Columbus Community Hospital

Manual: Human Resources

DRESS CODE

CLASS: Work Environment

POLICY: To enable employees to project a professional, business-like image, these standards are

established to assure the safety of employees and patients in regards to personal appearance,
hygiene and acceptable clothing and to maintain an appearance of neatness and cleanliness
among employees while conducting business.

PROCEDURE:

I. GENERAL GUIDELINES:

A.

B.

Give attention to personal hygiene including hair, skin, odor and cleanliness.

All attire should be neat, clean and pressed. Columbus Community Hospital (CCH) is proud of its
employees and encourages them to show their pride in the organization by dressing and grooming in
a way that displays a positive, professional image. Staff should be aware of and conscientious about
personal hygiene, neatness of attire and cleanliness of apparel. In all instances, good judgment
should prevail. Fashion extremes in clothing, make up, body art, hair and jewelry do not project a
professional appearance. Employees are encouraged to remember their appearance is an important
standard by which patients, visitors and guests judge CCH. Customers should be able to easily
identify CCH employees by their appearance or uniform.

Clothing that reveals too much skin or undergarments is not appropriate for a place of business, even
in a business casual setting like staff meetings.

. Torn, dirty, or frayed clothing is unacceptable. All seams must be finished. Any clothing that has

words, terms, or pictures that may be offensive to others is unacceptable. Hospital approved CCH
logo apparel bears the CCH logo and follows established brand standards. Clothing that has the
hospital logo is encouraged (t-shirts are allowed). Special Event t-shirts that bear the CCH logo, such
as Family Fun Fest or other t-shirts/sweatshirts that also have a design on the front can be worn the
day of the event; otherwise, they are for your use and enjoyment and can be worn outside of work at
any time.

Employees can show support for their favorite local team and/or Huskers by wearing their team
colors/logoed apparel on Fridays or Saturdays of football game weekends. Husker polos, collared
shirts, jackets and sweaters are encouraged; t-shirts and sweatshirts are allowed.

Jackets, athletic tops and sweatshirts should not take away from your professional appearance.
Jackets and athletic tops (with or without the CCH logo), with a full or ¥ zip are allowed, if it is
considered appropriate attire for your area/department (typically clinical areas only). Crewneck
sweatshirts with the CCH logo are allowed in Patient Care areas only. Scrub jackets are encouraged.
No hoods allowed on jackets or sweatshirts.

Jewelry, makeup, perfume or cologne should be in good taste and appropriate for your work area,
with no visible body piercing other than pierced ears or small rhinestone stud in nose. Gauges and
tunnels in ears must be no greater than 5/8” in diameter and plugged with a solid-colored plug. Please
avoid excessive jewelry. Strong odors or excessive use of perfumes or cologne are inappropriate.

1. OHS Employees: A maximum of 2 rings will be worn for infection control purposes.
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G. Extreme hairstyles, that do not present an appropriate professional appearance, are not allowed.
Hair, including facial hair, should be kept clean, neatly trimmed or styled, be of a natural or near
natural color and appropriately controlled. A singular, narrow strip (3/4” wide) of any color highlight,
such as blue or green, is allowed.

H. Hats or head coverings are not appropriate unless required by uniform or medical condition.

I.  Small, tasteful tattoos are acceptable. Tattoo sleeves, or tattoos that may be construed as vulgar,
profane, violent, pornographic, discriminatory, racist, homophobic or offensive, must be covered.
Tattoos on the face or front of neck are not allowed or must be covered.

J. Staff must keep real or artificial nails under % inch in length and manicured. Staff in Nutrition
Services, Central Sterilization, Pharmacy and all patient care areas will follow the Hand Hygiene

policy.

K. Departments utilizing contract services from outside agencies are responsible for informing contract
workers of the CCH Dress Code Policy.

L. Department Directors should work closely with their respective senior manager in the decision of
“department specific” guidelines, if different from general guidelines. Any exception must be approved
by the associated Vice President/CEO.

