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Policy Statement     

It is the policy of RMH Healthcare, Inc. and its subsidiaries, hereinafter referred to as “RMH,” that all Employees consistently perform and behave in concert with our established service excellence standards, which help create a professional and positive image for RMH.  Our desired image creates a high quality experience for our patients and customers that sets RMH apart as a leading health care organization. 

While RMH respects the individuality of each of its Employees, this policy has been developed based on customer and patient preferences and feedback to help ensure patient safety.    

Guidelines
The personal appearance and behavior of healthcare workers and the appearance of our work environment must create a positive, lasting impression on our patients and customers. Whether an interaction is in person, on the telephone or by other electronic communication, we must anticipate and respond to our customers’ needs while exhibiting a positive attitude and a willingness to help.  

Due to the diversity of duties and activities performed at RMH, dress requirements and uniforms may differ among various departments. For this reason the following guidelines will apply:   

· Departments may have their own more specific guidelines. 

· Deviations from this policy require the applicable Vice President’s authorization with consultation from other sources, including Human Resources, as needed. 

· Deviations or accommodations may be made for Employees with medical conditions and/or religious beliefs that require special clothing, jewelry, shoes, etc. Employees must make requests for deviations or accommodations to their supervisor. The supervisor in collaboration with the Human Resources Development Department will evaluate requests for deviations and accommodations.  In some circumstance, the Infection Control and Employee Health Departments may be involved in this evaluation.   
It is the responsibility of all Employees to conform to this policy and to ensure that offices, common areas and other work areas are neat, clean and convey that we take pride in our services and facilities.  The management team at RMH is accountable for reinforcing the policy.   

Organizational Guidelines
A. Professional Appearances Guidelines  
1. Clothing must be clean, neat, non-tattered, free of advertisement and endorsements, and appropriate for the work an Employee must perform.

2. Footwear must be clean, neat and appropriate for the work an Employee must perform. Flip flops are prohibited.  Consistent with OSHA standards, shoes worn in patient care areas must be closed toed (no holes) and made of an impermeable material.   

3. Business attire may be required due to public visibility, public representation and/or job duties. When required, business attire must be conservative: pants/ dresses/skirts must be a professional length and tops must have a conservative neckline.  

4. Hair must be clean, neat, dry and well groomed. If required for infection control standards, hairnets or other hair covering must be worn. PPE or hair netting as required and consistent with regulatory requirements must qualify under infection control standards. 
5. Cleanliness of body and good dental hygiene are to be observed at all times.

6. Tattoos must not be visible.

7. Employees who change into uniforms on-site must wear appropriate clothing to and from work that complies with the guidelines set forth in this policy if they pass through public or patient care areas of the hospital.

8. Clothing must cover the torso and undergarments must not be visible.  

9. Casual wear, including denim clothing, jeans, t-shirts, tank or tube tops, is not permitted.

10. On special event days sponsored by RMH or a department, RMH t-shirts may be worn as determined by the department Director. 

11. Employees will refrain from chewing gum when caring for patients or conducting business with customers. 
12. Employees are prohibited from using personal mobile communication devices in customer service areas as this does not reflect our commitment to customer service.  Use of these devices while working in other areas is subject to the department’s policy and/or the respective manager’s authorization.   






B. ID Badges
ID badges must be worn above the waist with picture, name and badge extender visible at all times. (For more information see “Identification Badge Policy.”)


C. Make-up/Fragrances/Jewelry
1. Make-up and jewelry must be professional and not attract undue attention.  
2. Jewelry must be appropriate and safe for the area in which the Employee is working.  
3. Facial and tongue piercing, and excessive (more than 2) ear adornments are not permitted. Ear “gauging” is not permitted.
4. Fingernails must be an appropriate length based on job responsibilities. Polish must be neat and unchipped if worn.
5. Artificial nails (acrylic, gel, silk, press-on, etc.) are not allowed for patient care or food service personnel per infection control guidelines.  
6. Employees must not wear fragrances because they cause allergic reactions to some patients and coworkers.


D. Uniforms
To enable our patients to easily identify RMH employees and their roles in providing care and service, RMH will adhere to the uniform guidelines outlined below. Employees affected by this policy need to be compliant by June 22, 2010.

