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Personal Appearance Policy 

KAREN E. RUSHING 
Clerk of the Circuit Court and County Comptroller 
 

 
 

SUBJECT: 
 
Personal Appearance Policy 

PROCEDURE NUMBER:  700.5000.005 
EFFECTIVE: 
July 1, 1999 

REVISED: 05/11/2005:     
06/03/2008; 3/24/2014 

 
APPROVAL: 

 
 
 
PURPOSE:  It is important for employees to project a credible, professional image to 
both internal and external customers consistent with the role of the Clerk of the Circuit 
Court and County Comptroller.   This policy is meant to communicate clear guidelines 
for attire that will demonstrate the level of integrity and excellence for which the Clerk's 
office is known. 
 
OVERVIEW:  All employees of the Clerk's office have a direct impact on the image of 
the organization.  Dress, grooming, and personal cleanliness standards contribute to the 
morale of all employees and affect the business image presented to the public.  The 
Clerk does not dictate style in either dress or grooming.  Work attire should complement 
an environment that reflects an efficient, orderly, and professionally operated operation.  
It is recognized that different styles will be necessary, depending on changes of season, 
degree of customer contact, nature of work, and safety issues.  With these 
considerations in mind, we have developed a dress code that will provide general 
guidelines.  The final decision on what to wear and what is appropriate apparel is the 
responsibility of each Manager. 
 
Examples of Acceptable Attire 
 

Women:  Business-like suits, coordinated blazers, blouses, or shirts with skirts or 
slacks (ankle length), and business-like dresses. Leggings may be worn in place 
of hose, however, leggings may not be worn in place of trousers.   All apparel 
must be designed in styles and fabrics that are appropriate for business hours.  
Clothing must be kept neat and clean.  Personal grooming is absolutely essential 
and required.  Hair must be kept clean, combed, and neatly trimmed or arranged.  
Jewelry and make-up should be conservative. 
 
Men:  Business suits, blazers and sports jackets with color-coordinated slacks 
and shirts.  All apparel must be designed in styles and fabrics that are 
appropriate for business.  Clothing must be kept neat and clean.  Ties are a must 
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at all times, unless a supervisor determines that a tie would be a safety hazard.1  
Personal grooming is absolutely essential and required.  Hair must be kept clean, 
combed, and neatly trimmed or arranged.  Moustaches and beards must be 
neatly trimmed and moderate in style. 
 

Avoid Wearing 
 
Shorts, T-shirts, tank or halter tops, bare midriff shirts or blouses, sheer clothing, 
overalls, sweat suits, jogging suits, smock tops, Capri Pants, very short skirts or 
dresses, all sports wear, all denim garments, painter pants, tight or clingy 
clothing, tennis shoes, clogs, multi-colored athletic shoes, flip-flops, and bedroom 
slippers.  Note:  High heels, or backless shoes, are not to be worn when using 
step stools or on ladders.  In addition, extremes in hairstyles, and make-up are 
not appropriate during business hours.  Jewelry must be conservative and give a 
professional appearance.  Visible body piercing is limited to ears. 
 

Employees not meeting the standards of this policy may be required to go home and 
change.  Time taken off to change will be without pay.  Repeated violations may result 
in disciplinary action up to and including termination. 
 
 
AUTHORITY:  The Clerk of the Circuit Court and County Comptroller establishes this 
procedure. 
 
 

                                            
1 Effective the day after Memorial Day through the day before Labor Day, all staff members are permitted 
to wear the Clerk Casual Shirts each business day except when attending meetings with customers or 
outside agencies. 
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Examples of ACCEPTABLE backless style dress sandals appropriate for the work 
environment. 

 
LADIES 

 

 
 

 
MENS 

 
 

 
 
 
 

