
Professional Attire and Personal Presentation Policy 

Purpose:  
To ensure that employees uphold the image of our Practice to patients, visitors, members of the communities we 
serve and co-workers. Because employees are often in close personal contact with patients, visitors and other 
employees, adherence with the following policy concerning personal appearance and conduct is essential. 
 
Policy:  
Staff attire should always be clean and in good condition. Any item of clothing, footwear, jewelry, makeup or hair 
style that distracts or detracts from the practice’s public image, proper performance of job responsibilities, or 
compromises the health or safety of patients, staff or visitors will not be permitted. Personal grooming and attire 
should respect diversity of taste and style, but avoid extremes of fashion. Personal statements expressed by 
symbols, messages or insignia are not appropriate for the office workplace.  ONS uniforms will be ordered for 
employees according the position held. Uniforms are not to be worn away from ONS premises, except on meal 
breaks, in the performance of ONS duties, or to and from work. It is expected that staff wear all of the different color 
uniform tops that are provided.  
 
Uniforms/Office Attire  
Uniforms shall be worn by Operations, Medical Records, I.T., X-Ray and MRI staff.  

  Operations, Medical Records, IT and Lobby Reception - Upon hire, ONS provides full-time staff with a 
supply of five (5) tops embroidered with the ONS logo (one must be  ONS green). Women may choose 
four (4) tops and one (1) cardigan sweater. Business-style (full length) black, dark grey or khaki pants 
should be worn. Women may choose to wear skirts of an appropriate length; however, capris, culottes, 
leggings, shorts, denim fabric of any color, or gym-type pants are not permitted.  

o Lobby attendants are required to wear either a black ONS button down top and ONS fleece 
vest or a white dress shirt and tie and ONS fleece vest and will receive four (4) tops and one (1) 
vest.  

 

 Clinical Staff must wear business casual attire and white lab coats provided by ONS. Clinical staff 
includes doctors, nurses, physician assistants, APRNs and medical assistants. 

o Nurses: ONS provides full-time staff with a supply of three (3) scrub tops and bottoms 
(annually) and two (2) lab coats (as needed). 

o Physician Assistants and APRNs: ONS provides full-time staff with three (3) lab coats (as 
needed). 

o Medical Assistants: ONS provides full-time staff with a supply of three (3) scrub tops and 
bottoms (annually) and two (2) lab coats (as needed). 

 

 Technical Staff (MRI and X-Ray Technicians) may choose to wear white lab coats, scrubs, or the ONS 
uniform shirts with black, dark grey or khaki pants or skirts as detailed above under Operations and 
Medical Records. 

 

 Physical Therapy Staff  
o Upon hire, ONS provides full-time PT Technicians and ATC’s with a supply of six (6) tops 

embroidered with the ONS logo (one must be ONS orange). Techs may choose five (5) tops 
and one (1) fleece. Business-style full length black, dark grey or khaki pants or gym-type pants 
are permitted. However, capris, culottes, leggings, shorts, or denim (of any color) pants are not 
permitted (part-time staff receive 3 tops). 

o Physical Therapists, PT Assistants and OTs must wear business casual including slacks, shirts, 
sweaters, blouses and turtlenecks, or the ONS uniform cardigan, fleece and long sleeve button 
down for men with black or grey pants as detailed above. 
 

 Managers, Directors, Administrative Staff, Business Office and Call Center  must wear business casual 
including slacks, sweaters, dresses and skirts of an appropriate length, sport jackets, collared shirts, 
button down shirts or polo shirts, blouses, suits, and turtlenecks.  However, capris, culottes, leggings, 
shorts, or denim pants (of any color), t-shirts and shirts with written messages are not permitted. 
Business Office (excluding Check-out) and Call Center may choose to wear the ONS uniform, however 
beginning April 2018, the practice will no longer purchase those uniforms for employees in those areas. 
 

 New Hires: Until their uniforms arrive, it is requested that new staff wear solid color tops, preferably in 
black and should comply with all other dress code policies. Temporary uniforms may be loaned to the 
new employee while their pieces are on order, depending on stock availability. 



 

 Interns are expected to wear white lab coats, scrubs (if clinical), or business attire (i.e., solid colored 
polos or button-down shirts). Business-style full length black, dark grey or khaki pants should be worn. 
Women can choose to wear skirts of an appropriate length; however, capris, culottes, leggings, shorts, 
denim material, or gym-type pants are not permitted.  
 

Annual Renewals: Uniforms are ordered once a year.  New hires who have worked at least 6 months at the time 
of the annual reorder qualify. 

 Full-time staff in Operations, Medical Records, IT, X-Ray and MRI are entitled to receive three (3) shirts 
(at least one must be ONS green). Part-time/per-diem employees receive two (2) shirts. Women will 
have the option of one cardigan in place of a shirt. 

 Physical Therapy full time staff are entitled to receive four (4) shirts and part-time/per-diem employees 
receive three (3) shirts (at least one must be ONS orange). Staff will have the option of one fleece in 
place of a shirt. 

 
Employees have the option of ordering additional uniform pieces at their own expense.  
 
Uniforms should not be altered or changed from the intended design and appearance. All ONS-provided 
uniforms shall remain the property of ONS and are to be returned upon termination of employment. 
 
Footwear 
Appropriate footwear includes dress shoes and sneakers that are comfortable and safe.  Slides, mules, 
platforms, sandals (i.e. open toe and open heel, straps, etc.) or shoes with more than a three-inch heel are not 
permitted in the office.  In addition shoes that could be considered athletic wear or beachwear including flip-
flops, well-worn or “toed” sneakers should not be worn by staff.   
 
Body Piercing and Tattoos 
Body piercings and tattoos should not be visible. Tattoos should be covered with clothing or in the case of one 
or two small tattoos a Band-Aid may be used as a covering. If it takes more than one Band-Aid to cover the 
tattoo, clothing should be used as a covering. Please note, Band-Aids and bandages purchased by ONS are 
only for patient use or true medical necessity, and should not be used for the purpose of tattoo coverage.  
 
Hair 
Hair must be kept clean and neatly styled. Any accessory that an employee uses to hold back their hair must be 
designed for that purpose. Hair must be tied back or controlled in such a manner as to prevent it from touching 
the patient, requiring frequent repositioning with your hands or obscuring your vision. All beards and 
moustaches should be trimmed and neat in appearance. 
 
Personal Presentation 
Technology usage: Use of personal cell phones, i-pods, tablets, headphones or other personal electronic 
devices for personal use while on duty, especially when providing direct patient care is strictly prohibited. This 
includes using personal devices to listen to music during the scheduled work day.   
 
Personal Demeanor: The Practice expects its employees to adhere to professional workplace standards of 
behavior. It is expected that all employees maintain a pleasant and courteous demeanor to others and are as 
helpful as possible to patients, visitors and co-workers. 
 
Discipline 
Employees who fail to adhere to the dress code will be given a stock uniform or lab coat to wear if available, 
sent home to change if necessary and/or disciplined as appropriate. If an hourly employee is sent home, they 
will not be paid for the time they are not at work. 
 
Please note that the ONS Professional Attire and Personal Presentation policy provides basic guidelines and 
examples of what is, and is not acceptable attire and conduct for the work environment.  
Department managers and directors have the right to make final determinations on what does or does 
not comply with the ONS Professional Attire and Personal Presentation policy.     
   
Originator:                 Human Resources 
Date of Inception:     January 1, 2002 
Revision Date:           November 15, 2018 
Latest Review Date:  November 15, 2018 
Approved by:             Chief Operating Officer 


