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Respectful Workplace 

Purpose The intent of this policy is to provide general guidelines about the conduct that is and 
is not appropriate in the workplace. The city acknowledges that this policy cannot 
possibly predict all situations that might arise, and also recognizes that some 
employees are exposed to disrespectful behavior, and even violence, by the very nature 
of their jobs. 

Policy The City of Northfield has zero tolerance for sexual harassment/offensive behavior. 
All allegations of sexual harassment/offensive behavior will be taken seriously, acted 
upon immediately, and addressed appropriately. 

Applicability Maintaining a respectful work environment is a shared responsibility. This policy is 
applicable to all city personnel including regular and temporary employees, volunteers, 
and City Council members. 

Abusive Customer 
Behavior 

While the city has a strong commitment to customer service, the city does not expect 
that employees accept verbal abuse from any customer.  An employee may request that 
a supervisor intervene when a customer is abusive, or they may defuse the situation 
themselves, including ending the contact. 

Types of 
Disrespectful 
Behavior 

The following types of behaviors cause a disruption in the workplace and are, in many 
instances, unlawful: 

Violent behavior includes the use of physical force, harassment, or intimidation. 

Discriminatory behavior includes inappropriate remarks about or conduct related to a 
person’s race, color, creed, religion, national origin, disability, sex, marital status, age, 
sexual orientation, or status with regard to public assistance. 

Offensive behavior may include such actions as: rudeness, angry outbursts, 
inappropriate humor, vulgar obscenities, name calling, disrespectful language, 
inappropriate visual or any other behavior regarded as offensive to a reasonable person. 
It is not possible to anticipate in this policy every example of offensive behavior. 
Accordingly, employees are encouraged to discuss with their fellow employees and 
supervisor what is regarded as offensive, taking into account the sensibilities of 
employees and the possibility of public reaction.  Although the standard for how 
employees treat each other and the general public will be the same throughout the city, 
there may be differences between work groups about what is appropriate in other 
circumstances unique to a work group.  If an employee is unsure whether a particular 
behavior is appropriate, the employee should request clarification from their supervisor 
or Human Resources. 
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Definition of Sexual 
Harassment 

Sexual Harassment can consist of a wide range of unwanted and unwelcome sexually 
directed behavior such as unwelcome sexual advances, requests for sexual favors, and 
other verbal and physical conduct of a sexual nature when: 

 Submitting to  the conduct is made explicitly or implicitly a term or condition
of an individual’s employment; or

 Submitting to or rejecting   the conduct is used as the basis for employment
decision affecting an individual’s employment; or

 Such conduct has the purpose or result of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
working environment.

Prohibited Sexual 
Harassment 

Sexual harassment includes, but is not limited to, the following: 

 Unwelcome  or  unwanted  sexual  advances.    This  means  stalking,  patting,
pinching, brushing up against, hugging, cornering, kissing, fondling or any
other similar physical contact considered unacceptable by another individual.

 Verbal or written abuse, kidding, or comments that are sexually-oriented and
considered unacceptable by another individual.  This includes comments about
an individual’s body or appearance where such comments go beyond mere
courtesy,  telling  “dirty  jokes”  or  any  other  tasteless,  sexually  oriented
comments, innuendos or actions that offend others.

 Requests  demands  for  sexual  favors.     This  includes  subtle  or  obvious
expectations, pressures, or requests for any type of sexual favor, along with an
implied or specific promise of favorable treatment (or negative consequences)
concerning one’s current or future job.

Possession and Use of 
Dangerous Weapons 

Possession or use of a dangerous weapon is prohibited on city property, in city 
vehicles, or in any personal vehicle, which is being used for city business. This 
prohibition applies to employees with valid permits to carry firearms. 

The following exceptions to the dangerous weapons prohibition are as follows: 

 Employees legally in possession of a firearm for which the employee hold a
valid permit, if required, and said firearm is secured within an attended
personal vehicle or concealed from view within a locked unattended personal
vehicle while that person is working on city property.