http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=592725898&ctx=nhPeRokvXcHneGSoGmdaaG2eSJEFmD9LFFv6mT1RCw3Zy6%2B8LLPfd50pQg1Mxigvt0Eie6HXTimy%0AkxsMq6iw1Cs09ds06vWCHMXBroag%2B8qLQ4NqwZpCNU%2BktfBa93eougXQG2U%2Fn4blmr4GgKu%2Blw%3D%3D&ptitle=564193148
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=592725898&ctx=nhPeRokvXcHneGSoGmdaaG2eSJEFmD9LFFv6mT1RCw3Zy6%2B8LLPfd50pQg1Mxigvt0Eie6HXTimy%0AkxsMq6iw1Cs09ds06vWCHMXBroag%2B8qLQ4NqwZpCNU%2BktfBa93eougXQG2U%2Fn4blmr4GgKu%2Blw%3D%3D&ptitle=564193148
http://www.chadwicks.com/clothing/Toe-Thong-Canvas-Wedge.aspx?PfId=99263&DeptId=8416&producttypeid=1&pref=ps&PurchaseType=G
http://www.chadwicks.com/clothing/Toe-Thong-Canvas-Wedge.aspx?PfId=99263&DeptId=8416&producttypeid=1&pref=ps&PurchaseType=G
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=637427586&ctx=nhPeRokvXcHneGSoGmdaaG2eSJEFmD9LFFv6mT1RCw3Zy6%2B8LLPfd50pQg1Mxigvt0Eie6HXTimy%0AkxsMq6iw1Cs09ds06vWCDG%2BJ%2F7BiERVEEKXKGZ1TUOxGaissInY71xQASyFbQGG1GU%2FdLb91Ow%3D%3D&ptitle=595680970
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=637427586&ctx=nhPeRokvXcHneGSoGmdaaG2eSJEFmD9LFFv6mT1RCw3Zy6%2B8LLPfd50pQg1Mxigvt0Eie6HXTimy%0AkxsMq6iw1Cs09ds06vWCDG%2BJ%2F7BiERVEEKXKGZ1TUOxGaissInY71xQASyFbQGG1GU%2FdLb91Ow%3D%3D&ptitle=595680970
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=650801148&ctx=oGQd7wpmTxQAhFKQohZQ%2BpeYOeFr7Q%2BZ50G29XXxTCDSopTi0Q3SICfaFCD4JdZYnO2svtdVxAmB%0ATeLGNevcoFTaFRK7WfOQEiBq%2BZl5g%2B6gc%2FUGgBHqyQ%3D%3D&ptitle=606008642
http://www.zappos.com/n/p/dp/24616959/c/91414.html
http://www.zappos.com/n/p/dp/24616959/c/91414.html
http://www.zappos.com/n/p/dp/24616959/c/91414.html
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=642376214&ctx=oGQd7wpmTxQAhFKQohZQ%2BpeYOeFr7Q%2BZVl9hkv0Rg4Q9FbJfxAVhPMNV60CtH4RHLzGUrC9mmvAK%0AVq5OteNNgKpoTIuB0zqRvUtn%2B7Szw72%2B9CNWZ%2F2YOQ%3D%3D&ptitle=599740035
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=642376214&ctx=oGQd7wpmTxQAhFKQohZQ%2BpeYOeFr7Q%2BZVl9hkv0Rg4Q9FbJfxAVhPMNV60CtH4RHLzGUrC9mmvAK%0AVq5OteNNgKpoTIuB0zqRvUtn%2B7Szw72%2B9CNWZ%2F2YOQ%3D%3D&ptitle=599740035
http://www.nextag.com/Men-Zengara-Z30156-Black-598669714/prices-html
http://www.nextag.com/Men-Zengara-Z30156-Black-598669714/prices-html
http://www.payless.com/Catalog/ProductDetail.aspx?&TLC=Mens&SLC=MensSandals&BLC=MensSandalsCasuals&Width=Regular&ItemCode=60330&LotNumber=061753&Type=Adult&Popularity=22&DescriptiveColor=Black
http://www.payless.com/Catalog/ProductDetail.aspx?&TLC=Mens&SLC=MensSandals&BLC=MensSandalsCasuals&Width=Regular&ItemCode=60330&LotNumber=061753&Type=Adult&Popularity=22&DescriptiveColor=Black
javascript:PopUp('/n/multi_view.cgi',%20'7180527extra',%20'550',%20'540',%20'left',%20'&view=multi&ref=multi-pic');
javascript:PopUp('/n/multi_view.cgi',%20'7180527extra',%20'550',%20'540',%20'left',%20'&view=multi&ref=multi-pic');
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=589993377&ctx=nhPeRokvXcHneGSoGmdaaG2eSJEFmD9LFFv6mT1RCw3Zy6%2B8LLPfd9F%2B%2Fj4wdVWG7tR2FLB3I2i5%0ATA1R7KybK%2F9vMwoXuwoNClFuAPeHJ5YgiPIkkbZO04RzJ9f4B1dA1rq7OKrVVCqVK8PimqEvUg%3D%3D&ptitle=561858235
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Examples of UNACCEPTABLE backless style sandals not appropriate for the work 
environment. 

    

        

 
 
 
 
 

 
 

http://www.made-in-china.com/showroom/geelong/product-detailXbzncFxrgPkg/China-Women-s-Sandals-GE-WESD3028-.html
http://www.made-in-china.com/showroom/geelong/product-detailXbzncFxrgPkg/China-Women-s-Sandals-GE-WESD3028-.html
http://www.nextag.com/norob/PtitleSeller.jsp?chnl=main&tag=627660230&ctx=oGQd7wpmTxQAhFKQohZQ%2BpeYOeFr7Q%2BZSD%2BlgNkgvnt6bjDv89xw5scpJw82pWmgjNmHsjG9gRa4%0ACyXkfUaGkjiG8oBzKYuxfVSybcsniCd8Dm9hnHb1lbohW7bVlS51HoRoUF%2BHt5M%3D&ptitle=588076512
javascript:PopupBiggerImage('_1_600x600.jpg')
http://www.payless.com/Catalog/ProductDetail.aspx?&TLC=Mens&SLC=MensSandals&BLC=MensSandalsBeach&Width=Regular&ItemCode=59738&LotNumber=060453&Type=Adult&Popularity=47&DescriptiveColor=Navy
http://www.payless.com/Catalog/ProductDetail.aspx?&TLC=Mens&SLC=MensSandals&BLC=MensSandalsBeach&Width=Regular&ItemCode=59738&LotNumber=060453&Type=Adult&Popularity=47&DescriptiveColor=Navy
http://www.amazon.com/Mens-Dawgs-Beach-Clogs-NAVY/dp/B000R3KL9U/ref=sr_1_123?ie=UTF8&s=apparel&qid=1213120063&sr=1-123

