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DRESS AND APPEARANCE GUIDANCE
Managers Guidance 
WHAT DO I DO IF AN EMPLOYEE BREACHES THE GUIDANCE?
If an employee arrives at work inappropriately dressed, you should meet with them to discuss why their attire is not appropriate for work. If necessary, you should send them home and tell them that they are required to return suitably attired. The Council reserves the right not to pay the employee for the time spent away from work, so you need to inform the employee if they are not going to be paid if they need to be send home.  You would not normally deduct pay or initiate disciplinary action on the first occasion.
If the employee continues to persist in wearing inappropriate clothing at work, you should inform the employee that breaches of the guidance may lead to disciplinary action under the Council’s Disciplinary Procedure. 

Case Study 1: A youth worker was employed in a Council’s community centre for 5 years. the normal standard for dress in his working environment was casual e.g. jeans and trainers. His manager informed him that the he would be part of an interview panel to recruit to two vacant youth trainee posts. On the day of the interviews the employee arrived at work early to prepare for the interviews, in his normal work wear. When his manager saw him that morning, he explained to the employee that as a representative of the Council undertaking interviews he should have been in formal business dress. The member of staff explained his understanding of Council’s dress and appearance guidance to the manager. This put the responsibility for explaining specific dress requirements on the manager. The employee had never been made aware that the circumstances were exceptional and that formal business dress should be worn.
OUTCOME – There was no time to change so the manager agreed for the employee to participate in the interviews as planned and arranged to meet with the employee and the rest of the team to discuss dress and appearance standards.
WHAT DO I DO IF AM NOT SURE IF A PARTICULAR ITEM OF CLOTHING IS APPROPRIATE TO WEAR IN THE WORKPLACE?
You should discuss this with your Service Head. Only a Service Head or above can make the final decision as to whether or not to allow the employee to wear a particular item in the workplace after consultation with the Service Head – Human Resources and the Assistant Chief Executive (Legal Services).
You should consider the following matters before making a recommendation as to whether or not to allow the employee to wear a particular item in the workplace: 

· Can the employee’s attire be accommodated without compromising service requirements/delivery or health and safety legislation.
· If you believe that there will be adverse consequences, you must specify the relevant consequences and detail the evidence relied upon to reach your conclusion.  A health and safety risk assessment should be carried out if you have concerns.  
· If you believe that the employee will not be able to effectively perform the requirements of their job then you must set out what the requirements are and how they will be affected.  If appropriate, you should monitor the reactions of colleagues and service users to the item(s) in question so there is evidence to support any decision.
· You must also detail how often and for how long the employee is required to carry out any specific duties of their role that restrict the suitability for particular items of clothing.
NOTE: No decision can be communicated to the employee or any indication given until the Service Head has made their decision.
When making a decision whether or not to allow an employee to wear a particular item in the workplace, the Service Head will take into consideration the following:
· The recommendation prepared by you (see above).

· Whether there is evidence to support any claim that the wearing of particular items of clothing restricts the employee’s ability to carry out their role and meet the needs of service users.
NOTE: It is not enough that there is merely a belief that the wearing of a particular garment might restrict the employee’s ability to effectively perform their role.  The restriction will have to be justified (NB the evidence needs to be discussed as it may be soft evidence e.g. viewing how others react etc)

· Whether there is a legitimate justification for a restriction you must be able to show some sound basis for this justification.
The Service Head will need to consider the extent to which a restriction is required. 
Case Study 2: A job applicant was successful in obtaining a position as a Nursery Assistant in a Children’s Centre. She normally wore a jabbah and a niqab covering her face. However she wore a full length tunic and scarf to her interview and training sessions when appointed. On commencing her role as nursery assistant she then started to wear a niqab covering the lower part of her face when in contact with male co-workers an in the classroom. 
At the end of her first week her manager met with her to discuss how she was settling in to her new role and commented on the fact that she was wearing the niqab. The manager also explained that he had observed how the children she had been looking after had responded to her and noticed her ability to communicate with them was severely restricted.  She explained that she wished to wear it for personal and cultural reasons when working with male colleagues. Her manager then explained that while he understood that she was not comfortable working with male colleagues without her face covered, this would impact on her ability to communicate with small children and carry out some activities. He explained that he had no issues with her wearing it in the staff room and in the corridors. Her manager explained he would need to speak to his service head to discuss the service implications of wearing this when working with children and in the meantime she should continue to work with her face covered. 
After the manager’s meeting with the Service Head, the employee was invited to meeting to inform her of the Service Head’s decision.
Outcome

The Service head agreed with the manager that the employee’s interaction with children would be impeded by wearing the niqab. In this case it was appropriate that she should be required not to wear this when in the classroom. 
On meeting with the employee the manager suggested that if the issue was working with male colleagues then she could take on a new role in a different class within the same building who only had female teachers and nursery nurses. The employee felt that this was a suitable arrangement and confirmed she was happy to work with children without the niqab when in an all-female adult environment. 
Using the above case: There is not a complete ban on the niqab in the workplace.  Restrictions must not be imposed unless there is evidence to support it and after the manager has considered all other options and alternatives.  Instead it may be possible to apply a restriction for part of the time the employee is in the workplace, such as when dealing with customers face to face.  Any restriction must be proportionate and must not go beyond that which is necessary in the circumstances.
Note: It is not appropriate for a blanket prohibition or restriction to be imposed on the wearing of a specified item or items in a service area.  Each restriction should be considered having regard to the circumstances of each individual employees in the workplace and the duties they undertake.[image: image2.jpg]TOWER HAMLETS
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