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INTRODUCTION 

This handbook is designed to acquaint you with Block by Block and provide you with information 

about working conditions, employee benefits and some of the policies affecting your employment. 

Please read, understand and comply with all provisions of this handbook, as it describes many of 

your responsibilities as an employee and outlines the programs developed by Block by Block to 

benefit our employees. 
 

No employee handbook can anticipate every circumstance or question about policy. As Block by 

Block continues to grow, the need may arise and we reserve the right to revise, supplement or 

rescind any policies or any portion of the handbook as it deems appropriate, in its sole and absolute 

discretion. The only exception to any changes is our employment-at-will policy permitting you or 

Block by Block to end our relationship for any reason at any time. Employees will, of course, be 

notified of any such changes to the handbook as they occur. 

 

Here are some of the Block by Block core values: 

◼ Treat each employee the way that we want to be treated, with respect, honesty and 

integrity. 

◼ To provide a professional work environment. 

◼ To provide each employee with continuous training. 

◼ To conduct our business in a superior manner so that we all are proud to be a part of our 

company! 
 

PUBLIC RELATIONS 

One of the most important job functions of an ambassador is public relations. It is important to make every effort to greet, 

acknowledge and interact with the general public. Employees of Block by Block will be courteous, kind, patient and 

respectful in all dealings. You should make every effort to provide answers or directions to those persons in need of 

assistance. You should go out of your way to initiate pleasant and helpful conversations with all persons in your assigned 

work area. This interaction results in greater public awareness of Block by Block and the services that we provide on behalf 

of our customer. 

 

101 Nature of Employment 
Effective Date: 10/01/2011 

Employment with Block by Block is voluntarily entered into, and the employee is free to resign at will at any time, with or 

without cause. Similarly, Block by Block may terminate the employment relationship at will at any time, with or without 

notice or cause, so long as there is no violation of applicable federal or state law.  

 

We are very excited about having you as a Block by Block ambassador and we hope that you find 

this employee handbook helpful and informative. The information contained here consists of general 

policies and guidelines for your employment. 
 

 

 

 

 

 

 



 

201 Employment Categories 
Effective Date: 06/30/2016 

It is the intent of Block by Block to clarify the definitions of employment classifications so that 

employees understand their employment status and benefit eligibility. These classifications do not 

guarantee employment for any specified period of time. Accordingly, the right to terminate the 

employment relationship at will at any time is retained by both the employee and Block by Block. 

Each employee is designated as either NON-EXEMPT (hourly) or EXEMPT (salaried) as required 

by federal and state wage and hour laws. NON-EXEMPT employees are entitled to overtime pay 

under the specific provisions of federal and state laws. EXEMPT employees are excluded from 

specific provisions of federal and state wage and hour laws. An employee's EXEMPT or NON-

EXEMPT classification may be changed only upon written notification by Block by Block 

management. 

In addition to the above categories, each employee will belong to one other employment category: 

REGULAR FULL-TIME employees are those who are not in a temporary or introductory status 

and who are regularly scheduled to work 35 or more hours. The regular designation will be 

determined when an employee is hired and completes 90 days of service. 

REGULAR PART-TIME employees are those who are not assigned to a temporary or introductory 

status and who are regularly scheduled to work less than 35 hours per week. Regular Part-Time 

employees receive all legally mandated benefits (such as Social Security and workers' compensation 

insurance). 

TEMPORARY OR SEASONAL employees are those who are hired as interim replacements, to 

temporarily supplement the work force, or to assist in the completion of a specific project. 

Employment assignments in this category are of a limited duration. Employment beyond any 

initially stated period does not in any way imply a change in employment status. Temporary 

employees retain that status unless and until notified of a change. Temporary employees receive all 

legally mandated benefits (such as workers' compensation insurance and Social Security). 

INTRODUCTORY employees are those whose performance is being evaluated within the first 90 

days of employment to determine whether further employment in a specific position with Block by 

Block is appropriate. 
 

The introductory period is intended to give new employees the opportunity to demonstrate their 

ability to achieve a satisfactory level of performance and to determine whether the new position 

meets their expectations. Block by Block uses this period to evaluate employee capabilities, work 

habits and overall performance. Either the employee or Block by Block may end the employment 

relationship at will at any time during or after the introductory period, with or without cause or 

advance notice.



