearance and safety concerns of the department. 

•
Department-issued Personal Protective Equipment (PPE) must be worn in accordance with university, state, and federal safety standards when performing job duties requiring protective equipment.
III. Uniformed Staff

The standard uniforms include vendor-issued dress or long pants; long-sleeve work shirts, short-sleeve work shirts, smocks and/or polo shirts; and identification badges.  Shirts are to be tucked in and buttoned from the 2nd button from the top.  If the bottoms have belt loops, all pants and skirts must be secured at the waist with a belt or suspenders.  Smocks must be worn closed and buttoned.  Employees are issued complete standard uniform sets as soon as practicable after hire and no later than upon successful completion of the probationary period.  During the probationary period (before the issuance of uniforms), employees are expected to conform to appearance standards for all FOD employees.
Safety footwear will be provided as soon as practicable after hire if management has determined that safety footwear is required for the job and is to be worn only while at work.  Shoes may be replaced at the discretion of the supervisor.  Any personal footwear worn must be congruent with the work assignment, as determined by the supervisor.
Protective or specialty clothing, safety equipment, and training on safety equipment will be provided by the department as soon as practicable after hire and as deemed necessary to meet operational needs. 
CWA members and stewards may wear CWA pins and/or badges, provided they do not cover up the Ohio State logo and they do not exceed 2" x 2".

All employees are responsible for reporting lost, stolen, or damaged uniforms to their immediate supervisor within 24 hours of the time the employee knew or reasonably should have known the uniform was missing or damaged.  Employees that fail to report lost, stolen, or damaged uniforms timely and/or fail to turn in uniforms as requested at the time of uniform exchange may be subject to corrective action.  Employees who fail to return department-issued uniforms upon transfer out of FOD, resignation, or termination may be invoiced for the replacement cost.
Casual & Football Fridays for Uniformed Employees
The following descriptions will prevail for all uniformed Facilities Operations and Development (FOD) employees and put parameters around personal items of dress while performing work for The Ohio State University.  The choice of personal apparel for casual and football Fridays will follow the guidelines of the Professional Image Policy.  Supervisors have the right to determine the appropriateness of dress and may redirect an employee to wear his/her uniform.  Employees who choose not to participate in casual or football Fridays may wear the department-issued uniforms. 
Casual Fridays - Uniformed FOD employees will have the option of wearing casual dress on Fridays, rather than wearing their issued uniforms.  The dress will consist of:
•
FOD logo shirt (must have the current FOD logo)
•
Personal choice of bottom, including twill pants, jeans, department-issued uniform pants, etc.  

Football Fridays - On Fridays before Ohio State football games, uniformed employees will have the option of participating in Scarlet and Gray Fridays, a university program designed to allow all university personnel to show their buckeye spirit.  The dress may consist of:

•
Ohio State shirt

•
Personal choice of bottom, including twill pants, jeans, department-issued uniform pants, etc.
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