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NATIONAL UNIFORM POLICY
1.0 PURPOSE

The national company uniform has been designed to represent the Parmalat image and to bring a professional standard of dress to Parmalat employees.

When staff wear the corporate colours they represent Parmalat in their actions and behaviour.  They also have a responsibility to themselves to have pride in their appearance and be involved in promoting the Company and its corporate image.

While there is a significant cost to provide employees with uniforms, it is also very important that staff employed in certain roles wear the uniform when representing the Company, e.g. Sales.  

It should be noted that the uniform policy has been developed on the basis of need, not want.  

2.0 SCOPE

All operations except those employees covered under any site agreement to supply and launder uniforms.

3.0 DEFINITIONS

Compulsory
Applies to “customer facing” employees representing the company on Business and to those positions where senior management believe it is appropriate that the uniform be worn.

The complete uniform will be provided by the company in the quantities set out in Appendix 1.   

Optional  

Applies to employees who will on occasion represent the company as external representatives. One complete uniform entitlement will be supplied initially by the Company, with future allocations on a needs only basis.  The employee is entitled to purchase additional items and to receive the Company subsidy.

Discretionary

All members of the Senior Leadership Team are eligible, at their discretion, to receive a company supplied entitlement and to order throughout the year.

4.0 POLICY

4.1 
Staff working in Compulsory uniform positions must wear the uniform at all times when on business.  The exception to this requirement is when these staff members attend internal structured conferences / seminars / meeting days when they will not be engaged with customers and the Trade.  The following guidelines apply at internal functions:


· You must be neatly attired with tailored clothing which can include jeans, however, jeans must be in good order (e.g. no holes).  
· Appropriate footwear is essential (e.g. no thongs)
4.2
When working in Non-Compulsory uniform positions, staff may choose to wear the uniform  and will be bound by the conditions within this policy





4.3
Uniform distribution is the responsibility of the Supplier.  All enquiries are to be directed to the Supplier.  Staff should contact the Supplier if any changes to their personal or employment details occur after an order has been placed.  Any concerns with the service offered by the Supplier should be directed to the Category Manager, Strategic Procurement Group.

4.4
The Australian Taxation Office (ATO) requirements:

· Staff expenditure for national uniform items is tax deductible if all the following criteria are met:

· The uniform must be worn in its entirety and not as individual pieces.

· Additional pieces of personal clothing, with the exception of protective wear, are not to be worn with the approved national uniform. 

· Cleaning, dry cleaning, alteration and repairs are also tax deductible.

· Staff in receipt of a uniform will need to maintain documentary evidence of any purchases and associated costs such as laundry, dry cleaning and repairs to enable deductions to be claimed against taxable incomes.  It is the staff member’s responsibility, and not the company’s to maintain these records.

4.5
Staff in Compulsory positions will be issued with a uniform in quantities relevant to their position, as set out in Appendix 1.

4.6
Staff in Non-Compulsory positions who choose to wear the uniform must comply with the following company regulations and procedures:

· Employees must have been employed for 6 months fulltime or 12 months part time to be eligible; i.e., they must have successfully completed their probationary period.

4.7
Staff who transfer between locations/positions will then fall within the policy guidelines for 
their new location/position.

4.8
The following standards are to be adhered to:

· The uniform will be worn only at work or travelling to and from work (excluding garments covered by site laundering contract);

· Staff will keep the  uniform neat and clean and complement it with good personal grooming;
4.9
Clothing allocations as listed in Appendix 1 are to be adhered to:

· The expectation of the company is that the clothing will last for a minimum of 2 years. In the 3rd year after the initial allocation of clothing there may be a further allocation provided. 
· Following the initial allocations further allocations are based on a ‘needs only’ basis
· Further allocations will be solely at the discretion of the Head of Site / Business Unit

5.0 EXCEPTIONS

Exceptions to this policy may only be made with the approval of the General Manager – Human Resources.
6.0 RELATED DOCUMENTATION
HR-1004 Office Dress Code – Informal Business Attire

APPENDIX 1 

HV = High Visibility

	Company Position 

(Please note that position titles are generic and not specific to individual incumbents or roles.)
	Category
(Excludes shoes)
	Trousers, Shorts or Skirt
	Shirt –Collar/ Blouse
	Shirt Polo
	Shoes
(Compulsory for all Staff)
	Bomber Jacket OR Jumper
	Accessories
	Comments

	National Sales
	 
	 
	
	 
	 
	
	
	

	Account Executive/Manager
	Optional
	
	1
	
	 
	
	
	

	National/State/Business Manager
	Optional
	
	1
	
	
	
	
	

	Trade Development Manager
	Optional
	
	1
	
	
	
	
	

