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GROOMING
Personal grooming (hygiene) is just as important as what you wear. Bad 
hygiene can destroy your image. It sends a message of laziness, 
disorganization, being unhealthy, and shows a lack of respect for oneself. 
Workers who want to send a message of confidence and success maintain 
good hygiene and are well-groomed.

Being well-groomed means keeping your body clean and pleasant 
smelling. Making sure that you take a shower each day is the first step to 
good-hygiene-maintenance. For work, your hair should be clean, trimmed, 
and neatly brushed or arranged. For men, their facial hair should be shaved 
or beards neatly groomed. Don’t ignore those fingernails! Dirty, 
untrimmed fingernails is a major hygiene violation that is immediately 
noticed. You should trim and clean them regularly. For women, nails 
shouldn’t be too long or flashy. Deodorant is a must and should be applied 
before you go to work. This will ensure that you remain smelling pleasant 
throughout the day. And lastly, don’t forget to brush your teeth before 
work. Bad breath will get you noticed for all of the wrong reasons.

13.What is just as important as how you dress?
14. What message does bad hygiene send to people?
15. What is the first step to maintaining good hygiene?
16. For work, how should your hair be?
17. What should you be careful not to ignore and is considered a major

hygiene violation?
18.What is a must and should be applied each time before you go to work?
19. What will get you noticed for all of the wrong reasons?
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Assessment
The Importance of Appearance

Name_________

Per.______Date:Select the best answer.

1. Every day at work, people will judge
a. your c h o i c e  o f  m u s i c .
b. your appearance.
c. your humor.
d. All of the above.

2. A person that is dressed nicely and well
groomed is perceived as being

a. unprofessional.
b. overly concerned about their looks.
c. a professional worker.
d. None of the above.

3. Those that are perceived as
professional workers are

a. not very successful workers and
rarely move up in the company.

b. the most successful workers and
normally move up in the company.

c. not concerned about their grooming
or dress.

d. None of the above.

4.lt is natural for customers, co-workers,
and managers to perceive workers that
are well dressed and groomed as

a. qualified.
b. confident.
c. capable.
d. All of the Above.

5. Being well-dressed at work means that
you should wear

a. a business suit.
b. clothes that are expensive.
c. appropriate clothes for your

occupation that make you look
professional.

d. All of the Above.

6. N0 matter the clothing requirement for
work, your clothes should

a. be clean.
b. have no holes.
c. not be wrinkled.
d. All of the Above.

7. What message will bad hygiene and
grooming send to people at work?

a. laziness.
b. being unhealthy.
c. a lack of respect for oneself.
d. All of the Above.

8.ln order to succeed in the workplace,
you need to

a. become best friends with everyone.
b. look like a professional.
c. dress in a suit and tie.
d. All of the Above.



Essential Dressing TIPS
SU C C ESS A T  W O R K Name

Per.______Date:

Do's Aviod
Dress to the standard of 
your occupation.

No: Baseball caps or hats, 
unless needed or required for 
the job

Dress to be viewed as a 
professional in your 
occupation.

No: Mini skirts.

Clean clothes. No: Shirts/blouses that are too 
revealing

No holes in your clothes No: Shorts, unless part of the 
job requirement.

Clothes that are ironed or 
not wrinkled.

No: T-shirt, especially with 
prints or images.

Wear a belt. No: Clothes that are too tight or 
too loose.

Keep shirts tucked in. No: Open-toed shoes.
Have clothes and shoes 
match.

No: Sagging pants.

1.Write a paragraph describing how your clothes should look when you go
to work.

2.Write a paragraph describing what you should avoid or not wear to work.
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