 

 

305 Holidays 
Effective Date: 06/30/2016 

 
Block by Block recognizes the following as holidays: 

 

◼ New Year’s Day (January 1). 

◼ Memorial Day (last Monday in May). 

◼ Independence Day (July 4). 

◼ Labor Day (first Monday in September). 

◼ Thanksgiving Day (fourth Thursday in November). 

◼ Christmas Day (December 25). 

 

The holidays outlined may vary from account to account to reflect statutory requirements and 

contractual obligations. 

 

Holidays are recognized from 12:00 midnight – 11:59pm of the day on which the  holiday  falls. 
 

Full time employees assigned to an account that provides paid holiday benefit may receive eight 

hours of pay for the holiday. Part time employees may receive four hours of holiday benefit. In 

order to receive the benefit employees must work the scheduled shift before the holiday, after the 

holiday and on the holiday itself (if scheduled to do so) without exception. Excused Employees 

assigned to an account that receives holiday benefit and work a shift on the holiday will receive 

their hours of holiday benefit in addition to their hours worked. An example of this is as follows: 

 

Example: A full time employee who works eight hours on a recognized holiday as well as 

their regularly scheduled shift before and after the holiday will receive the eight hours of 

holiday benefit and be paid for the eight hours worked, which total sixteen hours at their 

regular rate of pay. 

 

Those employees assigned to an account  where  holiday benefit  is not specified  will receive one 

and one half times their regular pay rate  for  all  hours  worked  on  the  day  of  the  holiday. 

Employees not scheduled on the holiday will receive the day off without pay. An example of this 

is as follows: 

 

Example: An employee who earns $8.00 per hour and works eight hours on the holiday 

will receive eight hours of pay at the rate of $12.00 per hour. 



 

 

307 Birthday Pay 
Effective Date: 11/01/2011 

 

After completing one year of service from your Benefit Eligibility Date, all employees are entitled 

to an annual paid Birthday Holiday to be taken on a day requested by the employee and approved 

by Management that is within seven days of the employee’s actual birthday. Full time non-exempt 

employees will receive eight hours of pay, part-time non-exempt employees will receive four hours 

of pay based on the employee’s regular rate of pay. Hours paid for birthday benefit will not be 

considered ‘hours worked’ for the purposes of computing overtime. To apply for your Birthday 

Benefit, you must provide written notice to the Operations Manager at least twenty one days prior 

to your birthday. 

 
 

309 Bereavement Leave 
Effective Date: 03/01/2010 

 

Employees who wish to take time off due to the death of an immediate family member should 

notify their Supervisor or Manager immediately. Up to 3 days of unpaid bereavement leave will 

be provided to employees. 

 

Bereavement leave will normally be granted unless there are unusual business needs or staffing 

requirements. Employees may, with their Supervisor or Manager’s approval, use available paid 

leave during this time. 

 

Block by Block defines "immediate family" as the employee's spouse, parent, child, sibling; the 

employee's spouse's parent, child or sibling; the employee's child's spouse; grandparents or 

grandchildren. Block by Block reserves the right to request supporting documentation as needed. 

  



 

 

504 Use of Telephones 
Effective Date: 03/01/2010 

 

Block by Block telephones (land line or cellular) are used primarily for conducting Block by Block 
business. Personal calls, both incoming and outgoing, should be limited and be made during the 

appropriate break periods. All employees should refrain from using the cellular phone while 
operating a motor vehicle. 

 

Therefore, employees should exercise sound judgment and common sense when using their cell 

phones at all times. They should fully familiarize themselves with the cell phone’s features and 

functions before using it, place and/or receive calls prior to traveling or when their vehicle is not 

moving. If emergency circumstances arise (contact your MOD/Supervisor) which necessitate the 

use of a cell phone while the vehicle is in motion, the employee must check traffic and weather 

conditions before placing or receiving a call. If traffic is congested or if inclement weather exists, 

the call should be delayed until the employee can safely pull off the road and stop the vehicle. Even 

if conditions are acceptable for taking a call, never take your eyes off the road. 

 

If it is necessary to communicate using a cell phone while driving, pull vehicle off the road prior 

to doing so. Without exceptions, never take notes or read documents while driving. Never text 

while driving. Pull off the road if it is necessary to read or write. 

