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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: EMPLOYEE DRESS CODE NUMBER: 85/14
1.0 PURPOSE

1.1 It is the intent of the City of Martensville to ensure that work attire complement the

2.0

3.0

1.2

13

environment to reflect an efficient and professional atmosphere. This policy is intended
to define appropriate “work attire” for each department during normal business
operations Saturday through Thursday and allow for “casual business attire” on Fridays.

The key to sustaining an appropriate dress attire is the use of common sense and good
judgment, and applying a dress practice that the City of Martensville deems conducive to
our business environment.

The City of Martensville wishes to encourage employees to dress comfortable, with
consideration given to maintaining a professional appearance. Appropriate attire is to be
worn at all times to keep with standards set out within the policy.

RESPONSIBILITY

2.1

2.2

Enforcement of this policy is the responsibility of management and supervisory
personnel.

Request for advice and assistance in administration or interpretation of this policy should
be directed to the City Manager or City Clerk.

GENERAL GUIDELINE

3.1

3.2

3.3

This policy, unless otherwise stated, refers to all City of Martensville employees including
City Hall Staff, Martensville Athletic Pavilion Office Staff, Customer Service Reps and
Library Staff.

It is understood that the dress code for each department will differ according to the
duties, work hazards and other environmental factors.

All employees are expected to ensure that their clothing is clean, in good repair and in a
non-wrinkled condition.
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4.0

OFFICE EMPLOYEES

3.4 Business attire is to be worn Saturday through Thursday. On Fridays all office staff must
wear a City of Martensville Logoed Top and are also permitted to wear jeans or casual

business attire.

3.5 Appropriate ‘Business Attire’ for office employees include the following:

Men:

Dress or casual dress pants

Dress shirts or dressy golf or polo shirts
Dress sweaters

Dress shoes or loafers

**NO Shorts or flip flop type sandals**

Women:
Dresses
Skirts or skorts
Dress or casual dress pants
Capris
Blouses or dressy tops or sweaters
Dress shoes, dress sandals or dress boots.
**NO flip flop typed sandals**
4.3 Appropriate Friday Business Casual Attire for office employees include the following:
Men:
Slacks, including ‘Cargo” pants; clean jeans of any color that are not
frayed, faded or have tears of any kind.
Logoed polo, golf shirt, sweater, or zip up hoodie
Loafers, dress sandals or appropriate athletic shoes
Women:

Slacks or pants; cords, clean jeans of any color that are not frayed, faded
or have tears of any kind.

Dress Shorts (no shorter than 2” above top of knee cap)

Logoed polo, golf shirt; sweater or zip up hoodie

Loafers or casual shoes or sandals
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4.4 Unacceptable Office Attire (Saturday through Friday)

Cut-offs

Athletic wear

Spandex or Lycra

Tennis shoes

Tank tops, tube tops, halter tops with spaghetti straps or strapless
Beach wear

Midriff length tops

Provocative attire

Off-the-shoulder tops

e  Workout clothes

e Running Shoes (Saturday — Thursday)

e Jeans of any color (Saturday — Thursday)
e Pullover Hoodie

e Hats
e Flip Flops
4.5 As per the Collective Agreement 24.01 b) upon presentation of receipts, the employee

shall provide each inside/clerical employee with one hundred and twenty-five dollars
(5125.00) annually for the purchase of City of Martensville logo apparel. Locations of the
logo can be as follows: Left Front Chest, Right Front Chest, Left Shoulder Sleeve or Right
Shoulder Sleeve This allowance must be utilized between January 1 and December 31
annually. The City Manager retains the right to approve the apparel.

5.0 PUBLIC WORKS, RECREATION AND COMMUNITY SERVICES, CUSTODIANS, BYLAW
ENFORCEMENT OFFICERS & AQUATIC STAFF

5.1 All employees in these departments will be expected to follow the Protective Clothing
Policy #80/11.
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6.0 ENFORCEMENT

6.1 Department Managers and Supervisors are responsible for monitoring and enforcing this
Policy. This policy will be administered according to the following action steps:

6.1.1 If questionable attire is worn in the office, the respective department head will
hold a personal, private discussion with the employee to discuss and counsel the
employee regarding inappropriateness of the attire.

6.1.2 If an obvious policy violation occurs, the department supervisor/manager will
hold a private discussion with the employee and ask the employee to go home

and change their attire immediately.

6.1.3 Repeated policy violations will result in disciplinary action, up to and including

termination.
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