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Executive Summary 
 
East and North Hertfordshire Clinical Commissioning Group (hereafter referred to as 

the CCG) is committed to providing a safe and productive work environment and to 

maintaining the health, safety and wellbeing of employees to avoid unnecessary 

illnesses, absences, accidents and job losses and improving work performance as far 

as possible. The CCG is committed to providing help and support, which may be 

necessary for an employee.  

 

This policy aims to create an environment which encourages all employees to promote 

a positive and professional image through their dress, appearance and personal 

presentation to encourage the confidence service users, colleagues and visitors have in 

the providing health care.  

 

A review of this policy and procedure has taken place in order to keep pace with 

present legislation, reflect NHS Agenda for Change requirements and best employment 

practice, and to produce a comprehensive policy that is both fair and consistent with 

other employment policies. This policy has taken into consideration the following 

legislation and guidance; Data Protection Act 1998, Equality Act 2010, Health and 

Safety at Work Act 1974, Human Rights Act 1998, Management of Health, Safety at 

Work Regulations 1992 and 1999 and Mach, O (2005) Presenting a professional image 

guidelines.  

 
Most specific requirements arising from employees religious, ethnicity and/or cultural 

needs can be accommodated within this policy and procedure, providing health and 

safety and security standards are not compromised, and are agreed by the employee’s 

line manager. 

 

The CCG can provide training for all managers and employees involved in 

implementing and applying this policy and procedure where required. 
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1. INTRODUCTION 
1.1. The CCG is committed to being an organisation within which diversity, equality 

and human rights are valued. We will not discriminate either directly or indirectly 
and will not tolerate harassment or victimisation in relation to gender, marital 
status (including civil partnership), gender reassignment, disability, race, age, 
sexual orientation, religion or belief, trade union membership, status as a fixed-
term or part-time worker, socio-economic status and pregnancy or maternity. 

1.2. The CCG works to a framework for handling personal information in a confidential 
and secure manner to meet ethical and quality standards.  This enables National 
Health Service organisations in England and individuals working within them to 
ensure personal information is dealt with legally, securely, effectively and 
efficiently to deliver the best possible care to patients and clients. 

1.3. The CCG, via the Information Governance Toolkit, provides the means by which 
the NHS can assess our compliance with current legislation, Government and 
National guidance. 

1.4. Information Governance covers: Data Protection & IT Security (including smart 
cards), Human Rights Act, Caldicott Principles, Common Law Duty of 
Confidentiality, Freedom of Information Regulations and Information Quality 
Assurance 

1.5. An important aspect of providing health care services is the confidence users have 
in our ability to deliver exemplar services in a professional manner. It is recognised 
employee appearance and standards of dress can influence this confidence.  

1.6. This policy is not exhaustive in defining acceptable standards of dress, 
appearance and personal presentation but the CCG expects all employees to 
dress appropriately, safely and professionally at all times so that employees are 
able to demonstrate sensitivity to the needs of service users, visitors and other 
employees. 

1.7. This policy and procedure accommodates personal and cultural diversity where 
this does not compromise the safety of employees or service user’s, or the 
professional standing of the individual or the CCG. 

 
2. SCOPE AND PURPOSE 
2.1 This policy applies to all CCG employees, including agency, temporary, 

secondees and bank workers. When the policy refers to employees it is implied 
this includes any of these individuals. It is every employee’s responsibility to 
uphold this policy which applies to employees at all times that they are engaged in 
CCG activity.  

 

2.2 Although this policy does not apply directly to external contractors, whilst 
contractors are on CCG premises they will be expected to abide by these 
standards and must have an agreed statement incorporated in their contract. Any 
external contractors suspected to be abusing this policy may be reported to their 
employer and, where appropriate, removed from the premises. 

 

2.3 The CCG will ensure the application of this policy does not discriminate, directly or 
indirectly and will not tolerate harassment or victimisation in relation to gender, 
marital status (including civil partnership), gender reassignment, disability, race, 
age, sexual orientation, religion or belief, trade union membership, fixed-term or 
part-time status, socio-economic status and pregnancy or maternity in line with the 
Equality Act 2010 and the CCG’s Equal Opportunities Policy.  
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2.4 The purpose of this policy is to: 

• Ensure dress codes do not hinder moving and handling requirements 
• Minimise the risk of injury to employees, service users and visitors 
• Comply with Health and Safety Regulations 
• Provide a positive and professional image to promote confidence 
• Respect cultural values and beliefs of visitors, employees and service users 

 
2.5 Repeated disregard of this policy will be considered as misconduct and could lead 

to disciplinary action in line with the CCG’s Disciplinary Policy and Procedure. 
 
3. OTHER RELEVANT HR POLICIES 

HR policies to consider when referring to this policy and procedure include;  
• Disciplinary 
• Equality and Diversity in Employment 
• Health and Safety 
• Maintaining High Professional Standards in the NHS 
• Manual Handling 
• Security 
• Smoke Free 

 
4. LEGISLATION 

• Health and Safety at Work Act 1974 
• Human Rights Act 1998 
• Data Protection Act 1998 
• Equality Act 2010 
• Management of Health and Safety at Work Regulations 1992 and 1999 

 
5. ROLES AND RESPONSIBILITIES 
5.1  All Employees 

 
All employees are individually responsible for complying with this policy. 
 

5.2  All Managers 
 
All managers should lead by example and are accountable for ensuring 
employees are aware of this policy and cover the content during recruitment and 
induction.  
 
Managers will monitor compliance with this policy and retain the right to take 
appropriate or necessary action to implement the principles, including asking an 
employee to return home to change into more suitable clothing or to change their 
personal appearance if it is considered inappropriate or unprofessional.  
 