 

PERSONAL CELLULAR PHONES 

The use and carrying of personal cell phones while on duty is strictly prohibited during your 

scheduled work day. Personal cell phones take away from productivity and present a perception 

of inapproachability to the general public. Personal cell phones may be used by employees on 

authorized breaks. Arrangements can be made to have personal messages of importance relayed to 

the employee via your Supervisor or Manager. 
 

  



 

 

517 Internet Usage 
Effective Date: 06/30/2016 

 

Internet access is provided by Block by Block for business purposes only. The following 

guidelines have been established to help ensure responsible and productive Internet usage. 

 

Any person who uses Block by Block equipment, networks or software does so knowing that there 

is no expectation of personal privacy and acknowledges that Block by Block has a legitimate 

interest in monitoring all computer and internet usage. All Internet data that is composed, 

transmitted or received via our computer communications systems is considered to be part of the 

official records of Block by Block and, as such, is subject to being reviewed and to disclosure to 

law enforcement or other third parties. Consequently, employees should always ensure that the 

business information contained in Internet e-mail messages and other transmissions is accurate, 

appropriate, ethical, and lawful. 

 

Data that is composed, transmitted, accessed or received via the Internet must not contain content 

of a discriminatory, offensive, obscene, threatening, harassing, intimidating or disruptive nature. 

Examples of unacceptable content may include, but are not limited to, sexual comments or images, 

racial slurs, gender-specific comments or any other comments or images that could reasonably 

offend someone on the basis of race, age, sex, religious or political beliefs, national origin, 

disability or any other characteristic protected by law. 

 

Abuse of the Internet access provided by Block by Block in violation of law or Block by Block 

policies will result in disciplinary action, up to and including termination of employment. The 

following behaviors are examples of previously stated or additional actions and activities that are 

prohibited and will result in disciplinary action: 

 

• Sending or posting discriminatory, harassing or threatening messages or images. 

• Sending or posting confidential material, trade secrets or proprietary information outside of 
the organization. 

• Sending or posting messages or material that could damage the organization's image or 

reputation. 
• Participating in the viewing or exchange of pornography or obscene materials. 

• Sending or posting messages that defame or slander other individuals. 

• Using the Internet for political causes or activities, religious activities or any sort of gambling. 

• Passing off personal views as representing those of the organization. 

• Engaging in any other illegal activities. 

 

For additional information in regards to sending and posting using the internet reference section 

518 Social Networking. 

  



 

 

701 Employee Conduct and Work Rules 
Effective Date: 06/30/2016 

To ensure orderly operations and provide the best possible work environment, Block by Block 

expects employees to follow rules of conduct that will protect the interests and safety of all 

employees and our organization. 
 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. 

The following are examples of infractions of rules of conduct that may result in disciplinary action, 

up to and including termination of employment: 

 

◼ Failure to perform required overtime work without a satisfactory reason. 

◼ Failure to report to your work site ready to begin work at the scheduled time (see 704 

Attendance & Punctuality for further details). 

◼ Absenteeism or tardiness - absenteeism due to illness is an excused absence only if   a 

Physician’s note is presented immediately upon return to work. 

◼ Obscene or abusive language and/or malicious gossip while on the job. 

◼ Failure to turn in complete and accurate reports. 

◼ Reporting to the start of your shift poorly groomed or out of uniform. No other clothing 

will be worn with any part of the uniform. 

◼ Possession, wearing, or use of personal cell phones or other electronic devices while on 

duty without authorization. 

◼ Horseplay, loafing or loitering while on duty. 

◼ Posting or removal of notices, signs or writing in any form on client property without the 

permission Block by Block and the client. 
◼ Failure to report injuries or accidents (personal or vehicle) immediately. 

◼ Failure to notify your immediate Supervisor or Manager of inability to report for duty at 

least four (4) hours before the start of shift or scheduled work time. Two failures may result 

in termination (see 704 Attendance & Punctuality for further details). 

◼ Violation of local and state traffic laws while operating company vehicles and equipment. 

◼ Any soliciting, collection of contributions and/or distribution while on duty. 

◼ Complaining to client, client’s employee(s), tenants, tenant(s) employees, visitors, or any 

other personnel other than Block by Block personnel about Block by Block operational 
policies or procedures that do not affect employees’ wages, hours or other terms and 

conditions of employment. 

