








I. PROCEDURE
Operational public-contact employees of Facilities Services shall wear Facilities Services-issued uniforms while on-duty to aid in their identification, enhance campus security, and promote the professional image of the organization.

II. DEFINITIONS

A. Operational public-contact employees 

1. Operational public-contact employees are those Facilities Services employees including supervisors in the following units/areas at both campuses:

Building Services, 

Grounds Services, 

Utilities Services, 
Facilities Services – Health Sciences Campus, and 

Housekeeping Services 

whose work generally entails plant operations, repairs, installations, maintenance, landscaping, construction, refuse collection, housekeeping, or similar work.

2. Operational public-contact employees does not include Campus Operations administrative staff, Risk Manager, Facilities Engineering & Architectural Services staff, or Facilities Services managers, assistant / associate directors, directors, and other administrative staff in Facilities Services – Main Campus, Facilities Services – Health Sciences Campus, and Housekeeping Services operations.  
3. However, Facilities Engineering & Architectural Services project managers and Facilities Services managers, assistant / associate directors, directors in Facilities Services – Main Campus, Facilities Services – Health Sciences Campus, and Housekeeping Services operations should wear identification such as One Card or nametag with University logo when on campus and working with the public.  

B. Uniforms

1. The basic Facilities Services uniform complement for the operational public-contact employees shall consist of Facilities Services-issue short-sleeve and long-sleeve shirts and pants (for men) or blouses, slacks, smocks, and/or dresses (for women) and jackets and coveralls.   Coveralls are not provided to Housekeeping Services staff. In addition to the aforementioned uniform complement, the basic Facilities Services Supervisors’ uniform complement for the operational public-contact employees shall include short-sleeve and long-sleeve knit shirts with University logo and “Facilities Services”. Supervisors shall wear identification such as a One Card or nametag with University logo in addition to their uniform shirt.

2. Due to the nature of their work, the uniform complement for Facilities Services employees in Utilities Services shops and Facilities Services – Health Sciences Campus shops will be 100% cotton with non-metallic grommets on uniform shirts.
3. Each shirt/blouse/smock/dress/jacket/coverall will bear a University logo, Facilities Services, shop, employee name, which shall be sewn onto the front of the garment prior to issue.

4. Uniforms will be worn with approved safety shoes, appropriate closed-toe shoes or boots.  

5. Torn garments, shorts, open-toe shoes, sandals, scuff or flip-flops are not appropriate.

6. Uniform items are considered State property provided by the uniform services contractor under the uniform services contract.  

7. Issue of each uniform item will be recorded on the uniform services contractor’s receipt.  

8. The uniform services contractor will provide replacements for normal wear and tear job-related reasons.  

III. REQUIREMENTS
A. Wear Requirements
1. Uniforms are routinely required when on-the-job at all times and only during hours worked for ECU.  Employees shall wear uniforms during unscheduled after-hours work at all campus locations.       

2. Uniforms should be used only during working hours and should not be worn in places that would not represent the positive image of East Carolina University.  Uniforms shall not be worn on the job while employed by an outside firm or while “moonlighting”.

3. Facilities Services employees shall wear uniforms properly and present a professional image. 
4. Uniforms will be neat and clean at the start of the shift and will be worn in the normal manner.  Shirts will normally be buttoned (collar button optional) and shirttails will be tucked in.  Blouses will be worn buttoned (collar button optional).  Employees shall not adjust uniforms, i.e. tuck in shirttails, in public.

5. Under excessively hot/humid conditions or when employees are performing labor intensive work at outside work sites AND subject to over-riding safety requirements AND with specific approval by the senior on-site supervisor, the following exceptions apply:

a. Shirttails may be worn out.
b. Uniform shirts may be unbuttoned for increased ventilation with plain white short-sleeve t-shirts/undershirts worn under shirts.  Plain means no logo/advertisements on the front or back of the t-shirt/undershirt.     
c. Uniform shirts may be removed when performing labor intensive work at outside work sites only, provided that a plain white short-sleeve t-shirts/undershirts is worn and specific approval has been given by the senior on-site supervisor.  Plain means no logo/advertisements on the front or back of the t-shirt/undershirt.   

