Top 10 Tips for Business Casual Dress
1. Recognize that casual and business casual are not the same.
“Business casual” is a combination of formal and informal. It relaxes the rules for formal business dress but limits how casually employees can come to work. A few companies (such as some in the high-tech area) allow extremely casual dress; however, most companies still expect both women and men to look professional, even when they are not dressed in suits. You need to understand your company’s idea of “business casual.”
Questions to get answered:
—Is there a booklet or set of rules that spells out the company’s dress code?
—Are there unwritten rules about what attire is permitted or excluded?
—Who can you ask about correct dress?
2. Wear business casual only when permitted.
If your company’s handbook explains the dress code, it will probably say when business casual is permitted. Sometimes it is on a designated day, for example, “Casual Friday.” Sometimes it is only in specific situations.
Situations to look out for:
—What do employees generally wear on “casual days”?
—How informal can your dress be at after-hours company gatherings?
—If you are working overtime on weekends, are the rules the same as for the normal work week?
—Even on “casual days,” are you expected to dress more formally if you are meeting a client or other contact outside your organization? If there is no rule, the answer is automatically “Yes.”
3. See dress as a way to make a good impression.
You are constantly on view in your office, whether you are aware of it or not. If you have a loose button on your sleeve, coworkers may mention it out of kindness. However, if you wear a plaid top with a polka dot bottom, they will more likely groan and talk behind your back.
Here are casual dress suggestions:
—Avoid “making a statement.” You are at work, not at a fashion show. Khaki pants or skirt, a short-sleeved shirt, and matching shoes are always safe.
—Refrain from wearing sleeveless shirts or blouses.
—Make sure your clothes are wrinkle-free; hang them neatly and iron if necessary.
—“Casual” is not “sloppy.” Tuck your blouse or shirt in snugly, wear a belt to hold it in place, and tie your shoelaces neatly.
4. Don’t wear tight, baggy, or sexy clothes.
Business casual clothing is not meant to call attention to you. Just the opposite—it provides a way for you to relax and blend in without strain. Wearing provocative or aggressively “trendy” clothes will make you stand out, but for the wrong reasons: You will look clueless and out of place. Before you put on an outfit, think, “Is this something I would wear to hang out with my friends?” If the answer is “yes,” slip it back in the drawer.
Some things to avoid:
—For men, pants that ride low, below the waist. Put on a belt.
—For women, tops with plunging necklines. Keep the top buttons buttoned.
—For everyone, any item that fits tightly enough to be sexually suggestive.


Activity 
Collect a few recent fashion magazines and form a group with a few of your classmates. Check out the clothing shown in the articles and ads. Using the tips in this lesson, rate each item on a scale of 1 to 10, with 10 as most appropriate for business casual wear. When you are finished, go back through the same items again and see if your ratings have changed after seeing the full range of clothing.


Teacher's Guide
The word “casual” can be misinterpreted when it is used in regard to business dress. In most cases, casual means that wearing a suit is unnecessary. As an activity, have students identify classmates who are wearing acceptable clothes for a business casual environment.