◼ Unauthorized use of customer’s equipment (telephones, fax, copiers, etc.). 

◼ Excessive personal telephone calls. 

 

The following may result in immediate Termination: 

 
◼ Willful and improper actions which are detrimental to Block by Block. 

◼ Reporting to work under the influence or in possession of alcoholic beverages or illegal 

drugs. 

◼ Refusal to submit to an alcohol or drug test when asked to do so by management. 

◼ Threatening, intimidating or coercing a fellow employee, visitor, customer, client, client 

employee, tenant, tenant employee, contractor or contractor employee or the public. 
◼ Playing lottery or games of chance or gambling in any form while on duty. 
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◼ Deliberate destruction or permitting willful damage to Block by Block or client’s 

property, equipment, etc. 

◼ Theft of property belonging to Block by Block, fellow employees, the client, the client’s 

employees, any customer, tenant, tenant employee, contractor, or contractor employee. 

◼ Willful violation of safety rules. 

◼ Falsifying information on employment application, time record, financial record or other 

reports or logs submitted to Block by Block. 

◼ Falsification of doctor’s notes for attendance excuse purposes. 

◼ Immoral or indecent conduct while on duty or within the Business district. 

◼ Possession of any concealed or non-concealed weapon or personal defense device of any 

sort on company premises or work site (unless such possession is specifically permitted by 

state law or local ordinance). If an employee intends to bring a weapon on the premises, 

where such possession is specifically permitted by state law or local ordinance, the 

employee is required to notify the manager prior to bringing the weapon on premises or 

work site and follow all instructions regarding the security of the weapon while on the 

premises or work site. Failure to notify is subject to disciplinary action. 

◼ Recording or falsifying another employee’s time records. 

◼ Fighting while on duty or within the Business district. 

◼ Sleeping or giving the appearance of sleeping or dozing while in uniform while on or off 

duty. 
◼ Accepting bribes, money, food* or favors in connection with the job. 

◼ Assisting a person to secure stolen property. 
◼ Unauthorized use of company property, equipment or uniforms. 

◼ Refusing to cooperate in a Company investigation. 

◼ Committing willful acts of vandalism. 

◼ Insubordination or an unwillingness to comply with orders/instructions from a supervisor. 

◼ Unauthorized absence from work. 

◼ Failure to maintain an operating telephone (cell or home) for contact purposes. 

◼ Abandoning post or leaving the property or post without proper authorization and 

replacement relief. 

◼ Impersonating a law enforcement officer. 

◼ Smoking, eating, or drinking in an unauthorized area while on duty. 

◼ Refusal to accept assignment without justifiable reason. 

◼ Divulging information concerning Block by Block contracts to competitors. 

◼ Making long distance or 900 telephone calls. 

*When dictated by the contractual relationship with the downtown businesses, employees will 

receive authorization from their Supervisor or Manager to purchase food and beverages at a 

discounted rate from approved businesses. 

Employment with Block by Block is at the mutual consent of Block by Block and the employee, 

and either party may terminate the relationship at any time, with or without cause, and with or 

without advance notice. 



 

703 Sexual and Other Prohibited Harassment 
Effective Date: 06/30/2016 

 

Block by Block is committed to providing a work environment that is free from all forms of 

discrimination and conduct that can be considered harassing, coercive or disruptive, including 

sexual harassment. Actions, words, jokes or comments based on an individual's sex, race, color, 

national origin, age, religion, disability, pregnancy, citizenship, veteran’s status, genetic 

information, military service, or any other legally protected characteristic will not be tolerated. 

Block by Block provides ongoing sexual harassment training to ensure you the opportunity to work 

in an environment free of sexual and other prohibited, unlawful harassment. 

Sexual harassment is defined as unwanted sexual advances or visual, verbal or physical conduct 

which is either (1) of a sexual nature or (2) directed at someone because of his or her gender. This 

definition includes many forms of offensive behavior and includes gender-based harassment of a 

person of the same sex as the harasser.  The following is a partial list of sexual harassment 

examples: 
◼ Unwanted sexual advances. 

◼ Offering employment benefits in exchange for sexual favors. 

