[bookmark: _Hlk149822987][bookmark: _Hlk149823173][bookmark: _Hlk149823174][image: A purple and orange letter n

Description automatically generated]Dress Code
Policy
Owner/ Department: ZAF – HR                                

1. [bookmark: _Hlk213077438]Part A: Dress Code Policy
1.1.1. Policy Purpose:
This policy establishes the standards of dress expected from employees in order to maintain a professional, appropriate and respectful workplace environment. The appropriate level of formality for attire is determined by factors such as the employee’s role, the nature of their work, and the extent of their interaction with clients, both internal and external.
1.1.2. Policy Statement:
· Employees are expected to always maintain a professional standard of dress and personal appearance while representing SMSA Africa Logistics Group.
· The policy provides guidance but is not exhaustive; employees should exercise good judgment and common sense in adhering to its principles.
· Compliance ensures a professional corporate image and reflects the company’s values.
1.1.3. Policy Target Audience:
· This policy applies to all employees of SMSA Africa Logistics Group, except those whose roles require mandatory PPE as prescribed under the Occupational Health and Safety Act.
1.1.4. Definitions:
· Dress Code: Rules regarding acceptable clothing in the workplace.
· Business Casual Attire: Neat, professional attire, including smart trousers, chinos, jeans (not torn or frayed), collared shirts, knee-length skirts, and conservative shoes. Excludes t-shirts, tracksuits, miniskirts, or sneakers.
· Professional Image: The impression projected by a person in a professional capacity, including appearance and conduct.
· Corporate Image: How the company is perceived by the public and stakeholders.
· Personal Protective Equipment (PPE): Equipment worn to minimize exposure to workplace hazards. PPE must be stored in designated clean areas to avoid contamination or damage. Shared PPE must be sanitised before and after each use. Employees are responsible for keeping issued PPE clean and serviceable.
1.1.5. General Policy Provisions:
· Employees represent SMSA Africa Logistics Group in all interactions, including internal operations and client-facing situations.
· Appearance contributes to the company’s reputation and business development.
· Employees must be neat, clean, tidy, and appropriately dressed for their role.
1.1.6. General Guidelines:
· Dress professionally to reflect the company’s image.
· Clothing should be clean, neat, in good repair, and correctly sized.
· Employees attending meetings or client interactions must dress appropriately.
· Hair styles and hair color should be neat, well groomed, and professional and appropriate in appearance, extreme or distracting hairstyles that may interfere with professional and image should be avoided.
· Items of clothing or jewellry that pose health or safety hazards are prohibited.
1.1.7. Inappropriate Clothing Includes, but is Not Limited to:
· Plunging necklines or tops revealing midriff/back.
· Torn, dirty, or excessively wrinkled clothing.
· Tank tops, crop tops & low-cut blouses and tops.
· See-through or sheer/mesh clothing without appropriate layers.
· Clothing that exposes undergarments.
· Mini skirts, mini dresses, mini shorts, or skintight clothing.
· Beachwear, gym attire, or nightclub clothing.
· Clothing with offensive, provocative, political, or religious images or text.
· Excessively bright hair colors or extreme hairstyles inconsistent with company image.
· Sunglasses (unless prescription) or excessively high heels.
· All forms of track suits.
· Chewing of Bubblegum
	Office Based Employees (Mondays to Thursdays)
	· No sneakers allowed.
· Jeans are allowed, but must be in good condition (no tears, patches, or excessive wear).
· Jeans / pants should fit properly, not below the waist or falling.
· Golf shirts or similar tops are preferred, no T-shirts.


	Office Based Employees (Fridays)
	· T-shirts are allowed.
· Sneakers are allowed.

**If employees are required to attend client meetings, dress code for (Mondays to Thursdays is applicable)


1.1.8. Monitoring and Enforcement:
· Line managers, with assistance from HR and Health & Safety Representatives, are responsible for monitoring compliance.
· Enforcement is progressive:
1. Verbal guidance for minor issues.
2. Written warning for repeated non-compliance.
3. Disciplinary action consistent with the company’s disciplinary policy.
· Employees unsure about appropriate attire should consult their line manager.
2. Part B: Personal Protective Equipment (PPE) & Company Issued Uniform Policy
2.1.1. Policy Objective:
· To establish standards for PPE and uniforms, ensuring employee safety and projecting a consistent professional image.
· PPE is used as a protective barrier and complements administrative and engineering controls.
· Managers and Health & Safety Representatives will assess hazardous work conditions and select appropriate PPE.
2.1.2. PPE / Uniform Provisions:
2.1.2.1. Issuance & Ownership:
· PPE/uniforms are provided at the company’s expense and remain company property.
· Employees must return PPE/uniforms on termination of employment; unreturned items’ value may be deducted from final salary.
· PPE/uniforms must not be altered without management approval.
2.1.2.2. Employee Responsibilities:
· Wear PPE appropriately as required during working hours.
· Maintain PPE in clean and good condition.
· Report lost, stolen, or damaged PPE immediately to a supervisor.
· Follow all training on PPE usage, limitations, maintenance, and adjustment.
2.1.2.3. Loss, Damage, or Replacement:
· Loss or willful damage may result in disciplinary action.
· Replacement due to negligence within the 12-month issuance period may be at the employee’s expense.
· Replacement due to normal wear and tear will be provided at the company’s expense.

2.1.3. General Guidelines:

	Job Category
	Required PPE
	Frequency of Replacement

	Operational Employees
	Company issued head gear, conti suits, reflective vest, safety boots, jackets
	Annually 

	Warehouse and Operations Administrative Employees
	Company issued reflective vest and safety boots 
	Annually 

	Workshop Employees
	Company issued head gear, conti suits, reflective vest, safety boots, jackets
	Annually 

	Administrative Employees
	Company issued reflective vest required when entering the warehouse and to remain in demarcated areas.
	When required

	Visitors (operational areas)
	Reflective vest, safety boots (if required)
	Per visit



2.1.4. Enforcement:
· Refusal or improper use of PPE may lead to disciplinary procedures.
· Managers are responsible for ensuring PPE compliance and proper recordkeeping.
2.1.5. Recordkeeping:
· All PPE issuance, returns, and training completion must be documented and maintained by management.
3. Part C: Conclusion

3.1. Questions regarding attire or PPE should be directed to the employee’s line manager.
3.2. This policy promotes professionalism, safety, and a consistent corporate image for SMSA Africa Logistics Group.
3.3. Enforcement of this policy must be applied consistently and fairly across all departments. Supervisors and managers are responsible for ensuring employees adhere to both dress code and PPE requirements. Non-compliance will be addressed in accordance with the company’s Disciplinary Code and may result in verbal warnings, written warnings, or dismissal depending on severity.
3.4. This policy will be made available to all employees during induction and through the company’s internal communication channels. 
3.5. Managers are responsible for ensuring that teams are briefed on updates or revisions to this policy.
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