 A person who is showing or transferring the weapon or firearm to a police
officer as part of an investigation.

 Police officers and employees who are in possession of a weapon or firearm in
the scope of their official duties.
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Supervisor’s 
Response to 
Allegations of 
Disrespectful 
Workplace Behavior 

Employees who have a complaint of disrespectful workplace behavior will be taken 
seriously. 

In the case of sexual harassment or discriminatory behavior, a supervisor must report 
the allegations within two business days to the City Administrator, who will determine 
whether an investigation is warranted.  A supervisor must act upon such a report even 
if requested otherwise by the victim.  In situations other than sexual harassment and 
discriminatory behavior, supervisors will use the following guidelines when an 
allegation is reported: 

Step 1. If the nature of the allegations and the wishes of the victim warrant a simple 
intervention, the supervisor may choose to handle the matter informally.  The 
supervisor may conduct a coaching session with the offender, explaining the impact of 
his/her actions and requiring that the conduct not reoccur. This approach is particularly 
appropriate when there is some ambiguity about whether the conduct was disrespectful. 

Step 2. The supervisor must notify the City Administrator about the allegations. 

Step 3. If a formal investigation is warranted, the individual alleging a violation of this 
policy will be interviewed to discuss the nature of the allegations. The person being 
interviewed may have someone of his/her own choosing present during the interview. 
The investigator will obtain a description of the incident including date, time and place, 
together with the following: 

• corroborating evidence
• a list of witnesses
• identification of the offender

Step 4. As soon as practical after receiving the written or verbal complaint, the alleged 
policy violator will be informed of the allegations. The alleged violator will have the 
opportunity to answer questions and respond to the allegations. 

Step 5. After adequate investigation and consultation with the appropriate personnel, a 
decision will be made regarding whether or not disciplinary action will be taken. 

Step 6. The alleged violator and complainant will be advised of the findings and 
conclusions as soon as practicable. 

Special Reporting 
Requirements 

When the supervisor is perceived to be the cause of a disrespectful workplace behavior 
incident, a report will be made to the City Administrator who will assume the 
responsibility for investigation and discipline. 

If the City Administrator is perceived to be the cause of a disrespectful workplace 
behavior incident involving city personnel, the report will be made to Human 
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Resources and referred to the City Attorney who will undertake the necessary 
investigation. The City Attorney will report his/her findings to the City Council, which 
will take the action it deems appropriate. 

Pending completion of the investigations, Human Resources and City Attorney may 
take action to protect the alleged victim, other employees, or the citizens. 

Investigation  The Communications & Human Resources Manager or professional consultant as 
determined by the City Administrator will investigate all complaints of sexual 
harassment/offensive behavior promptly, fairly and completely. 

Confidentiality  A person reporting or witnessing a violation of this policy cannot be guaranteed 
anonymity.  The person’s name and statements may have to be provided to the alleged 
offender.  All complaints and investigative materials will be contained in a file 
separate from the involved employees’ personnel files. If disciplinary action does 
result from the investigation, the results of the disciplinary action will then become a 
part of the employee(s) personnel file(s). 

The employees’ complaint will be kept private to the extent consistent with the city’s 
need to investigate.  Each situation will be handled as discreetly as possible. The facts 
shall determine the response to each complaint. 

Retaliation Consistent with the terms of applicable statutes and city personnel policies the city 
may discipline any individual who retaliates against any person who reports alleged 
violations of this policy.  The city may also discipline any individual who retaliates 
against any participant in an investigation, proceeding or hearing relating to the report 
of alleged violations.  Retaliation includes, but is not limited to, any form of 
intimidation, reprisal, or harassment. 

Violations Any violation, intentional or unintentional, of this policy by a city employee will 
be cause for appropriate disciplinary action.  Resolution of complaints can include, 
but not limited to, an apology, transfer, direction to stop the offensive behavior, 
counseling or training, verbal or written warning, suspension with or without pay or 
termination. 
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