◼ Making or threatening reprisals after a negative response to sexual advances. 

◼ Visual conduct that includes leering, making sexual gestures or displaying of sexually 

suggestive objects or pictures, cartoons or posters. 

◼ Verbal conduct that includes making or using derogatory comments, epithets, slurs or jokes. 

◼ Verbal sexual advances or propositions. 

◼ Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, 

sexually degrading words used to describe an individual, or suggestive or obscene letters, notes 

or invitations. 

◼ Physical conduct that includes touching, assaulting, or impeding or blocking movements. 

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other 

verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission 

to such conduct is made either explicitly or implicitly a term or condition of employment; (2) 

submission or rejection of the conduct is used as a basis for making employment decisions; or 

(3) the conduct has the purpose or effect of interfering with work performance or creating an 

intimidating, hostile or offensive work environment. 

If you experience or witness sexual or other prohibited, unlawful harassment in the workplace, it 
is your duty to immediately report it to your Supervisor or Manager. If the Supervisor or Manager 

is unavailable or you believe it would be inappropriate to contact that person, you should 
immediately contact the Regional Vice President or local (781-465-4730) and/or corporate Human 

Resources (866- 343-3132). You can raise concerns and make reports without fear of reprisal or 

retaliation. 

All allegations of sexual or other prohibited harassment will be quickly and discreetly investigated. 

To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will 

be protected against unnecessary disclosure. When the investigation is completed, you will be 

informed of the outcome of the investigation. 

Anyone found to be engaging in any type of behavior in violation of this policy or any prohibited 

harassment will be subject to disciplinary action, up to and including termination of employment. 
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Any Supervisor or Manager who becomes aware of possible sexual or other prohibited harassment 

must immediately advise the Human Resources Department so it can be investigated in a timely 

and confidential manner. 
 

Block by Block will not allow any form of retaliation against individuals who in good faith report 

violations of this policy or cooperate in Block by Block’s investigation of those reports. 

Retaliation is unacceptable. Any form of retaliation will result in disciplinary action up to and 

including discharge. 



 

 

704 Attendance & Punctuality/Attendance Point System 
Effective Date: 03/01/2010 

To maintain a safe and productive work environment, Block by Block expects employees to be 

reliable and punctual in reporting for scheduled work. Absenteeism and tardiness place a burden 

on other employees and on Block by Block. As soon as an employee becomes aware that he or she 

will not be able to report for work, will be late or must leave early, the employee must report that 

fact to the employee’s immediate Supervisor or Manager. If calling during non-business hours, the 

employee should call the local telephone number provided by the Supervisor or Manager. When 

leaving a message, the employee should leave the reason for the absence, the time he or she called 

and a number where he or she can be reached. It is the employee’s responsibility to ensure that the 

Supervisor or Manager is properly notified. Any failure to promptly notify the Supervisor or 

Manager may result in disciplinary action. It is not an acceptable excuse that the employee asked 

another person to advise his or her Supervisor or Manager of the absence. Block by Block reserves 

the right to request documentation for any amount of time absent from work. 

 

Block by Block is still responsible for providing uninterrupted service to each of our clients, 

regardless of weather conditions or other factors. Employees are expected to work during severe 

weather conditions. If an employee finds travel conditions inhibiting his or her arrival to work, he 

or she must contact the Supervisor or Manager as soon as possible. In many cases, alternate 

transportation will be arranged. 

 

In the rare instances when employees cannot avoid being late to work or are unable to work as 

scheduled, they should notify their Supervisor or Manager as soon as possible in advance of the 

anticipated tardiness or absence. If you will be absent or are unable to work a scheduled shift, you 

are required to provide a four (4) hour advance notice in order to be able to adequately cover the 

shift. After three consecutive absences for illness, a doctor’s note will be required. 
 

ATTENDANCE POINT SYSTEM 

The following point system will apply to all Block by Block non-exempt employees. 

 

◼ Points are assigned as follows: 

o Tardy (1/2 point) - any employee who arrives at work after the assigned shift start 
time is tardy. If the absence exceeds one hour and has been preceded by notification 
to management, it will be considered an unexcused absence or call-off unless 
circumstances are determined by management to constitute an excused absence. 

o Leaving Early (1/2 point) - any employee who must leave early from shift without 
prior approval with their Manager or Supervisor will be charged ½ point. 

o Unexcused Absence / Call-Off (1 point) - any employee who calls off for their 
scheduled shift less than 72 hours in advance and doesn’t have a valid or approved 
excuse is considered a call-off. Any employee whose lateness exceeds one hour 
without ample notification to management is considered a call-off. 



