Town of Canton                          Policy Number: 
Human Resources Policy           Subject: Workplace Bullying and Offensive Conduct


Policy: 
It is the goal of the Town of Canton to eliminate and prevent any bullying or offensive conduct in the workplace.  

Scope: 
This policy and procedure is applicable to allTown of Canton and Canton Public 



School employees, every officer including all elected and appointed town officers, 



all members of multiple member bodies, agents, consultants, volunteers and any 



person conducting business with or on behalf of the Town of Canton.

Definitions: 
Workplace bullying is defined as repeated unreasonably or offensive actions in the workplace that impact the psychological or physical health, safety, or economic security of an employee, or create a risk to the health, safety, or security of an employee.

While it is not possible to list all of the circumstances that may constitute bullying, the following are some examples of conduct that may constitute bullying depending upon the totality of the circumstances, including the severity of the conduct and its pervasiveness: 

· Rudeness and discourteous verbal and non-verbal behaviors or other types of incivility;

· Criticizing employees’ work or reminding employees of mistakes in a persistent and unprofessional manner;

· Excessive monitoring;

· Yelling;

· Spreading gossip or lies;

· Ostracizing, ignoring, or excluding workers;

· Blaming an employee without factual justification, or unwarranted or invalid criticism;

· Directing profanity at an employee;

· Insulting employees’ habits, attitudes, or private life;

· Humiliating employees or making employees the target of practical jokes;

· Hostile behavior, verbal aggression, or angry exchanges.

Procedure:  
Managers and supervisors are obligated to implement and enforce this policy.

If an employee believes that his or she has been subjected to bullying or conduct prohibited by this policy, the employee is encouraged to report this matter to any supervisor or manager or to the Human Resource Administrator.

The Town of Canton will not condone any form of retaliation against any employee for making a good faith complaint or report of conduct prohibited by this policy or who assists in the investigation of any such complaint or report.

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 wirtten warning, suspension (with or without pay), or termination. 
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