Town of Canton                                                                  Policy Number: V-60
Human Resources Policy                                                   Subject: Workplace Conduct


Policy:  
It is the policy of the Town of Canton to maintain a respectful work and professional public service environment.  
Scope:  
It is to be understood that this policy applies to each and every officer and employee of the Town of Canton, including all elected and appointed town officers and all members of multiple member bodies. The purpose of this policy is to outline expected conduct of all employees.  All employees are responsible for ensuring a respectful workplace.  Managers are expected to enforce this policy with their respective employees. The Town of Canton prohibits, and will not tolerate harassing, offensive, insubordinate or unprofessional behavior by or towards any employee or officer. It is expected that employees will take pride in being employed with the Town and will conduct themselves in a professional manner in the work place and at all employer sponsored events.  
Definitions:  
 The way employees conduct themselves at work, traveling on business on behalf of the Town, and representing the Town on business has a positive or negative effect on co-workers, customers, and ultimately, the Town.  Everything we do counts and our reputation is important.  By accepting employment with the Town, employees have a responsibility to the Town and to other employees to adhere to certain standards of behavior and conduct.  Treat others with the same high standards that you expect from them.  Nothing more.  Nothing less.  These include, but are not limited to:

· Respect for an appropriate use of the employer’s property and property of others.

· Maintaining confidentiality – Don’t disclose any confidential or personnel information concerning our employees.  This includes but is not limited to complaints, medical information, or the results of investigations.

· Respect for co-workers’ ideas, suggestions, and opinions – accepting & valuing differences.

· Respect for the customer- all of our customers are entitled to excellent customer service and respectful treatment.

· Professional appearance (e.g. clean and neat clothing and personal grooming) that is appropriate for a business setting.
· Displaying professional conduct and good manners in words and actions.
· Avoiding behaviors and actions that may be offensive to others (e.g. bullying, racial or ethnic slurs, sexually harassing remarks, obscene or abusive language, threats, or physical violence.).

· Challenging disrespectful behavior.

· Showing enthusiasm, optimism and a team spirit.

· Engaging in safe and appropriate behavior at all times.

· Showing a willingness to assist others when needed.

· Displaying honesty, sound ethics, and integrity in all business contacts and decisions.

· Contributing to a safe and sanitary working environment.

Procedure:  
Any person who feels that he or she is being subjected to harassing, 


offensive, insubordinate or unprofessional behavior of any kind is 


encouraged to object to the behavior and report such behavior to their 


supervisor.  Any supervisor who receives a complaint or who has reason 


to believe that such behavior is occurring, shall report such information to 


their Department Head and the Town Administrator.
Any employee or officer of the town of Canton who engages in, or has knowledge of such behavior is subject to disciplinary consequences.  All complaints of such behavior will be investigated promptly, fairly and completely.  In each instance the facts found as a result of such investigation shall determine the response to be made to each particular complaint.  Each situation will be handled as discreetly as is possible to protect the “victim” of such behavior.  Resolution of complaints can include, but are not necessarily to be limited to a directive to cease the offensive behavior, verbal or written warning, suspension (with or without pay), or termination.

In the event that improper behavior by the same person reoccurs such conduct should immediately be reported to the Department Head and to the Town Administrator.

The Town of Canton prohibits and will not tolerate retaliation or intimidation directed towards anyone who makes a complaint pursuant to this policy or those assisting in the investigation of any such complaint.
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