Central Texas College District
Human Resource Management Operating
Policies and Procedures Manual
Policy No. 250: Dress Code
I.

PURPOSE
Establish appropriate dress and grooming guidelines whereby employees shall exemplify
the highest standards of professional appearance as CTCD representatives to the
community.

II.

SCOPE
This policy applies to employees on all CTCD campuses, including full- and part-time
staff members, faculty, interns, adjunct faculty and student employees during operational
hours.

III.

POLICY
The CTCD administration expects employees to project a professional image to the
students, parents, business associates and general public. Staff members are expected to
dress in a manner appropriate to their working environment and to the type of work
performed. Faculty members are expected to project professionalism in their dress and
appearance as an example for students in the learning environment. Dress and grooming
standards are intended to enhance the image CTCD exhibits for the community it serves.
Clothing shall be neat, clean, in good repair and appropriate for the employee’s work
assignment.

IV.

PROCEDURES
Department supervisors are responsible for monitoring their employee’s compliance to
the dress code. Violations of the CTCD dress code as expressed herein will be
immediately brought to the attention of the employee in a manner appropriate to the
violations. Dress code violations will be discussed in private with the employee. A
remedy could involve a suggestion to dress more appropriately in the future, or a request
for the employee to leave the work place to change attire. Employees who continue to
violate the CTCD dress code could be subject to disciplinary action up to and including
termination of employment with CTCD.

V.

DRESS STANDARDS
A. All outer garments shall fit properly. Clothing shall be of appropriate size and
properly laundered to represent a neat, clean appearance.

1. Administrative, administrative support and instructional staff shall wear business
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professional attire as defined in Section VI. Denim (jeans) is not considered
appropriate attire (with the exception of Fridays) unless specifically approved by
the department supervisor for particular job-related tasks such as packing and
moving, restocking shelves (bookstore, library, etc.), and like tasks. Shorts and/or
hats are authorized only if part of an issued CTCD uniform.
2. Vocational and Facilities Management personnel shall wear apparel chosen by the
department and appropriate to the work conditions. Shorts and/or hats are
authorized only as part of an issued CTCD uniform. Supervisors will ensure
specialized clothing is maintained in good repair by the employee.
B. CTCD employees shall wear and appropriately display nametags when at an event
that includes the public, such as an employment fair, student recruitment or
registration. Nametags for employees will be uniform and may be requested via the
online Request Replacement Nametag form on the Faculty & Staff webpage. Any
needed follow-up should be directed to the department representative from
Employment Services.
Employees will be required to pay a replacement fee for a second lost or damaged
nametag or nametag insert or if requesting an upgrade to the larger nametag format.
The employee will fill out a form acknowledging receipt of a replaced nametag or
insert. If the employee loses or damages the nametag or insert a second time, the
employee will be required to fill out another form, take it to the Business Office for
payment and return the receipt to the Employment Services office before re-issue of
nametag.
C. CTCD employees may adapt a slightly less formal dress policy on Fridays. All
employees may wear business casual attire on Fridays, to include denim jeans in good
repair. Employees must always dress appropriately for their position and present
themselves in a professional manner.
VI.

APPROPRIATE DRESS EXAMPLES
Business Professional Attire:
 Traditional 2 or 3 piece suit with or without a tie
 Dress slacks and dress shirt/sport shirt with collar or sweater/cardigan
 Dress
 Pantsuit
 Skirt with blouse
 Dress shoes appropriate for standing/walking on campus
 Dress boots appropriate for standing/walking on campus (not Redwing or hiking
boots)
 Capri or three-quarter pants (must be below the bottom of the knees)
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Business Casual Attire: (Fridays only)
Everything listed for Business Professional Attire, plus the following:
 Blue jeans or denim wear
 CTC logo T-Shirts
VII.

PROHIBITED ATTIRE
The following list is not all inclusive. It represents, at a minimum, those items of attire
and those wardrobe choices which are specifically prohibited.
A. Clothing or headgear adorned with racial slurs; lewd, obscene or derogatory words,
statements or pictures; or clothing with unprofessional symbols, phrases or slogans to
include clothing that advertises tobacco, alcohol products, sexual innuendo or any
controlled substance.
B. T-shirts worn as outer wear (with the exception of CTC logo T-shirts approved for
wear at specific college-sponsored events, or worn on Fridays); sports jerseys; sweat
shirts; halter tops; tank tops; spaghetti straps; undershirts; midriff blouses; seethrough mesh or net-like materials as outer wear; hip huggers; low-rise pants/slacks;
overalls, tight-fitting or revealing garments and spandex garments shall not be worn.
C. Warm-ups or sweat suits unless approved by the department supervisor for a jobspecific task.
D. Flip flops, shower shoes, beach shoes, house slippers and crocs.
E. Athletic shoes will not be worn except when specifically approved by department
supervisor for a job-related task.
F. Dresses and skirts that are more than 2” above the top of knee.
G. Shorts, caps or hats unless authorized as part of a CTCD issued uniform.

VIII. EXCEPTION TO POLICY
An exception to this policy may be made on a case-by-case basis for employees under the
Americans with Disabilities Act or those with a medical condition which requires certain
apparel. To receive an exception, employees must provide HR with a request for
accommodation from an appropriate healthcare provider.
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