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1.0 OBJECTIVE

To provide University employees with guidelines on the proper attire to be worn and a presentable personal appearance that are to be strictly observed. 

2.0 SCOPE

This policy covers all non-teaching staff (e.g., office staff, information technology positions, maintenance staff, technician positions and contractual positions) and professionals. 

3.0 POLICY GUIDELINES

3.1 An employee’s personal appearance reflects on and strongly impacts the image of the University.  Employees should always come to work in attire befitting employees of a highly respected academic institution.  Their manner of dressing and personal appearance should reflect neatness, professionalism and respectability.

3.2 An employee’s personal appearance/grooming should be presentable, neat, proper and decent.

3.3 Employees who are provided with uniforms by the University should always wear this on prescribed days.  The uniform should not be worn with other outfits (e.g., a different shirt, blouse or skirt or pants).

3.4 Employees who are not provided with uniforms should wear appropriate office attire.

3.5 The following guidelines are to be strictly observed:

3.5.1 For male employees:

3.5.1.1 Acceptable attire/accessories and personal appearance:

3.5.1.1.1. Barong Tagalog or polo barong;

3.5.1.1.2. Long-sleeved shirts (no loud prints or accessories) with collar;

3.5.1.1.3. Short-sleeved shirts (no loud prints or accessories) with collar;

3.5.1.1.4. Formal/Office long pants;

3.5.1.1.5. Leather office shoes with socks;

3.5.1.1.6. Wristwatch, bracelet (appropriate for formal/office wear), and necklaces (which should be worn inside of one’s shirt);

3.5.1.1.7. Hairstyle and color should be neat and presentable;

3.5.1.1.8. Beard and/or moustache should be properly trimmed;

3.5.1.1.9. On Fridays, casual office wear is allowed.  Also, casual shoes such as topsiders may be worn with socks;

3.5.1.1.10. On Saturdays, more casual but presentable wear is allowed such as t-shirts with advertisements/logos (no larger than 1” x 2”), denim pants without tears or prints.  Rubber shoes may be worn provided they are clean and in good condition.

3.5.1.2 Not acceptable attire/accessories or personal appearance:

3.5.1.2.1 Sleeveless shirts or sando;

3.5.1.2.2 Shirts with loud prints, slogans or advertisements;

3.5.1.2.3 Shorts/Walking shorts;

3.5.1.2.4 T-shirts (with or without collar) with advertisements/ logos larger than 1” x 2”;

3.5.1.2.5 Other outfits suitable for indoor/outdoor sports or the beach;

3.5.1.2.6 Torn or damaged shirts, pants, or shoes;

3.5.1.2.7 Flip-flops, rubber slippers, slippers, sandals, clogs, rubber or combat boots, or safety shoes (only maintenance personnel are allowed to wear safety shoes);

3.5.1.2.8 Attire or accessories normally worn during parties, leisure or sports activities.

3.5.2 For female employees:

3.5.2.1 Acceptable attire/accessories and personal appearance:

3.5.2.1.1 Blouse and skirt or formal/office slacks or trousers;

3.5.2.1.2 Business suit with skirt or formal/office slacks or trousers;

3.5.2.1.3 Ladies office shoes with at least 1 ½” heels; 

3.5.2.1.4 Hairstyle and color should be neat and presentable; 

3.5.2.1.5 Personal grooming should be presentable, neat, proper and decent;

3.5.2.1.6 On Fridays, casual office dress such as a blouse and skirt or formal slacks or trousers may be worn. Shoes such as mules, slip-ons, sandals, thongs may be worn provided they have heels of at least 1 ½” in height;

3.5.2.1.7 On Saturdays, more casual but presentable wear is allowed such as t-shirts with small logo/company identification (no larger than 1” x 2”), denim or Capri pants without tears, or prints.  Rubber shoes or sneakers may be worn provided they are clean and in good condition.

3.5.2.2
Not acceptable attire/accessories or personal appearance:

3.5.2.2.1 Halter-sleeved blouse/dress;

3.5.2.2.2 Spaghetti strap style blouse/dress; 

3.5.2.2.3 Shirts with loud prints, slogans or advertisements;

3.5.2.2.4 Short skirts (should be at most only 1” above the knee);

3.5.2.2.5 Shorts/Walking shorts;

3.5.2.2.6 Other outfits suitable for indoor/outdoor sports or the beach;

3.5.2.2.7 Torn or damaged shirts, torn or damaged pants, or torn or damaged shoes;

3.5.2.2.8 Flip-flops, rubber slippers, slippers, Step-in, rubber or combat boots, or safety shoes (only maintenance employees are allowed to wear safety shoes);

3.5.2.2.9 Attire or accessories normally worn during parties, leisure or sports activities.       

3.6 The University-issued ID should be worn at all times while on the premises of the University or when on official duty or representing the University in functions off-campus.
3.7 It is the responsibility of each employee to ensure compliance with the dress code and requirements on personal grooming.
3.8 Immediate supervisors are responsible for monitoring compliance of subordinates with this policy.

3.9 The Immediate Supervisor/Unit Head shall be responsible for instituting disciplinary action for violations of this policy.

3.10 The school/administrative unit’s Uniform Committee may be authorized to monitor and institute disciplinary action for violations of provisions of this policy.

3.11 Exceptions to wearing the prescribed uniform/attire may be allowed after securing approval from one’s immediate supervisor/Unit Head and only for the following reasons:

3.11.1 Official errands off-campus which will entail one whole day;

3.11.2 Official functions which require heavy manual labor (e.g., conducting inventories, general office clean-up, etc.);

3.11.3 Seminars or workshops and other similar events held off-campus;

3.11.4 Mourning period;

3.11.5 Pregnancy;

3.11.6 Other medical reasons duly supported by a medical certification which may be subject to verification by a University designated medical practitioner.

4.0
PROCEDURE
4.1
Each school/administrative unit shall issue guidelines on the prescribed University-issued uniform.

4.2
School/Administrative Unit-issued guidelines shall be in compliance with Policy Guidelines contained in this policy.

4.3
The school/administrative unit shall institute disciplinary action for employees who fail to comply with this policy or school/administrative unit-issued guidelines.

VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.

t

AMDG
	Unit Document Controller
	Name
	Date
	Signature

	This document is for the use of the Ateneo de Manila University.  

No portion of this Standard/Manual may be reproduced in books, pamphlets, outlines, or notes,

whether printed, machine-copied, mimeographed, typewritten or in any other form for distribution or sale, 

without the agreement and the written consent of the Unit Document Controller (UDC) and Unit Head.