d. Properly tucked in and buttoned uniform shirt or smock must be worn when inside buildings.    
6. Under excessively cold weather (colder than 25 degrees Fahrenheit) AND subject to overriding safety requirements AND with specific approval by the senior on-site supervisor, the following exception applies:
a. employees may wear personal outerwear.
7. Employees may wear additional clothing such as hooded jackets or sweatshirts underneath uniform shirts, jackets, and coveralls.  Employees required to wear a cotton uniform complement are required to wear 100% additional winter clothing without metal grommets, if worn.  Employees should not wear additional clothing with long sleeves under short sleeve uniform shirts.      
8. All alterations to uniforms must be performed by the uniform service contractor, and only to accommodate fit.  Any other alterations, including addition/removal of patches, emblems, buttons, etc. may be made only with prior written approval of Associate Vice Chancellor for Campus Operations.     

9. University issued buttons or pins of reasonable size  (such as service recognition pins, position buttons, and University "Pirate" buttons) are approved for wear on shirt pockets and on the upper chest section of blouses and jackets provided they do not create a safety hazard (such as working around electrical equipment or moving machinery).   Any pin or button, regardless whether University issued, shall be easily removable, shall not permanently alter or damage the uniform item, and shall not offend general public values.   

10. Hats or baseball caps may be worn as long as the logos, etc. on the hat or baseball cap do not offend general public values and wearing the hat or baseball cap does not present a safety hazard.  Hats or baseball caps should be worn bill forward.  Employees required to wear a cotton uniform complement are required to wear 100% cotton head attire without metal grommets, if worn.      

11. Jewelry, including but not limited to earrings, necklaces, bracelets, rings on fingers, watches, tongue or nose rings, if worn, must not pose a safety hazard and not be excessive.

12. Belts shall be worn when wearing pants or slacks.   

13. Employees shall be well-groomed with good personal hygiene.  

14. Employees shall not let hair, including facial hair, be at a length or style that presents a safety hazard.

15. Employees shall remove sunglasses when indoors unless the glasses are prescription transition glasses.

16. Employees’ uniforms should be properly fitted.  Pants should be worn at the waist with shirttails tucked in.   

17. Employees may wear neckties with the issued shirt as long as the necktie does not offend general public values and does not present a safety hazard.     

18. Should reasons (e.g. medical) exist that may prevent an employee from wearing the appropriate uniform, the employee should submit a written request with written documentation to his/her supervisor outlining the need for the exception.  The supervisor shall review the request with the appropriate Assistant Director.  The Assistant Director shall review request with the appropriate Director. The employee will receive a written response to the request within ten working days.      

19. Supervisors may require an employee to change into the proper uniform before beginning work.  If this requires the employee to leave the University, the employee shall use leave for the absence.     Failure to return to work in a reasonable amount of time may result in administrative or disciplinary actions.  The supervisor shall notify the appropriate Assistant Director or Director when an employee is required to leave the University to change into the proper uniform.   
20. Failure to comply with the provisions outlined in the Wear Requirements (e.g. through frequent uniform violations or absence due to failure to wear the uniform) may result in administrative or disciplinary actions.
21. Employees shall not use smokeless tobacco products when inside buildings.

B. Inventory of Issued Uniform Items

1. Annually in November, all employees issued uniform items shall show their supervisor and department uniform representative that they have a full complement of issued uniform items and that all uniform items are neat, clean, and in good repair. The employee has one month from the annual inventory to show issued uniform items in clean and serviceable condition to their supervisor and department uniform representative. An inventory of issued uniform items may be conducted more than once a year.     
2. An Associate/Assistant Director or Director may require an employee to present uniform items.  
IV. RESPONSIBILITIES 

A. Employees’ Responsibilities
1. Employees are responsible for maintaining a full complement of uniform items neat, clean, and in good repair. 

2. Employees are responsible for wearing uniforms items as outlined in Wear Requirements section of this standard practice.  

