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PROFESSIONAL APPEARANCE POLICY

Policy Number:  HR 25-003 Policy Issued: 10/28/2025 

Policy Revision Dates:  N/A 

Policy Effective Date:  11/01/2025 Policy Approved by:  Board of Directors 

Purpose: This policy explains the expectations for professional appearance for SERC employees 
who are representatives of the agency while in the office and while working at off-site locations. 

Scope: This policy applies to all employees. 

Policy Statement: Employees are expected to project a professional image to clients, potential 
employees, and community members that allows for individuality while reflecting excellence.  SERC 
is committed to fostering an environment that is free from gender bias, body shaming, and all other 
forms of discrimination. 

Attire 

While in the offfice, SERC employees should dress in, at minimum, business casual attire unless they 
are meeting with external partners, or facilitating contracted services.  Business casual attire 
includes, but is not limited to:  

• Tops: collared shirts, blouses, sweaters
• Bottoms: dress pants, structured skirts, khakis
• Tailored Dresses
• Shoes: Loafers, Oxfords, heels, dress boots or flats

Smart Business attire is required when employees are meeting with external partners, facilitating 
contracted services, or attending conferences. Smart Business attire includes, but is not limited to: 

• Tailored suits or suit separates
• Tailored Dresses
• Tops: button-down shirts, blouses, or sweaters
• Bottoms: tailored pants or skirts
• Shoes: Loafers, Oxfords, heels, and dress boots or flats

Virtual Meetings 

Employees’ appearance in a virtual setting should match the requirements for business 
casual or smart business as appropriate. 
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Dress Down Days 

On occasion, dress down days may be announced, and on such occasions the following changes to 
the guidelines in this policy will apply: 

• Tops: collared shirts, blouses, sweaters, stylish tees 
• Bottoms: dress pants, skirts or casual dresses, khakis, and jeans that are free from distress, 

frays, or rips 
• Shoes: Loafers, Oxfords, heels, dress boots or flats, athletic shoes that are clean and in good 

repair 

Piercings, Body Jewelry and Tattoos 

Piercings, body jewelry and tattoos are accepted in the workplace as long as they are not offensive 
or distracting. Employees should use discernment in determing how to express individuality as an 
employee and representative of SERC. 

Accomodations  

Employees who require a modification related to this policy due to medical needs, religious beliefs, 
cultural practices, or other sincerely held personal reasons may submit a written request to Human 
Resources with a brief explanation of the reason for the request, along with any supporting 
documentation, if applicable. 

Violations 

The following will be considered a violation of this policy: 

• Clothing that is revealing, distressed, torn, or stained 

• Clothing that includes logos or slogans that could be offensive 

• Unsafe footwear (e.g. flip-flops) 

Violations to this policy will be handled in accordance with the disciplinary protocol outlined in 
the SERC Employee Handbook. 

 

 

Signature: _____________________________________________________ Date:   ____________________________ 

Dr. Agnes Quinones, Chair, SERC Board of Directors    
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