 

704 Attendance & Punctuality/Attendance Point System Page 2 

 
Valid and approved excuses include: 

o Company-approved FMLA/ADA leave. 
o Sick with doctor’s excuse, even if the illness does not amount to a 

serious health condition under the FMLA. The doctor should list dates 
of the employee's absence on the note, along with the doctor’s telephone 
number for verification. Sick employees must still notify management 
daily of their absence, even if they possess a valid doctor’s excuse for 
several days. Maximum total of excusable non- FMLA/ADA sick time 
(with doctor’s excuses) is 6 days. Each additional sick day will be 
considered unexcused and be assigned points as such. 

o Death in the immediate family (spouse, offspring, parents, 
grandparents, siblings, and spouse’s immediate family). 

o Jury duty. 

o Court appearance with summons. 

o Military duty. 
o 72 hour advance request for personal leave, with approval. 
o No Call / No Show (4 points) - unless otherwise excused any 

employee who does not show up for his or her scheduled shift or does 
not call off is considered no call/no show. 

 

• Poor attendance and excessive tardiness are disruptive. Employees will be disciplined at 
the following point levels: 

o 4 Points – Counseling. 

o 6 Points – Written Disciplinary Warning (with documentation). 

o 7 Points – 3 Day Suspension. 

o 8 Points – Termination. 

All points will expire on the anniversary date of the infraction. 

 

An employee who is absent three consecutive days or more because of his or her own serious health 

condition must obtain and present a Fitness for Duty certificate from the employee’s health care 

provider and must give this to the Supervisor or Manager before resuming work. 

 

Absence from work for two consecutive days without giving proper notice to Block by Block is 

considered a voluntary resignation, unless the absence is otherwise excused. After two consecutive 

days without notice, the company will note the termination and advise the employee by phone or 

in person, if possible. 



 

 

705 Personal Appearance 
Effective Date: 06/30/2016 

The following guidelines have been developed in order to help employees be successful in their 

jobs at Block by Block by promoting a productive and professional work environment. It is 

important to the company’s success that employee’s project an image of professionalism at all 

times. 

 

Block by Block reserves the right to determine the appropriateness of an employee’s grooming 

and appearance. If deemed necessary, Block by Block may alter our standard policies to meet 

contractual obligations. If an employee’s grooming or appearance poses a distraction, a safety 

concern or is otherwise a poor reflection on the company, as determined by Block by Block, the 

employee will be asked to ensure their grooming and appearance adheres to Block by Block 

standards. Failure to adhere to the grooming and appearance standards will result in formal 

counseling up to and including separation of employment. Consult your supervisor if you have 

questions as to what constitutes appropriate appearance. Where necessary, reasonable 

accommodation may be made to a person with a disability or for religious reasons. 

 

Correct Wearing of the Uniform 

Block by Block provides each client a customized look based on the client’s color preferences and 

overall image package. Block by Block invests approximately $750 in uniforms for each individual 

employee in an effort to provide our ambassadors with the quantity and quality of uniforms 

necessary to meet our own standards. Block by Block employees should always maintain a uniform 

that is in good repair, properly sized, clean and pressed.   

 

Employees should keep in mind that the uniform is a direct reflection of not only themselves, but 

our company, and our client as well. Employees who are observed wearing the uniform, even if 

off duty, in an inappropriate manner or environment are subject to discipline. 

 

Employees should keep in mind that the uniform is a direct reflection of not only themselves, but 

our company, and our client as well. Employees who are observed wearing the uniform, even if 

off duty, in an inappropriate manner or environment are subject to discipline. 

 

◼ Polo Shirt (depending on season) 

◼ Heavy Parka or Waist Jacket (depending on 

season) 

◼ Black pants 

◼ Belt 

◼ ID Badge/Name tag 

◼ Baseball Style Hat, Visor (depending on account 

and season) 
◼ Face Mask (depending on cold weather conditions and work location) 

◼ Gloves (depending on cold weather conditions and work location)
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An employee who feels that he/she needs an accommodation to the uniform policy should submit 

a written request explaining the reason for the request and the proposed accommodation to the 

Manager. Where necessary, reasonable accommodation may be made to a person with a disability 

or for religious reasons. 

