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I — DRESS FOR YOUR DAY
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DRESS CODE CHANGE

Do you ever wake up in the morning wishing it was

a dress down day because you just don't feel like
putting on a suit,formal dress or blazer? Well lucky for
you James Moore & Co. has a “Dress For Your Day”
policy that works alongside the ever-changing working
environment. This policy allows you to be comfortable,
while still maintaining a professional image.

EFFECTIVE NOW

James Moore & Co. employees can, for example, wear
jeans to work every day, with some exceptions. Your
average day selection can fluctuate from jeans paired
with polos, button downs, blouses, and other work
appropriate tops in the office or on days when you're
meeting with clients who have also adopted a casual
dress code.

DRESS FOR YOUR DAY

The “Dress For Your Day” policy is intended to be
relaxed when you have a work day that does not
include meetings with vendors, business associates, or
prospects. If you're client-facing, then you should dress
according to the client’s dress code. The expectation

is that you dress appropriately for your scheduled
activities. If you are at a community event, prospect
meeting or other professional circumstance, then

you must dress in business attire. If you'’re meeting
with your casual contractor client or working in the
office all day, then jeans and a nice top is appropriate.
By matching the attire of your environment, you are
making everyone feel more at ease and comfortable. If
you have questions regarding the guidelines, you can
contact the Human Resources department at
HR@jmco.com to discuss further.
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Guidelines

“Dress For Your Day” requires each individual to exercise
professional judgement in what they wear on a daily basis. Your
dress attire can vary from smart casual to business professional
depending on the needs of the business. Regardless of the attire,
attention should be given to make sure that your attire has a
proper fit, appropriate footwear, neatness and cleanliness. This
includes maintaining proper hygiene and refraining from using
excessive amounts of fragrances that may impact others. The
categories of attire on the right-hand side of this page are to give
you inspiration for your apparel, but note that this is not meant to
be an exhaustive list.

James Moore & Co. recognizes appearance is an important
element of self-expression and strives not to control personal
choices such as tattoos or jewelry worn. All employees should use
the same professional judgement when considering the location,
visibility, and number of tattoos and jewelry. Be mindful that self-
expression does not conflict with your ability to perform your job
effectively, or with your work environment, or can be regarded as
offensive or harassing toward others.

James Moore & Co. department managers may exercise
reasonable discretion to determine appropriateness in employee
dress and appearance. Employees who do not meet a professional
standard may be required to go home to change into conforming
attire or properly groom, and return to work. Time used to change
or groom may not be counted as work time, and non-exempt
employees will not be paid. Reasonable accommodations will be
made where required.

Dress Code Attire

The following information is an outline of James Moore & Co.
expectations on what “Dress For Your Day” looks like:

Tops

Appropriate options: Shirts with collars, business casual crewneck
or V-neck shirts, blouses, dresses (no shorter than two inches
above the knees), turtle necks, company branded shirts, and golf
shirts.

Inappropriate options: Shirts with inappropriate slogans
or graphics, tank tops, crop tops, sweat shirts, hoodies,
spaghettistrapped dresses, and low-cut blouses, etc.

Appropriate options: Jeans, slacks, dress pants, and skirts (no
shorter than two inches above the knees).

Inappropriate options: Leggings, sweatpants, shorts, mini-skirts,
and pants with holes, frays, swimwear, etc.

Footwear

Appropriate options: Dress sneakers, loafers, brogues, derbies,
boat shoes, boots, dress flats and pumps, dress sandals and flip
flops, and casual slip-on or tie shoes.

Inappropriate options: Crocs, beach flip flops, and slippers,
industrial work shoes, etc.
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