1.
Scrubs (employee-purchased)
Scrubs may be worn with a white shirt underneath. Long/short sleeved, turtlenecks, are approved. A skirt option is available.
i. RN and LPN, including physician clinics (caribbean blue): nurses, nursing coordinators, patient educators, clinical educators, nurse managers, charge nurses, shift coordinators
· Pediatric nurses will wear a brightly patterned top with pants that match the RN/LPN scrub color.

· Hospice and Home Health nurses may wear business casual. If they choose to wear scrubs, they should be in the RN/LPN color.
ii. Licensed Professionals (royal blue): Nuclear Medicine, Imaging technologists, radiation techs, sleep techs/ EEG, lab techs, echo techs, vascular techs, EKG techs, non-invasive cardiac cath lab, radiation therapists
iii. Clinical Support Services (charcoal): patient care techs, sitters, rehab attendants, lab assistants, clinical patient service reps, staffing clerks, Behavioral Health psych techs, non-licensed Imaging staff, EMG techs


iv. Respiratory therapists (ceil blue), including pulmonary techs
v. Transporters (wine)
vi. Students (black) without school-provided scrubs


2.  Scrubs (hospital-provided)
 Scrubs may be worn with a white shirt underneath. Long and short sleeved, as   

       well as turtlenecks, are approved.
i. OR/ Invasive: endoscopy, PACU, surgery, scrub techs, Central Sterile staff, perioperative techs, invasive cardiac catheterization

ii. Family Birthplace
3. Lab Coats

i. White lab coats: 

a. Worn over scrubs: Nuclear Medicine, radiation techs 
b. Worn over business casual: social work, care managers, pharmacists, Rehab Services (physical, occupational, speech therapists, COTA, PTA), inpatient physician patient care coordinators.
c. Lab techs will wear a white coat over either business casual or the scrub color for licensed professionals. Imaging Services also has the choice of business casual or scrubs, but the color for scrubs should be either the licensed professional or clinical support staff color, depending on job title.

ii. Non-white lab coats: pharmacy techs (worn over business casual)


4. Business Casual
Behavioral Health social workers, monitor techs, patient service reps, Heart & Vascular Center receptionist, non-clinical staff at physician practices


5.
Additional Uniform Requirements (listed by job title) 

i.
Supply clerk: polo shirt and slacks
ii.
Environmental Services: smock, apron or polo shirt with slacks. A white shirt underneath the smock or apron is permitted. Includes long and short sleeves, turtlenecks.

iii.
Security: hospital-provided uniform



iv. 
Waste Management, Grounds and Facilities Management, Admitting will continue wearing their current uniforms.

E.
Holiday Dress Code
Employees may wear holiday scrub tops seven days prior to and including a holiday.  Scrub bottoms must conform to the color guidelines listed in section D. Holidays covered under this policy are: Halloween, New Year’s Eve/Day, Christmas, Hanukkah, Valentine’s Day and Easter. 
F.   New Hires
New employees hired prior to the end of May will be provided the one-time allowance to purchase uniforms. New employees hired after the last orientation on May 24, 2010 will not receive the allowance.

New employees hired April–May 21, 2010 need to be in uniform by June 22, 2010. New hires May 24, 2010 forward have 30 calendar days from their start date to be in uniform.

G.  Transfers
Employees who transfer into a position requiring a uniform are expected to comply with the uniform policy as soon as possible and within 30 days of when they begin their new assignment. 
H.
Employee Communications (For more information see “Telephone Procedures” Policy and the RMH Corporate Identity handbook.)
1. Employees are expected to introduce themselves, smile, and make eye contact to customers/clients in person and introduce themselves on the telephone.
2.
Employees should speak in a courteous and professional manner. 

3.
Telephones must be answered by a “live voice” whenever possible. When it is necessary to forward telephones to voice mail, departments are advised to provide the option of pressing “0” or a reference number so the caller can get to a live voice.
4.
Employees should respond to phone calls and email requests within 24 hours. Voice messages and email automatic responses should be programmed when Employees are out of the office for an extended period of time.
5.
Any communications for public or business use should be in compliance with RMH’s Corporate Identity guidelines. For more information, see the RMH Corporate Identity handbook on the Common drive (t/common/marketing and communications/corporate identity guide) or call Market Development at x5885.


I. Accountability for Compliance
It is the accountability of the department director and manager/supervisor to ensure this policy is followed both within her/his departments and throughout RMH. It is the responsibility of all staff to ensure, individually, that they are in compliance with this policy.
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