POLICY DIRECTIVE 04-218
TO:

ALL JUSTICE OF THE PEACE COURT EMPLOYEES
FROM:
ALAN G. DAVIS
CHIEF MAGISTRATE

DATE:
MAY 11, 2011
RE:

EMPLOYEE DRESS CODE POLICY
______________________________________________________________________________
Scope:

This Policy Directive explains the acceptable and non-acceptable attire for Justice of the Peace Court employees.

Justice of the Peace Court Policy:

It is important that Justice of the Peace Court employees exhibit a professional appearance which supports an atmosphere of competence, respect, dignity, and efficiency within the court.   This dress code policy is consistent with policies already adopted by other courts and Judiciary agencies, and is not intended to indicate that Justice of the Peace Court employees are not dressing appropriately at this time.  It applies to all judicial and non-judicial employees, except constables and court security officers, who must comply with the dress code policy contained in the Constable and Court Security Officer Handbook.  The dress code policy also applies to casual/seasonal employees, volunteers and interns working in the Justice of the Peace Court. 

Policy Directives/Legal Memoranda Affected:
This policy directive supersedes the following, which are hereby rescinded as of this writing:


Policy Directive 89-120 dated December 18, 1989

Policy Directive 04-218 dated July 28, 2004
Effective Date:

This policy shall take effect immediately upon issuance and shall continue until further notice. 

Discussion:

Employees are expected to follow the dress code policy at all times, including while attending state conferences and training sessions, unless notified otherwise.  The appropriate manager/supervisor will determine exceptions to these standards.  Since styles are subject to change and it is not possible to include examples of all items that would be inappropriate, employees are expected to exercise good judgment and discretion in their choice of attire.

Acceptable Attire

As a general guideline:

· All male employees will wear dress pants and shirts with collars. 

· All female employees will wear suits, dresses, skirts of moderate length.  Slacks, pantsuits, blazers, blouses, and sweaters are appropriate.

Supervisors may, after evaluating the tasks performed by employees, grant exceptions to this policy for a limited term basis.  Exceptions should not be made for those employees who deal directly or work in view of the public.

Good Grooming:

All employees are expected to practice good grooming and personal hygiene.  Clothing should be neat and clean.  Cologne, perfume, and aftershave should be subtle.  

Unacceptable Attire:
Tight and revealing clothing, low cut, see through clothing or separates that expose the midriff are never acceptable for Justice of the Peace Court employees.  The following attire is prohibited at all times:

· Spaghetti straps/backless clothing

· Skirts with high slits

· Clothing printed with slogans (with the exception of JP Court slogans)

· Tee shirts, tank tops, tube tops

· Leggings or tights unless worn with the appropriate length top

· Sweatshirts, sweatpants, exercise clothing

· Shorts

· Blue jeans

· Athletic shoes and flip flops

· Head coverings – religious attire excepted

 Judicial Robes:

Judicial robes shall be worn by all judges while in courtrooms and/or whenever the judicial officer is conducting official business of the court.  The only exception contemplated in this directive is when a judge must go to the front window or counter area to answer a question posed by a member of the public which the clerk on duty is unable to answer.  In that situation only, the judge is not required to wear a robe.  In all other situations involving the transaction of official business, judges shall wear robes.
Employee Accountability:
It is the responsibility of each employee to meet the Court’s expectations for his or her personal appearance on a daily basis.  Judges’ failure to comply with this code will be addressed on a case by case basis.  The failure of non-judicial employees to comply with established standards shall generally result in the employee being given a warning and a reasonable time to return to their residence and change into acceptable attire.  A second failure to comply with the standards shall generally result in a written warning and the employee shall return to their residence and change into acceptable attire using available leave time.  A third failure to comply with the standards shall generally result in action pursuant to Chapter 12 Employee Accountability of the Merit Rules.  In keeping with Court practices and standards of performance and conduct, appropriate discussion, counseling, and corrective action or disciplinary action regarding compliance with this policy are the responsibilities of the immediate supervisor.
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