M. If in doubt, don’t wear it!

Il. TYPES OF DRESS CODES:

A. Professional/Office Dress Code: Appropriate professional/office attire includes suits, dress pants,
sweaters, turtlenecks, collar shirts. Women: skirts, dresses, professional cropped or capri pants (no
shorter than mid-calf and no drawstrings hanging from the bottom), **leggings, if worn with long
tunics/tops/sweaters that cover the derriere or dresses of appropriate length; blouses, sleeveless
blouses or dresses are allowed if of modest cut. Denim skirts, dresses, vests and jackets are
acceptable for women. In non-patient care areas, open-toe shoes or open-toe sandals with a heel
strap, but without a toe divider, are allowed; socks/nylons/hosiery optional with sandals. Fashionable
dress shoes, boots or canvas shoes are allowed. Exposed feet/toes must be clean and well groomed.
Men: dress shirts, ties, polo shirts, with appropriate business shoes.

**Leggings are defined as tight-fitting stretchy material that extend from the waist to the ankle,
typically made of cotton & lycra with an inner seam.

B. Uniform/Patient Care Dress Code: All those required to dress in department specific uniform
(hospital provided or not) are required to wear their uniform at all times except for staff
meetings/training on a day off. Athletic shoes are allowed. Hospital issued scrubs may not be worn
outside of CCH. Lab coats are optional. Employees who work in a Uniform/Patient Care Area and
any employee who must occasionally go into patient care areas are required to wear socks or hose
with shoes, sandals or exposed-toe shoes. Employees should not wear loose clothing or accessories
such as jewelry that could pose a ligature or safety risk.

1. OR/PACU are required to wear CCH issued scrubs.

2. OHS: When working under the Pioneer contract, OHS staff should wear heat/humidity
appropriate clothing within the dress code policy requirements.

3. Aquatic Therapy Program: Swimwear should be discreet and not be revealing. Shorts and
t-shirts may be worn for extra cover while in the pool but must be in good repair. Clothing
should be light colored, no red clothing. No cut-off jeans. When outside the pool area,
employees must re-don appropriate clinic attire unless they are expected to re-enter the
pool within the next hour.

4. Child Care Center staff are required to wear polos that bear the CCH Child Care Center
logo with an undershirt. Bottoms can be black or dark grey. Pants, scrub bottoms,
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jeggings, capris or long shorts to the knee are allowed. Child Care Center employees are
not allowed to wear spandex/leggings or shorts that are above the knee. Staff may wear
dress shoes (no high heels), athletic shoes or sandals. Flip flops are not allowed. Staff
working in the infant rooms must wear classroom specific shoes, or slippers which are kept
in the room at all times and never worn outside or taken from the center. If staff wear street
shoes in the infant room, they must have bootie covers over them. Slippers must be
simple, without characters, or full of fur.

lll. INAPPROPRIATE ATTIRE:

A. Pants/slacks including jeans or colored denim (except for meetings outside your normal work hours),
sweatpants, exercise pants/*spandex, capri spandex, capri leggings, bib overalls, cargo pants and
shorts are not allowed. Jeans are allowed for employees in the Maintenance Department. Dark
colored denim (not blue) is allowed for SPD and Mail Room employees.

*Spandex is a synthetic fiber known for its elasticity, and typically found in exercise pants and typically
have a seam on the outside. Some variations have a pocket on the side of the leg for a cell phone.

B. Skirts/dresses include shorter than four inches above the knee, skirts that ride halfway up the thigh,
mini-skirts, strapless dresses, sundresses, beach dresses, and spaghetti-strap dresses.

C. Tops include tank tops, spaghetti-strap tops, strapless tops, backless tops, halter tops, off the
shoulder tops, midriff tops, sweatshirts, tops with inappropriate logos, words, slogans or cartoons and
t-shirts unless worn under another blouse, shirt or scrub top.