 
TATTOOS 

Prominent tattoos on any body parts visible above the collar line (neck and face) or below the wrist 

line (hands or fingers) will not be permitted. With reasonable exception other tattoos visible to the 

public will be allowed to be uncovered. Impermissible tattoos include: tattoos that have gang 

connotations, contain drug references, or depict nude images. Block by Block also reserves the 

right to exercise its own discretion as to what tattoos are deemed to be inappropriate. Any tattoos 

falling under the list of exclusions must be completely concealed or covered while on duty. A 

member of our management staff can work with you to determine the most effective method of 

concealing a tattoo. 

 

BODY PIERCING - Rings or other body piercing jewelry through the nose, eyelid, tongue, or 

other visible body part, other than the ear lobes, are not acceptable. 

 
HAIR 

Hair must be clean, neat, and if colored, maintained in a natural tone. This means no colors such 

as green, purple, blue, pink, etc. 

 

Extreme styles such as shaving or sculpting a design in the hair or allowing hair to fall into your 

eyes are not acceptable. Wearing artificial hair is acceptable as long as it appears natural. 

Employees with long hair should wear it in a style that keeps it neatly kept and out of the 

employee’s face. 

 

MAKE-UP 

Make-up may be worn by employees should be used to enhance your natural appearance. Shades 

of makeup such as white, black, blue, or any very pale or very dark colors are not acceptable. 

 

FINGERNAILS 

Fingernails and hands must be kept clean. The length of the fingernail must not extend more than 

¼” beyond the tip of the finger. 

 

Nail polish should be neutral in color (transparent, light pink, peach, beige, red). Bright (green, 

yellow, etc.) or overly dark colors (black, dark green, dark purple, etc.) are not acceptable. 

 

JEWLERY 
 

Necklaces - One simple necklace in gold or silver may be worn. All necklaces must be worn on 

the inside of the shirt and should not be allowed to interfere with job duties or create a safety or 

hygiene hazard. 
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Bracelets – Only Block by Block Safety program and medical alert bracelets are acceptable. 

Earrings 

◼ Earrings must be those appropriate for business and that will not cause a safety hazard. Long 

dangling or large hoop earrings are not permitted. Earrings should only be of the stud type 

variety and not be larger than a 1/4 inch in diameter. A maximum of one earring per ear, 

worn on the ear lobe is permitted. 

 

◼ Men may not wear earrings. 

Rings - Staff members may wear one ring per hand, including wedding sets. Rings must be of a 

style that cannot easily get caught on equipment or other objects and therefore constitute a safety 

hazard. 

Watches - One watch may be worn, and should be worn in such a manner that it will not get caught 

on equipment. Watches should be smaller than 2” in diameter and should not be ornately adorned 

on its face or band. 

FACIAL HAIR 

Employees may wear beards, goatees and mustaches that are neatly trimmed and no more than ½ 

inch long. Facial hair must be well kept and fully-grown with no patches. Goatees and beards must 

be kept trimmed above the neckline (above the Adam’s apple). Sideburns may not pass earlobes. 

Artwork shaven in facial hair is unacceptable. Employees will be asked to remove any cut that can 

be deemed as a distraction to the public and co-workers. 

SUNGLASSES 

Sunglasses should be neutral in color (black, tortoiseshell, gold, silver) and coordinate with an 

employee’s uniform or wardrobe, with a conservatively styled frame. Sunglasses should not be 

worn indoors, in dark areas, when interacting with the public or anywhere that might impair the 

employees’ ability to work. Mirrored sunglasses are not acceptable. 

PERSONAL HYGIENE 

Block by Block personnel are in close contact with the public and fellow staff members while at 

work and are expected to practice good hygiene. This includes showering daily, brushing teeth 

regularly, and using deodorant or antiperspirant. 

Cologne, after shave, or perfume is acceptable if applied lightly. 

 
UNDERSHIRTS 

All Employees are required to wear appropriate undershirts at all times. Employees must only wear 

undershirts consistent with their locations assigned uniform. 