	Category Manager
	Optional
	
	1
	
	
	
	
	

	Market Activation 
	Optional
	
	1
	
	
	
	
	

	Field Sales Manager
	Compulsory
	
	3
	2
	1 steel capped
	1
	
	This role is responsible for providing own business style trousers/skirt to suit individual. Colour stipulations = black/navy blue

	Sales Representative
	Compulsory
	
	3
	2
	1 steel capped
	1
	
	This role is responsible for providing own business style trousers/skirt to suit individual. Colour stipulations = black/navy blue

	Sales Merchandiser
	Compulsory
	
	2
	1
	1 steel capped
	
	
	Allocation should not exceed days/week rostered

This role is responsible for providing own business style trousers/skirt to suit individual. Colour stipulations = black/navy blue

	Customer Service Representative
	Compulsory
	
	3
	2
	 
	
	
	Allocations apply only where face to face customer interaction forms part of duty

	Van Sales Representative
	Compulsory
	2
	
	5 HV  branded
	1 steel capped
	1
	
	

	Refrigeration Mechanic
	Compulsory
	
	
	5 HV
	
	
	
	

	National Distribution & Warehousing
	 
	 
	
	 
	 
	 
	 
	

	Distribution/Transport/Depot/Warehouse Manager
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Distribution/Transport/Depot/Warehouse Co-ordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Distribution  Administrator
	Optional
	1
	
	1
	1 steel capped
	 
	 
	

	Other Project/Process/Systems Managers
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	National Manufacturing
	 
	 
	
	 
	 
	 
	 
	

	Darwin Employees: All employees working at the Darwin site will be issued with work garments.
	Compulsory
	5
	
	5 HV Polo
	1 steel capped
	 
	5 socks
	

	Maintenance Manager / Co-ordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Production/Factory Manager / Co-ordinator
	Optional
	3
	
	3
	1 steel capped
	3
	 
	

	Compliance Manager / Co-ordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Franchise Distribution
	
	
	
	
	
	
	
	

	Franchise Business Manager
	Optional
	1
	
	1
	1 steel capped
	
	
	

	Franchise Distributor Co-ordinator
	Optional
	1
	
	1
	1 steel capped
	
	
	

	Franchise Distributor Manager
	Optional
	1
	
	1
	1 steel capped
	
	
	

	Franchise Field Operations Trainer
	Compulsory
	2
	
	4
	1 steel capped
	
	
	

	Franchisee Drivers
	Compulsory
	 
	
	3HV
	 
	
	
	

	PFN Trainer
	Optional
	1
	
	1
	1 steel capped
	
	
	

	
	
	
	
	
	
	
	
	

	National Engineering
	 
	 
	
	 
	 
	 
	 
	

	Snr / Project Engineer Mechanical & Electrical
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Engineer – Maintenance / Projects / Systems
	Optional
	1
	
	1
	1 steel capped
	1
	
	

	Snr / Technical / Project Officer
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	National Technical
	 
	 
	
	 
	 
	 
	 
	

	National Technical Services Manager
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	National Management Systems Manager
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	National Laboratory Services Manager
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Process Technologist / Technical Specialist
	Optional
	1
	
	1
	1 steel capped
	1
	
	

	National OH&S Manager
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	OH&S Managers – regional
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Workers Comp. & Rehabilitation Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Laboratory Team Leader
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Document Control Supervisor & staff
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Supply Chain QA Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	QA  Supervisors / Coordinators  
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Management Systems Auditor
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Compliance Support Officer
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Laboratory staff (technicians /  analysts)
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	National Innovation
	
	
	
	
	
	
	 
	

	Innovations Program Manager – Fresh Dairy
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Innovations Program Manager – Milk & Beverage
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Laboratory & Pilot Plant Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Senior Innovations Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Innovations Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Packaging Innovations Coordinator
	Optional
	1
	
	1
	1 steel capped
	1
	 
	

	Industry Liaison & Farm Services
	 
	 
	
	 
	 
	
	
	

	Admin Officer Nambour
	Optional
	1
	
	1
	 
	
	
	

	Field Services Manager
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Farm Field Services Officer
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Milk Procurement Officer
	Optional
	1
	
	1
	 
	
	
	

	Milk Supply Development Officer
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Milk Supply Information Officer
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Milk Supply Technical Manager
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Qld Milk Supply Manager
	Compulsory
	2
	
	4
	1 work boot
	
	
	

	Milk Supply
	 
	 
	
	 
	 
	
	
	

	Mgr Milk Supply Planning & Contracts
	Optional
	1
	
	1
	 
	
	
	

	Mgr National Milk Supply & Commodities
	Optional
	1
	
	1
	 
	
	
	

	Manager Supply Chain
	Optional
	1
	
	1
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