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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Respect in the Workplace

Attitudes toward our co-workers will have much to do with success and happiness on the job.  An attitude of cooperation will overcome most difficult situations.  Be courteous and considerate of your fellow co-workers, management, clients, and customers. 

Acceptable workplace behaviors are any behaviors that promote respect and courtesy in the workplace. These behaviors should be expressed in all mediums, whether that be verbal, non-verbal, in-person, or electronic. They include but are not limited to:

· Using respectful language in all interactions
· Listening with an open mind
· Giving direct, work-related feedback
· Expressing appreciation in a timely manner
· Approaching conflict with a true desire for resolution

 Disrespectful behaviors includes but is not limited to:

· Yelling at another individual
· Talking down to and/or berating others
· Using a condescending tone to others
· Social exclusion or ostracism, ignoring others, silent treatment
· Treating some less favorably than others
· Undermining another’s work by giving impossible to meet deadlines or workloads
· Gossiping or spreading rumors
· Making threats, using intimidating tactics
· Any malicious behavior a reasonable person would find disturbing and/or harmful to their psychological health

In certain situations, these behaviors may rise to the level of harassment or discrimination. 

If you feel you have been treated unacceptably, the Company encourages you to first speak directly with the individual responsible for the behavior. You may seek advice and assistance from your supervisor or HR department. 
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