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Dress Code Policy 

Objective: 

ABC Imaging expects employees to dress appropriately and look professional and presentable 
at all times. No dress code can cover all contingencies so employees must exercise a certain 
amount of judgement in their choice of clothing to wear to work. Employees are expected to 
demonstrate good judgment and professional taste. ABC Imaging employees contribute to the 
corporate culture and reputation in the way the present themselves. A professional appearance 
is essential to a favorable impression with customers. Good grooming and appropriate dress 
reflect employee pride and inspire customers’ confidence in ABC’s commitment to excellence.  

Procedures: 

ABC Imaging managers may exercise reasonable discretion to determine appropriateness in 
employee dress and appearance. Employees who do not meet a professional standard may be 
sent home to change. This time will be unpaid for non-exempt employees. 

Basic Guidelines for Appropriate Attire: 

Basic elements for appropriate and professional business attire include clothing that is in neat 
and clean condition. For production employees, attire must not be ragged or worn, and must be 
able to provide basic protection against any rough surfaces. Some positions may have 
additional safety requirements as directed by management. Employees are not permitted to 
wear open-toed shoes in any production areas. 

For Headquarters office employees, business attire includes suits, pants, jackets, shirts, skirts 
and dresses that, while not overly formal, are appropriate for a business environment.  

All client-facing positions must be dressed in business attire and adhere to ABC Imaging and 
client dress codes whether they report to a client or ABC Imaging site. 

Business Casual: 

Business casual dress will be permitted on Fridays in the Headquarters office, except during 
specified periods in which casual days may be suspended. On casual Fridays, employees will be 
allowed to wear jeans and business tops. Some departments may require specific dress 
requirements that differ from the business casual guidelines.  

Business casual for Fridays is defined as follows: 

1. Casual shirts: All shirts with collars, business casual crewneck or V-neck shirts, blouses, 
golf and polo shirts. Examples of inappropriate shirts include T-shirts, shirts with 
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inappropriate slogans, tank tops, muscle shirts, and crop tops. In specified 
circumstances, T-shirts may be approved and provided for specific events only. 

2. Pants: Casual slacks and trousers and jeans without holes, frays, etc. Examples of 
inappropriate pants include shorts and pants worn below the waist or hip line.  

3. Footwear: Casual slip-on or tie shoes, dress sandals with heel straps and athletic shoes if 
approved by the department. Examples of inappropriate footwear include floppy 
sandals, flip-flops and construction or hunting boots. 

Please keep in mind if an employee is meeting with any client they are required to dress 
business professional regardless of the day. Employees who must leave work to change into 
business appropriate attire will use paid time off (PTO) to do so or have the time go as unpaid. 

Reasonable Accommodation of Religious Beliefs: 

ABC Imaging recognizes the importance of individually held religious beliefs within its 
workforce. ABC Imaging will reasonably accommodate an employee’s religious beliefs in terms 
of workplace attire unless the accommodation creates an undue hardship or safety issue. Those 
requesting a workplace attire accommodation based on religious beliefs should be referred to 
the Human Resources department.  


