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ADMINISTRATIVE POLICY MANUAL

1. POLICY TITLE Uniform Policy

2. POLICY STATEMENT

It is the policy of the county that certain positions, as designated by each Elected Official or County
Executive Officer for general fund departments, may be required to wear a uniform while on the
job.

3. PURPOSE

The purpose of this policy shall be to maximize safe working conditions, reflect good
appearance and to provide ease of recognition, and/or identification of designated employees
by the public. This policy is necessary in order to help determine whether all or any part of the
uniform expenditures will be considered a taxable fringe benefit to the employee.

Uniforms are excluded from wages of an employee if they are:

e Specifically required as a condition of employment, and
e Are not worn or adaptable to general usage as ordinary clothing.

4. GENERAL GUIDELINES

A. Each Department Director will identify the positions within their respective department
for which the wearing of a uniform is required. Department Directors should ensure that
uniforms are absolutely necessary.

B. Employees filling positions designated as requiring the wearing of a uniform must wear
issued uniforms on the job on a daily basis once the employee receives his/her supply of
uniforms.

C. Each department requiring employees to wear uniforms must include funds for new
issues and replacement of uniforms in their respective department annual budget.

D. The purchasing of uniforms may be used in lieu of the rental of uniforms when
considered more economical by the Elected Official or the County Executive Officer for
General Fund Departments.

5. UNIFORM ISSUANCE
A.  When an employee is assigned to a position which has been designated as requiring a

uniform, the employee’s Department Director will authorize the issuance of uniforms.
The employee must sign for all issued uniforms.
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B. The Department Director will determine the number of uniforms to be issued

commensurate with the employee’s expected field time, not to exceed six sets of
uniforms.

6. APPEARANCE IN UNIFORM

A.

Personnel shall maintain a neat and professional appearance while in uniform that shall
be representative of the County of Hidalgo.

When the uniform is worn, the wearer shall maintain a neat, tidy appearance at all
times, avoiding soiled or wrinkled uniforms.

Employees should keep their hair, beards, mustaches, or sideburns, clean, neatly
combed or brushed and should not appear ragged or unkempt.

7. APPROPRIATE ATTIRE FOR NON-UNIFORMED AND UNIFORMED PERSONNEL

A.

Non-Uniformed Employees wearing civilian attire will wear clothing that is acceptable
for an office setting and keeping with other County Offices and Departments.

Non-Uniformed and Uniformed Employees will ensure that their clothing is cleaned, free
of stains, tears and holes.

Non-Uniformed and Uniformed Employees authorized to wear jeans shall not wear
jeans faded out, spotted with bleach or worn to the point that the cuffs are frayed or
cut. The jeans cannot have holes in them.

All button down shirts or blouses will be worn tucked in the pant line. The only
exception is for women’s blouses that are designed to be worn un-tucked. Examples of
this type of blouse are those made with straight hem.

8. CASUAL ATTIRE

A.

B.

On Fridays, or the last day of the workweek, Non-Uniformed Employees are allowed to
wear jeans. Designed Uniformed employees shall not observe this practice unless
authorized by the Department Director. Clothes should be neat, clean, and without
holes or ragged edges.

Attire that is considered inappropriate includes but is not limited to: shorts, low cut
shirts/blouses, ratty jeans, T-shirts, athletic shoes, thong sandals, and any attire that
exposes the midriff or undergarment, and any other attire that the supervisor deems
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C.

Employees should keep their hair, beards, mustaches, or sideburns, clean, neatly
combed or brushed and should not appear ragged or unkempt.

9. UNACCEPTABLE CASUAL ATTIRE

A.

Regardless of gender, it is not appropriate to wear your favorite old t-shirt, ripped jeans
and sneakers. Keep in mind the “business” part of the business casual, and leave your
old comfortable clothes at home.

Pull over’s can be worn but must have collar and top buttons (polo style). All pull over’s
will be worn tucked in the pant line. Henley style (collarless with buttons) pull over’s are
not acceptable. Pull over shirts cannot be heavily designed with patterns.

Hawaiian shirts or similar heavily patterned shirts are not acceptable wear for the office.
Revealing clothing, transparent materials, micro-mini skirts, and or shorts prohibited.

If you are assigned to go to a class, seminar or training and

you are being paid to attend, you are expected to adhere to this dress policy.

11. CARE AND MAINTENANCE OF UNIFORMS

A.

Employees are personally responsible for the proper care, cleaning, alterations and
repair of uniforms issued to them.

If uniform item(s) becomes unserviceable the employee must launder the item and
request a replacement.

If an employee loses a uniform item, the employee will be charged the current cost for
the item for a replacement.

10. IMPROPER UNIFORM WEAR PROHIBITED

A.

Personnel issued a uniform will not wear the uniform or any portion thereof while off-
duty, to any political gathering, or any other public or private gathering or to any
business, or location that may be deemed as inappropriate unless their presence is of an

official nature.

12. TERMINATION OF EMPLOYMENT

A.

When an employee terminates with the County or is transferred into a position of
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to their immediate supervisor no later than the date of termination or reassignment.
All returned items must be laundered and in good condition.

B. If the employee fails to return any uniform items the cost of the unreturned item(s)
will be deducted from the employee’s final payment.

13. POLICY VIOLATION AND REVISION

A. An employee who does not wear the uniform specified, without a reason acceptable to
the immediate supervisor, will be subject to disciplinary action, up to and including
termination of employment.

B. Employees may not wear county uniforms in any capacity other than when they are
performing official business for the county.

C. Failure to comply with the guidelines established in this policy may lead to disciplinary
action up to an including termination of employment.




