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$�FLYLO�ZRUNSODFH�LV�RQH�ZKHUH�HYHU\RQH¶V�LQSXW�LV�UHFRJQL]HG��YDOXHG�DQG�ZKHUH�RXU�DWWHQWLRQ�LV�
IRFXVHG�RQ�WKH�FRQYHUVDWLRQ�DW�KDQG��,I�,�DP�DW�D�PHHWLQJ��,�VKRXOG�JLYH�LW�P\�XQGLYLGHG�DWWHQWLRQ�
DQG�EH�VXUH�WR�WXUQ�RII�P\�FHOO�SKRQH�RU�DQ\�RWKHU�GHYLFH�WKDW�PD\�GLVWUDFW�PH��,I�,�H[SHFW�D�FDOO�RU�
PHVVDJH�GXULQJ�WKH�PHHWLQJ�WKDW�,�PXVW�WDNH��WKHQ�,�VKRXOG�OHW�WKH�SHUVRQ�UXQQLQJ�WKH�PHHWLQJ�
NQRZ�DKHDG�RI�WLPH�VR�WKDW�,�FDQ�H[FXVH�P\VHOI�ZLWK�PLQLPDO�GLVUXSWLRQ��/LNHZLVH��LI�,¶P�JRLQJ�WR�EH�
ODWH�IRU�D�PHHWLQJ��,�QHHG�WR�OHW�WKH�RUJDQL]HU�NQRZ�DQG�DSRORJL]H�LQ�DGYDQFH�

,W�DOO�FRPHV�GRZQ�WR�EDVLF�UHVSHFW��,I�,�PDNH�VRPHRQH�IHHO�WKDW�,�FDQQRW�EH�ERWKHUHG�WR�JLYH�WKHP�
P\�IXOO�DWWHQWLRQ��,�KDYH�LPSOLHG�WR�WKHP�WKDW�ZKDW�WKH\�KDYH�WR�VD\�LV�QRW�LPSRUWDQW�WR�PH��6XFK�
EHKDYLRU�FRXOG�FDVW�PH�DV�D�FR�ZRUNHU�ZKR�LV�WKRXJKWOHVV�DQG�GLVUHVSHFWIXO��ZKLFK�LV�OLNHO\
QRW�P\�LQWHQWLRQ�
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2XU�SDUHQWV�ZHUH�WKH�ILUVW�WR�UHPLQG�XV�DERXW�WKH�LPSRUWDQFH�RI�VD\LQJ�WKRVH�PDJLF�ZRUGV�ZKLFK�
DUH�WUXH�WR�DQ\�FXOWXUH�

3OHDVH«7KDQN�\RX«([FXVH�PH«,¶P�VRUU\��7KH\�FRVW�QRWKLQJ�WR�VD\�DQG�\HW�DUH�WKH�EXLOGLQJ
EORFNV�RI�D�FLYLO�VRFLHW\��,�FDQ�FRQWULEXWH�WR�D�UHVSHFWIXO�ZRUNSODFH�ZKHQ�,�H[SUHVV�P\�DSSUHFLDWLRQ�
WR�FR�ZRUNHUV�IRU�WKHLU�KHOS��DYRLG�LQWHUUXSWLQJ�RWKHUV�ZKHQ�WKH\�DUH�VSHDNLQJ��DQG�VLQFHUHO\�
DSRORJL]H�ZKHQ�,�PLVWDNHQO\�RIIHQG�VRPHRQH��%\�EHLQJ�UHFRJQL]HG�DV�D�UHVSHFWIXO�DQG�FLYLO�SHUVRQ�
DW�ZRUN��,�EXLOG�JUHDWHU�VRFLDO�FDSLWDO�DQG�WUXVW�
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2FFDVLRQDO�ODXJKWHU�SOD\V�D�JUHDW�UROH�LQ�PDNLQJ�WKH�ZRUNSODFH�PRUH�VDWLVI\LQJ�DQG�KHOSV�
LPSURYH�HPSOR\HH�PRUDOH��+RZHYHU��KXPRU�WDNHV�PDQ\�IRUPV�DQG�QRW�DOO�RI�WKHP�DUH�
DSSUHFLDWHG�E\�HYHU\RQH�RU�HYHQ�DSSURSULDWH�IRU�WKH�ZRUNSODFH��,I�,¶P�WHPSWHG�WR�PDNH�D�MRNH
RU�ZDQW�WR�VD\�VRPHWKLQJ�,�WKLQN�LV�IXQQ\��,�VKRXOG�WDNH�WKH�WLPH�WR�SDXVH�DQG�FRQVLGHU�P\�
DXGLHQFH��$VNLQJ�P\VHOI��LI�WKH�MRNH�LV�DW�VRPHRQH�HOVH¶V�H[SHQVH"�&RXOG�LW�HPEDUUDVV�RU�
GHPHDQ�VRPHRQH"�,I�,�FDQ�DQVZHU�³<HV�´�WKHQ�,�NQRZ�WKDW�LW�LV�EHVW�OHIW�XQVDLG��QR�PDWWHU�
ZKDW�WKH�FLUFXPVWDQFHV�

