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To:  

All Staff
From:

Ian Fawcett

Date:

July 24, 2005
Re:

TLC Logo Clothing

Further to previous discussions and policies regarding the wearing of TLC Logo clothing, and because there are now so many of us with so many different requirements, it is important that we clarify the guidelines for acquiring and wearing this clothing.
A.  Purpose:
First of all, it should be remembered that TLC logo clothing is provided to staff at no cost as a uniform.  It's not a fashion statement (as nice as it may be) and it's not simply "free clothing."  It is intended that it be worn and that it be worn appropriately.

As a uniform it is intended to identify us to the public, and to present TLC as a coordinated, united team.  To be effective, the uniform needs to be standardized (within reason).  
B.  The Uniform:
The following guidelines will be followed when allocating clothing to staff:
  
TLC colours are dark green and blue.  Uniform clothing provided at no cost should either be dark green or blue.  In some cases as outlined below; black, white or tan is also permitted.
     The following items will be made available as uniform clothing, as appropriate:


- T-Shirts 

(green or blue or white)

- Golf Shirts
(green or blue or black or white)

- Sweatshirts
(green or blue)

- Vests

(green or blue or black)

- Fleece Jackets
(green or blue or black)

- Rain Jackets
(green or black)

- Baseball caps
(green or blue or black or tan)

- Toques

(green or blue or black)
 
For specific circumstances, special order clothing or other options may be approved by a regional/divisional manager.

C.  Allocation of Clothing:
  
Allocation of clothing is at the discretion of the Regional/Divisional Manager, but generally will fall into the following categories:


Field staff
(GROUP 1):
2 to 4 shirts (uniform)


Sweatshirt or vest (uniform)


Jacket (uniform)


Hat (uniform)


Logo Pin


Development staff and Regional Managers

(GROUP 2):
1 to 2 shirts (uniform)


Sweatshirt or vest (uniform)


Jacket (uniform)


NON UNIFORM:



1-2 shirts



1-2 vests etc.



Logo Pin


Office staff 
(GROUP 3):
1 to 2 shirts or sweatshirt or vest (uniform)


Logo pin

· Worn clothing may be replaced on an annual basis (or as needed in special circumstances).

· Uniform clothing may also be issued to full time volunteers at the discretion of the Regional Managers.

· Board members buy TLC Logo (at cost if they wish - most pay regular price) except where they are active volunteers in a situation where Uniform is required.

D.  Who should wear a Uniform (as opposed to TLC Logo clothing or pins):

FIELD STAFF:
(GROUP 1)
Wardens


Campsite Staff


Project Officers


CPP staff


Recruiters (Outreach)


Site Staff

Field Staff should at all times when at work, except where more formal clothing is required by the nature of the event or assignment wear a uniform.


DEVELOPMENT and REGIONAL MANAGERS (GROUP 2) and OFFICE STAFF: (GROUP 3)

The wearing of a 'uniform' is appropriate when you are taking part in a public event and will be done so at the direction of the Director of Development or your Regional Manager.  Members of Group 2 are encouraged to wear the logo pin and logo clothing when ever possible.

E.   SOME EXCEPTIONS:

There will be exceptions.  If the circumstances dictate that wearing the TLC uniform is inappropriate, alternatives may be worn.  For example:
· If specific clothing for safety, visibility, etc is required the uniform may be worn at the discretion of the staff

· If business attire or other non-casual attire is required, then alternative TLC identification such as a lapel pin should be worn.

  
During internal meetings, wearing the uniform is not required although, where appropriate, it is encouraged.  As an alternative, wearing other TLC clothing (non-uniform) is also encouraged.  This is at the discretion of the staff member.

F.  Other TLC Logo Clothing:
 
Other TLC logo clothing may be purchased by staff for their own use (honour system) at cost.  However, when a uniform is specifically required, this clothing will be considered inappropriate.

G.  Transition
It is recognized that many staff already have been allocated items of logo clothing which, according to this policy, would be considered "non-uniform."  Use of these items may continue and we anticipate that there will be a transition period until the policy is fully implemented.  
We ask all staff to understand the purpose of this policy and to reasonably conduct themselves to help implement it.

Thank you.
MEMORANDUM