D. Footwear that is inappropriate includes athletic shoes (with the exception of Uniform/Patient Care
areas), thongs, flip-flops, beachwear sandals, hiking sandals, Birkenstock type sandals and slippers.

IV. NAME TAGS/ID BADGES:

A. Must be worn at all times while on duty unless there are job-related reasons for not doing so.

B. Must be in good repair and not altered in any way.

C. Must be worn above belt area with name and department fully visible to the public and other staff
members. If punch cards, etc. are kept in plastic badge sleeve, a color copy of name badge should be
placed on the back side so that the employee can be easily identified if the badge flips over.

D. Non-hospital related “button” pins are not permitted on hospital provided ID badges.

V. CATEGORIES REFLECTING DEPARTMENTS AND THEIR RESPECTIVE DRESS CODES:

Professional/Office

Uniform/Patient Care

Accounting

Acute Care Unit / Swing Bed

Administration

Anesthesia

Cardiology Clinic

Cardiology Clinic

Child Care Center (office)

Cardiopulmonary Rehab

Columbus Cancer Care (office)

Cath Lab

Columbus Dermatology Clinic (office)

Child Care Center

Columbus General Surgery (office)

Columbus Cancer Care

Columbus Massage Therapy (office)

Columbus Dermatology Clinic

Columbus Otolaryngology Clinic (office)

Columbus General Surgery

Columbus Psychiatry Clinic

Columbus Massage Therapy

Columbus Surgery Center (office)

Columbus Otolaryngology Clinic

Concussion Management Clinic

Columbus Psychiatry Clinic
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Fieldhouse / Athletic Trainers

Columbus Surgery Center

Foundation/Development

Concussion Management Clinic

Healthwatch

Diabetic Wellness

Home Health/Hospice (office)

Diagnostic Imaging

Human Resources

Emergency Room/ER Physicians

Information Systems

Healthy Families

Marketing

Home Health/Hospice

Medical Records

Housekeeping / Linen

Occupational Health Services (office)

Humphrey Clinic

Orthopedic & Sports Med Clinic (office)

Infusion Center

Patient Accts / Centralized Scheduling

Intensive Care Unit

Professional Practice

Interpreting Services

Quality Improvement Laboratory
Registration/Admissions Laundry
Rehab Services/Premier (office) Lindsay Clinic

Senior Behavioral Health (office)

Nursing Services

Social Work/Outreach Services (office)

Nutrition Services/Java City

Strength & Performance

OB/MCH

Urology Clinic

Occupational Health Services

Visiting Physician Clinic (office)

OR/PACU/OSD/PAT/CS/ENDO

Volunteer & Guest Services

Orthopedic & Sports Med Clinic

Wiggles & Giggles (office)

Outpatient Nursing Services

Wound Clinic (office)

Pharmacy

Plant Operations

Rehab Services / Premier Phys. Therapy

Respiratory Care/Sleep Lab

Senior Behavioral Health

Social Work

SPD/Mail Room

VIP Valet/Patient Transportation

Visiting Physician Clinic

Wiggles & Giggles

Wound Clinic

VI. MEETINGS/WORKSHOPS/ON-CALL:

A.

Employees required to attend a meeting or workshop, where there is limited contact with the

general public, will be allowed to wear “casual attire” including jeans, if appropriate.

Employees called in to work at short notice are to use discretion when responding as patient care

is first priority.

VIl. DISCIPLINARY ACTION:

. All employees are expected to use good taste in selecting appropriate clothing.

A. Each Department Director and Senior Manager will be accountable for the professional

B.

appearance of their areas. Any Supervisor, Manager, or Director with knowledge or notice of their
employee(s) not complying with the dress code who do not enforce the policy shall be subject to

discipline.

Any unusual attire, sloppiness or deviation from this policy may result in appropriate disciplinary

action, up to and including termination.
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