
BAY COUNTY LIBRARY SYSTEM

Dress & Manner Code
All employees of the Bay County Library System are public servants and representatives of the library. Personal appearance and behavior of staff contributes directly to the overall impression the library makes on the community. All members of library staff are expected to dress and conduct themselves at all times in a business-like manner suitable to their position and work to be performed.  Cleanliness and good personal hygiene are expected, along with dress that is neat, clean and appropriate. Extreme excesses in apparel or adornment, including some body piercing jewelry, tattoos, and body art may be considered inappropriate. Gum-chewing and eating are not permitted in public areas. Beverages are not to be in the public areas while the library is open.

Acceptable Dress:
· Business or business-casual dress

· Business or business-casual shoes (heels, flats, sandals, slides, etc.)

· Tennis shoes or appropriate athletic shoes, clean and in good condition, may be worn by staff members whose jobs require standing or walking for long periods of time

· Skirts, skorts, dresses, culottes, no shorter than 2 inches above the knee when standing

· Capri pants, pedal pushers/clam diggers

· Shorts may be worn by maintenance and delivery personnel, but must be no shorter than 2 inches above the knee when standing and must not be torn, worn, patched or frayed (no athletic shorts)

· Shorts are acceptable for certain library activities, such as some programs, but must be no shorter than 2 inches above the knee when standing (no athletic shorts)

· Denim clothing such as shirts, skirts, dresses or jackets of any color

· Tops bearing BCLS logo or summer reading program apparel may be worn with business casual dress or with jeans on casual Fridays

· Denim jeans of any color may be worn only on Fridays, Saturday, Sundays, or on closed days or other days designated by library administration and must not be torn, worn, patched or frayed

· Pages may wear denim jeans of any color on any day that are not torn, worn, patched or frayed

· Pages may wear tops bearing school logos or brand names

· Facial hair must be clean, trimmed and neat

· Fragrances should be used moderately – many people have allergies

· Jewelry should not restrict or present any danger to one’s work

Unacceptable Dress:
· Athletic or any other shorts (with the exceptions described above)

· Flip-flops or other sandals or shoes that are not safe for the job being performed

· Tank tops, spaghetti tops, tube tops, halter tops, strapless tops, muscle shirts or any tops that expose skin around the mid-section of one’s body or that expose cleavage

· Sweat, warm-up and jogging suits (tops and/or bottoms)

· Clothing with slogans, inappropriate expressions, or unapproved advertising (an example of approved or library-supported advertising might be recognition of a “breast cancer awareness” event)

· Head gear (hats, caps, visors, headscarves) are not acceptable unless worn for library programs, medical, or religious reasons

· Underwear must not be visible

· See-through clothing

· Skin-tight or otherwise revealing clothing

In all cases supervisors are empowered to make judgment calls, including exceptions, and have the authority to determine whether or not an employee should be sent home to change to more appropriate dress.
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