5.3  Human Resources (HR) Department 
 
HR must ensure this policy is readily accessible to all employees and ensure 
appropriate training of managers is undertaken alongside policy implementation. 
 
HR will advise on any disciplinary action in relation to this policy. 
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5.4  Service User, Colleague or Member of the Public 
 

If a service user, colleague or member of the public has concern over the dress 
code, appearance or personal presentation of a CCG employee this should be 
reported to the appropriate line manager as soon as reasonably practicable. 
 

6. STANDARDS 
6.1  General Appearance 

 

Employees must maintain a high level of personal hygiene presenting a clean, 
neat, tidy, smart, safe and practical appearance at work. 
 

Employees attending training, conferences or external events should dress in a 
manner appropriate to the type of event, and in such a way as projects a positive 
image of the organisation. 
 

6.2  Clothing and Footwear 
 

Clothing and footwear should not be of a nature that would be revealing or 
offensive to colleagues or visitors and be suitable for an office environment. 
 

6.3  Jewellery, Body Art and Body Piercing 
 

Jewellery worn must be consistent with health and safety and professional 
standards, and must not obstruct or prevent an employee carrying out their duties. 
 

Tattoos, body art and body piercings should not be on display.  If employees have 
body art or piercings for religious or cultural reasons which can not be covered, 
this must be discussed with appropriate line manager.  
 

6.4  ID Cards 
 

Named ID cards should be clean and worn at all times when employees are acting 
in an official CCG capacity. If an employee losses their ID card they must report 
this to their manager as soon as possible and arrange for a replacement. It is 
every employee’s responsibility to have an accurate, up to date ID Card.  
 

6.5  Smoking 
 

All employees must abide by the CCG’s Smoke Free policy and procedure.  
 

6.6 Specific Requirements 
 

Most specific requirements arising from religious, ethnicity and cultural needs can 
be accommodated by this policy, providing health, safety and security standards 
are not compromised and line manager agreement is given. 
 

7. MISCONDUCT OFFENCES 
Dress code, appearance and personal presentation offences will be dealt with 
under the CCG’s Disciplinary Policy and Procedure. 

 
8. CONFIDENTIALITY 
 

Details of any employee who has or has had a dress code, appearance or 
personal presentation issue will remain strictly confidential. 
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Appendix 1 – Equality Impact Assessment Stage 1 Screening 
1. Policy EIA Completion Details 
Title: Dress Code, Appearance and 
Personal Presentation 

Names & Titles of employee involved in completing 
the EIA: Jenny Holland, Senior HR Advisor 
  Proposed 

 Existing 
Date of Completion: 
July 2013 

Review Date: July 2015 
2. Details of the Policy. Who is likely to be affected by this policy? 

 Employee  Patients  Public 
3. Impact on Groups 
 Probable impact on 

group? 
High, 
Medium 
or Low 

Please explain your answers 

Positive Adverse None 
Race, ethnicity, 
nationality, language 
etc. 

                       

Gender (inc. 
transgender) 

                       
 

Disability, inc. 
learning difficulties, 
physical disability, 
sensory impairment etc. 

                       

Sexual 
Orientation 

                       
 

Religion or belief                         
 

Human Rights                   
 

Age                    
 

Other:                        
 

No impact on any 
of the groups 
above.  

Please explain and provide evidence 
 
 

4. Which equality legislative Act applies to the policy? 
 Human Rights Act 1998 
 Sex Discrimination Act 
 Race Relations Act 
 Disability Discrimination Act 
 Gender Recognition Act 2004 
 Mental Health Act 1983 
 Equality Act 2006 
 Mental Capacity Act 2005 

 Age Equality Regulations 2006 
 Equal Pay Act 
 Sexual Orientation Regulations 2003 
 Religion or Belief Regulations 2003 
 Health & Safety Regulations 
 Part time Employees Regulations 
 Civil Partnership Act 2004 

 
5. How could the identified adverse effects be minimised or eradicated? N/A 
6. How is the effect of the policy on different Impact Groups going to be monitored? N/A 
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Appendix 2 – Privacy Impact Assessment Stage 1 Screening 

1. Policy PIA Completion Details 
Title: Dress Code, Appearance and 
Personal Presentation 

Names & Titles of employee involved in completing 
the PIA: Jenny Holland, Senior HR Advisor 
  Proposed 

 Existing 
Date of Completion: 
July 2013 

Review Date: July 2015 
2. Details of the Policy. Who is likely to be affected by this policy? 

 Employee  Patients  Public 
 Yes No Please explain your answers 
Technology   
  
Does the policy apply new or 
additional information technologies 
that have the potential for privacy 
intrusion?  
(Example: use of smartcards) 

  

 

Identity 
By adhering to the policy content 
does it involve the use or re-use of 
existing identifiers, intrusive 
identification or authentication? 
(Example: digital signatures, 
presentation of identity 
documents, biometrics etc.) 

  

 

By adhering to the policy content 
is there a risk of denying 
anonymity and de-identification or 
converting previously anonymous 
or de-identified data into 
identifiable formats? 

  

 

Multiple Organisations 
Does the policy affect multiple 
organisations? 
(Example: joint working initiatives 
with other government 
departments or private sector 
organisations)   

  

 

Data 
By adhering to the policy is there 
likelihood that the data handling 
processes are changed? 
(Example: this would include a 
more intensive processing  of data 
than that which was originally 
expected) 

  

 

If Yes to any of the above have 
the risks been assessed, can they 
be evidenced, has the policy 
content and its implications been 
understood and approved by the 
department?  
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