$�FRPPRQ�H[DPSOH�RI�ZRUNSODFH�LQFLYLOLW\�LV�WKH�IDLOXUH�WR�REVHUYH�WKH�FRPPRQ�QLFHWLHV�SUHYDOHQW�LQ�
RXU�:HVWHUQ�FXOWXUH��,W�FDQ�VHQG�D�FOHDU�VLJQDO�WKDW�VRPHWKLQJ�LV�ZURQJ�ZLWK�WKH�ZRUN�HQYLURQPHQW�
ZKHQ�FR�ZRUNHUV�GR�QRW�HYHQ�VD\�KHOOR�WR�HDFK�RWKHU��&RXUWHV\�LV�FRQWDJLRXV��MXVW�OLNH�D�VPLOH��
,�FDQ�FDWFK�LW�WKURXJK�SURDFWLYH�EHKDYLRUV��,I�,�SDVV�D�FROOHDJXH�LQ�WKH�KDOO�RU�RQ�WKH�VWUHHW�DQG�,�
UHPHPEHU�WR�VD\�³+HOOR�´�LW�LV�DOPRVW�JXDUDQWHHG�WKDW�,�ZLOO�JHW�WKH�FRXUWHV\�UHWXUQHG��,W�FRVWV�
DEVROXWHO\�QRWKLQJ�\HW�SD\V�KLJK�GLYLGHQGV�

ZZZ�UHVSHFWDQGFLYL O L W\LQWKHZRUNSODFH�FRP



5. ADDRESSING PEOPLE CORRECTLY
It is important to call co-workers by their first names or properly address them as “Mrs.,” “Ms.” or 
“Mr.” depending on how they would like to be addressed. Refrain from referring to anyone at work
as “My Dear” or “Honey” if they are not a close friend or relative as you never know how that 
could make someone feel. Likewise, avoid assigning people nicknames or pet names as that 
can be seen as belittling and patronizing.

6. TAKE CARE OF YOURSELF
A respectful workplace includes self-respect. As an asset to the company we work for, we need to 
invest the time to take care of ourselves and put our best foot forward. Showing up at work untidy 
or disheveled, sends the wrong message to others and essentially says that we can’t be bothered 
to take care of ourselves. This may give a false impression of our work ethic and send an 
unintended message to others that we are not here to do our best work.

An “I don’t care” attitude in the workplace can be discouraging to those around us. Just like a smile, 
it can spread but in the wrong direction. Exhibiting self-respect through how we show up to others 
each day shows them that we care and are committed to do our best work. We are not just setting 
the tone we are strengthening it and building trust.

7. DON’T REACT. RESPOND!

We all have our triggers, those little things other people do that frustrate or anger us. Chances are 
our co-workers are aware of our triggers as well. By learning to recognize our own triggers and 
developing strategies to manage our reactions, we can respond appropriately. We can choose to 
steer clear of situations that we are not directly involved in to avoid unnecessary anger and frustra-
tion. However, difficult situations are sometimes unavoidable, in which case it is important to make 
a point of listening to respond vs. reacting too quickly. This approach helps to contain emotional 
reactions that could just make the situation worse. By being self-aware to our own responses, we 
are able to manage difficult situations with emotional maturity and civility.

