SOP: Nail Care, Jewelry, and Accessory Policies

This SOP details the nail care, jewelry, and accessory policies to maintain hygiene, safety, and professionalism in the
workplace. It covers guidelines for appropriate nail length and grooming, restrictions on wearing certain types of jewelry and
accessories that may pose safety risks or interfere with job duties, and requirements for reporting and managing
accessories in specific work environments. The policy aims to minimize contamination, prevent injury, and ensure
compliance with industry standards and organizational dress codes.

1. Purpose

To establish clear guidelines for nail care, jewelry, and accessories to ensure a safe, hygienic, and professional work
environment.

2. Scope

This policy applies to all employees, contractors, and temporary staff during working hours and in all work areas.

3. Responsibility

¢ Employees: Adhere to the policy at all times.
¢ Supervisors/Managers: Monitor compliance and address non-compliance.
¢ HR/Administration: Communicate changes and provide training as needed.

4. Nail Care Guidelines

¢ Fingernails must be clean, well-timmed, and kept at a length not exceeding 0.5 cm (0.2 inch) beyond the
fingertip.

¢ No artificial nails (e.g., acrylics, gel extensions) are permitted in areas with high hygiene requirements (e.g., food
preparation, healthcare, laboratories).

¢ Nail polish, if allowed, must be intact and neutral in color; chipped or brightly colored polish is not permitted.

¢ Regular hand and nail hygiene must be maintained at all times.

5. Jewelry Policy

¢ Rings, bracelets, watches, and necklaces are not permitted in designated hygiene-sensitive or machine-operating
areas.

e Simple, plain wedding bands (without stones) may be permitted in non-restricted areas as per department policy.

¢ Visible body piercings (other than one small stud per ear) are prohibited in direct customer service, production,
and healthcare roles.

e Jewelry with dangling parts or loose fits that may catch on equipment/clothing is strictly prohibited.

6. Accessory Management

e Scarves, lanyards, or accessories that could pose a choking or entanglement hazard must not be worn in
operational zones.

¢ Personal accessories must be minimal and not interfere with assigned tasks.

¢ Religious or medical accessories may be permitted on a case-by-case basis; disclosure to HR or management is
required for approval and risk assessment.



7. Reporting and Compliance
¢ Any non-compliance may result in disciplinary action, up to and including removal from duty until compliance is

achieved.

¢ Employees must report any incidents where jewelry or accessories have caused or could cause injury or
contamination.

8. Exceptions

¢ Requests for exceptions (e.g., for religious or medical reasons) should be submitted in writing to HR for review.
e Temporary exceptions may be granted under special circumstances with documented management approval.

9. Revision History

Date Revision Approved By Comments

2024-06-01 1.0 HR Manager Initial policy release
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