3. Employees are responsible for keeping uniform items neat, clean, and in good repair.  As needed, employees shall turn them in to the uniform services contractor who will visit each shop on a weekly basis.  Employees shall remove all personal items (e.g. pins, etc.) from uniform items prior to turning them into the uniform services contractor.  Employees are responsible for pointing out any needed repair(s) that are required to keep each uniform item in good repair.  
4. If employees choose to launder their uniform items themselves instead of using the laundry service provided by the uniform services contractor, employees shall be responsible for laundering uniform items to maintain neat, clean uniform appearance.  Employees that choose to launder their uniform items are still responsible for turning uniform items in to the uniform services contract for repairs and pointing out any needed repair(s) that are required to keep each uniform item in good repair.      
5. Employees are responsible for notifying their department uniform representative if uniform items are not returned by the uniform services contractor or are returned in poor condition.      
6. Employees are financially liable for issued uniform items which, through no fault of Facilities Services or the uniform services contractor, have been lost, stolen, or damaged beyond economic repair.

7. Employee is responsible for returning issued uniform items in clean and serviceable condition to the uniform services contractor when employee leaves University employment, no later than the last day of University employment.     If employee fails to return issued uniform items in clean and serviceable condition, replacement cost of missing uniform items may be withheld from final salary payment per State Personnel Manual Salary Administration Section 4 General Pay Policies Page 5 that states “money may be withheld from a final salary payment . . . to recover the cost of State property, equipment, uniforms, tools or other items owned by the State and not returned to the employing agency . . .”  Replacement cost of uniform items is specified in the uniform services contract. 

8. Employee is responsible for returning issued uniform items in clean and serviceable condition to the uniform services contractor when employee transfers to a position for which the Facilities Services issued uniform items are not authorized.    If employee fails to return issued uniform items in clean and serviceable condition, employee shall reimburse the University by check, money order, or cash for the replacement cost of missing issued uniform items due to the uniform services contractor.    Payment shall be made to the office of the Executive Director, Facilities Services, Main Campus with a receipt of the transaction to the employee.  If employee fails to return issued uniform items in clean and serviceable condition or reimburse the University by check, money order, or cash for the replacement cost of missing issued uniform items due to the uniform services contractor, replacement cost of missing uniform items may be withheld from salary payment. Replacement cost of uniform items is specified in the uniform services contract. 
9. Employee may return issued uniform items in clean and serviceable condition to the uniform services contractor for safekeeping if employee goes on Leave Without Pay status for more than 15 days.  
10. Employee is responsible for showing issued uniform items in clean and serviceable condition upon request to their supervisor and department uniform representative.  If employee fails to show issued uniform items in clean and serviceable condition, employee shall reimburse the University by check, money order, or cash for the replacement cost of missing issued uniform items due to the uniform services contractor.    Payment shall be made to the office of the Executive Director, Facilities Services, Main Campus with a receipt of the transaction to the employee.  If employee fails to show issued uniform items in clean and serviceable condition or reimburse the University by check, money order, or cash for the replacement cost of missing issued uniform items due to the uniform services contractor, replacement cost of missing uniform items may be withheld from salary payment. Replacement cost of uniform items is specified in the uniform services contract.
B. Management Responsibilities 
1. Supervisors are responsible for ensuring that all provisions of this standard practice regarding the care, wear, and replacement of Facilities Services uniforms are followed.  

2. Each department will assign (in writing) a primary and alternate department uniform representative for each pick-up and delivery point supporting that department.  A department uniform representative will be present anytime uniforms are being picked up and/or delivered by the uniform services contractor.  The department uniform representative is responsible for the following:

a. Delivery/Pickup:

i. Document any uniform discrepancies, follow-up on, and keep a running “tally” on discrepancies for each employee in their department.   
b. Invoices:

i. Review the weekly invoices for accuracy.  After completing this review, the invoice shall be forwarded to the Facilities Services Purchasing Agent in Utilities Services      and then onto the office of the Executive Director, Facilities Services, Main Campus for further review and processing.  
3. Contract administrator or designee shall notify employee in writing that money will be withheld from his/her check for the replacement cost of missing issued uniform items due to the uniform services contractor.  The money withheld from an employee’s check shall not bring that employee’s paycheck below minimum wage for the period worked.  
C. Problem Resolution

1. Department uniform representatives will bring any discrepancies to the attention of the uniform services contractor immediately.  Department uniform representatives will work with the uniform services contractor to resolve problems at their level.  Any problems that cannot be resolved at that level will be brought to the attention of the Facilities Services Purchasing Agent in Utilities Services who will work directly with the uniform services contractor and the contract administrator, Assistant Director, Utilities Service – Main Campus, for resolution.  
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