RESPECT AND CIVILITY IN THE WORKPLACE: 10 TIPS
www.respectandcivi l i ty intheworkplace.com
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,W¶V�QDWXUDO�WR�DVVRFLDWH�ZLWK�D�VPDOO�JURXS�RI�OLNH�PLQGHG�SHRSOH�DW�ZRUN��+RZHYHU��VRPH�
FR�ZRUNHUV�PD\�EH�OHIW�RXW�RI�WKH�VRFLDO�G\QDPLF�VLPSO\�EHFDXVH�WKH\�DUH�QRW�JRRG�DW�PDNLQJ�
IULHQGVKLSV�DQG�³VPDOO�WDON�´�/RRNLQJ�IRU�RSSRUWXQLWLHV�WR�LQFOXGH�RWKHUV�WKDW�ZH�PD\�QRW�JHQHUDOO\�
VRFLDOL]H�ZLWK�E\�DFNQRZOHGJLQJ�WKHLU�ELUWKGD\��LQYLWLQJ�WKHP�WR�OXQFK�RU�DVNLQJ�IRU�WKHLU�LQSXW�RQ�
SURMHFWV�FDQ�JR�D�ORQJ�ZD\�WR�FXOWLYDWLQJ�FLYLOLW\��(YHU\RQH�ZDQWV�WR�EH�UHFRJQL]HG�DQG�KDYH�D�
VHQVH�RI�EHORQJLQJ��,W�LV�YHU\�UHZDUGLQJ�WR�EULGJH�VRFLDO�EDUULHUV�WR�GLVFRYHU�QHZ�DVVRFLDWHV�
DQG�FROOHDJXHV�
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1HYHU�VK\�DZD\�IURP�JLYLQJ�RWKHUV�FUHGLW�ZKHQ�WKH\�GR�D�JRRG�MRE��7KLV�GRHV�QRW�WDNH�DZD\�WKH�
LPSRUWDQFH�RI�SRVLWLRQLQJ�\RXU�RZQ�FRQWULEXWLRQV��5DWKHU��LW�GHYHORSV�D�UHSXWDWLRQ�IRU�JHQHURVLW\��
LQFOXVLYHQHVV�DQG�DOORZV�RWKHUV�WR�UHFRJQL]H�HYHU\RQH¶V�JRRG�ZRUN��LQFOXGLQJ�\RXU�RZQ��*RRG�
ZRUN�RIWHQ�VSHDNV�IRU�LWVHOI�DQG�WKHUH�LV�QR�QHHG�WR�SXVK�RWKHUV�WR�UHFRJQL]H�LW�LQ�D�IRUFHIXO�PDQQHU��
+XPLOLW\�KHOSV�EXLOG�D�UHSXWDWLRQ�WKDW�DOORZV�SHRSOH�WR�EH�DJLOH��SURGXFWLYH�DQG�UHVSHFWHG�LQ�
RUJDQL]DWLRQV��,W�EXLOGV�UHVSHFWIXO�DQG�WUXVWIXO�UHODWLRQVKLSV�ZKLFK�DUH�NH\�WR�VXFFHVV�
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$V�LPSRUWDQW�DV�LW�LV�IRU�XV�WR�GHPRQVWUDWH�WKH�EHKDYLRU�ZH�H[SHFW�IURP�RWKHUV��LW�LV�HTXDOO\�
LPSRUWDQW�IRU�XV�WR�DGGUHVV�VLWXDWLRQV�WKDW�ZRUN�DJDLQVW�FLYLOLW\�LQ�WKH�ZRUNSODFH��,I�ZH�KHDU�SHRSOH�
ZKLVSHULQJ��JRVVLSLQJ�RU�WHOOLQJ�RII�FRORU�MRNHV�ZH�QHHG�WR�DGGUHVV�LW��+DYLQJ�LQYHVWHG�LQ�EXLOGLQJ�D�
FLYLO�ZRUNSODFH��ZH�QHHG�WR�EH�FRPPLWWHG�WR�SURWHFWLQJ�WKH�SURJUHVV�DQG�HQYLURQPHQW�WKDW�RWKHUV�
KDYH�ZRUNHG�KDUG�WR�FUHDWH��$OO�RI�XV�KDYH�D�UROH�LQ�PDNLQJ�VXUH�WKDW�HYHU\RQH�IHHOV�FRPIRUWDEOH�DW�
ZRUN��/HW¶V�WDNH�SULGH�LQ�KDYLQJ�DQ�HQYLURQPHQW�LQ�ZKLFK�HYHU\RQH�IHHOV�FRPIRUWDEOH�ZRUNLQJ�LQ�
HDFK�DQG�HYHU\�GD\�
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