Memorandum 90-05 December 5, 2024

GOODWILL OF COLORADO
OPERATIONS & SALES

Standard Operating Procedure

Thank you all for your contribution to Goodwill’s mission! These policies are put in place for the
betterment of our employees and because we value our role as good stewards of our donations.

Purpose: To ensure a professional image of our staff to the public.

Our dress code can be summarized as “dress appropriately” for your role. In order to maintain a
consistent understanding of what this means across the organization we are publishing these minimum

standards.

Employee Dress Code

® ALL Associates and Management Staff: Clothing or accessories displaying written words, pictures,
or symbols is not permitted. Small brand name or logo/insignia apparel may be permissible
(examples to include but not limited to logo on sneakers, insignia on lapels, etc.).

e Associates, Donation Services

o Shoes:
= Slip resistant
* No open toed / open heeled shoes
= No stiletto type heels
* No slip-on shoes like slippers, Crocs, etc; this is not meant to exclude professional
looking flats or dress shoes that do not have ties, zippers, or buckles

o Pants:
® Jeans, black or blue slacks/pants
* During the summer months (Memorial Day thru Labor Day), appropriate, long
shorts are permitted
* No capris, workout pants, yoga pants/capri’s, fleece pants, or sweatpants

= Regular fit
* Full length pants; shorts must be just above the knee length or longer
= No holes




= No baggy pants

= No “skinny” pants

®= No sagging pants

* Belt or suspenders must always be worn if not fitted at the waist

o Dresses/Skirts will be allowed provided —
* Length must be of appropriate length —
e Below the knee
* |IF ator above the knee, leggings are required
* Cannot be longer than above the ankle

* No front, back, or side slits permitted to include slits/openings at the bottom of a
button sequence

o Shirt (minimum):
= Appropriate, sleeved shirts
®* No printed t-shirts
e No tank-tops
® Appropriate neckline and length required
* Hoodies are permitted provided they do not have written words, pictures,
or symbols as described above

* Goodwill branded safety vest — provided; this is a requirement for any employee
or volunteer working in the ADC even if another Goodwill branded shirt is worn

o Gloves
o Hats and Beanies are optional but must be solid black or blue or Goodwill branded
o No Cell Phones, MP3 players nor iPods

o No sunglasses inside (except for prescription); ADC staff may only wear sunglasses
outside

o Limited facial piercings allowed *

Store Associates

o Shoes:
= Slip resistant
*= No open toed / open heeled shoes
® No stiletto type heels




= No slip-on shoes like slippers, Crocs, etc; this is not meant to exclude professional
looking flats or dress shoes that do not have ties, zippers, or buckles

= Jeans, black or blue slacks/pants
= No capris, workout pants, yoga pants/capri’s, fleece pants, or sweatpants

= Regular fit
= Full length
= No holes

= No baggy pants

=  No “skinny” pants

= No sagging pants

= Belt or suspenders must always be worn if not fitted at the waist

o Dresses/Skirts will be allowed provided —
= |ength must be of appropriate length —
e Below the knee
e |F at or above the knee, leggings are required
e Cannot be longer than above the ankle

* No front, back, or side slits permitted to include slits/openings at the bottom of a
button sequence

o Shirt:
= Appropriate, sleeved shirts
e No printed t-shirts
* No tank-tops
e Appropriate neckline and length required
e No hoodies
* “Outerwear,” such as sweaters and sport jackets are permitted

* Goodwill branded vest — provided; this is a requirement for any employee or
volunteer working in the store

* Goodwill of CO branded polos, pull-overs, or button up shirts can be worn in lieu
of a branded vest; this does not include a simple Goodwill of Colorado t-shirt

* IF an associate or volunteer elects to dress in business appropriate attire as
described below for supervisory/management staff, the vest will not be required




as long as a Goodwill branded name badge is provided and worn at all times by
associates and a volunteer name tag is provided/worn by a volunteer

o No hats or beanies may be worn at any time

o Production associates only (excluding warehouse staff) -- at the Retail Store Manager’s
discretion, cell phones, MP3 players, or iPods may be utilized to listen to music only using
one ear bud; no calls or texting is permissible at any time while employee is on the clock

o Exception — GOG E-Commerce Dept. employees may wear two buds at the manager’s

discretion

o If a production associate moves to the retail sales floor, the ear bud MUST be removed
o No sunglasses (except for prescription)

o Limited facial piercings allowed *

e All management - Shift Supervisor, Supervisor, Asst. Manager, and Store Manager — appropriate,
business attire required. Minimum guidelines --

o Shoes:

= Business professional

= No open toed / open heeled shoes

= No stiletto type heels

= No slip-on shoes like slippers, Crocs, etc; this is not meant to exclude professional
looking flats or dress shoes that do not have ties, zippers, or buckles

= All black, athletic-type shoes with a black sole can be worn; must be clean,
without excessive wear

= Dress pants / Dress Slacks (no jeans)

= There are no color requirements nor color restrictions for management staff
= Regular fit

= Full length (no bare ankles)

* No holes

= No baggy pants

* No “skinny” pants

= No sagging pants

= No capri’s, workout pants, yoga pants/capri’s, fleece pants, or sweatpants




o Dresses/Skirts will be allowed provided —
= Length must be of appropriate length —
e Below the knee
e |F at or above the knee, leggings are required
e (Cannot be longer than above the ankle

= No front, back, or side slits permitted to include slits/openings at the bottom of a
button sequence

o Shirt:

= (Collared Button-up dress shirts

= Rounded high neck blouses or shirts

» Mock neck or high neck undershirts with any styled over-shirt/ blouse is
appropriate

* No tank tops although sleeveless dress shirts are permitted provided the arm
holes do not expose undergarments, etc.

* No polos except on casual Fridays (described below)

o No hats or beanies may be worn at any time

o No Cell Phones, MP3 players nor iPods

o No sunglasses (except for prescription)

o Limited facial piercings allowed *

o No hoodies

o Name Tags (provided) must be worn at all times

o Casual Fridays — management staff may elect to wear jeans on any given Friday; the shirt
selection must still meet the minimum business appropriate requirements established for
all staff

e Special events — With approval from a Director within Ops & Sales, staff may wear sports jerseys,
costumes, or other special attire on a given day.

* Retail Center management is ultimately responsible for determining what is workplace appropriate in
terms of facial piercings. Generally, facial piercings are limited to no more than two small studs or small
hoops, aside from ear piercings.
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Tim Cooper
VP, Operations and Sales
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