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Clinic Standard of Appearance – Policy
Responsible Office:		YMA HR & Staff Operations 
Policy Sponsor:		Helena Adams – Current Clinical Operations HR Business Partner
Effective Date:			1/1/2017
Scope
The following requirements are applicable to all M&P and C&T staff reporting into Yale Medicine Administration, including those assigned to work units located at or near Yale-New Haven Hospital, with the understanding that exceptions may occur secondary to patient-care related circumstances or because of individual departmental service and patient care needs.
Reason for the Policy
In areas where uniform policy guidelines exist, the Clinic Standard of Appearance policy is designed to complement and ensure a safe, comfortable, and healthy work environment and present a professional and identifiable appearance to patients, families, visitors and other staff.	

Staff members will maintain a personal appearance and dress in a professional manner that is consistent with a business environment. This policy also identifies the clinical work areas and the need for proper infection control, identification, safety, and professionalism. 	
Definitions
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All Staff:
All uniforms will be neat and pressed.
Employees will maintain reasonable personal hygiene and grooming standards essential to a professional first impression. Scents should be taken into consideration. 
All employees must wear identification badges with their photograph plainly visible at eye level.
Accessories such as scarves should be kept to a minimum and compliment the uniform. 

Clinical Receptionists:
Uniform slacks and button-down shirt should always be worn with a vest and/or blazer.
Closed toe or peep toe dress shoes or boots should be worn. Sneakers are not acceptable. Peep toes

Medical Assistants:
Scrub top and bottom should be worn at all times (vest is optional).
Undershirts should be black, white or navy in color.
Soft soled footwear should be worn. Sneakers are acceptable but should be plain and clean. Open toed shoes are prohibited. 
Special Situations & Exceptions
Exceptions to this policy must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Helena.adams@Yale.edu
Roles & Responsibilities
Department Manager/ Designated Supervisor
· Ensure each employee's appearance is in compliance with these guidelines. 
· For non-compliant employees, proceed with appropriate disciplinary action.

Contact Information 
· [bookmark: _Hlk497987165]Helena Adams, current Clinical Operations HR Business Partner (Helena.adams@yale.edu) 
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