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Civility in the Workplace 
During Politically Turbulent Times

Ms. J, The Life Etiquette Expert  - Bio

• Juliet Mitchell, President/CEO of Life Etiquette Institute.

• Birth home, Louisiana; Minnesota 27 years.

• Masters, Development Human Development; Bachelors, 
Business.

• Licensed by the Emily Post Etiquette Institute.   

• Certified Global Career Development Specialist (GCFD).

• Oil and gas, airline, business owner.

• Columnist for Minnesota Spokesman Record – Life 
Etiquette According to Ms. J

Zaylore Stout - Bio

• Founder/Attorney of Zaylore Stout & Associates, LLC

• Anaheim, California; Minnesota since 2007

• Graduate of the University of St. Thomas School of Law

• B.A. International Business Management, Cal State Fullerton

• 12-year Outsourced Human Resource Professional 

• Published 1st book, Our Gay History in 50 States, in 2019
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Agenda

• What is etiquette?

• Defining civility

• The causes and 
consequences of incivility?

• What can you do?

• What is harassment and 
discrimination?

• The Constitution & You

• Specific Examples Relating to 
Protected Class Groups

• Pitfalls

In Closing: What Now???

Etiquette?

What Does

““““Etiquette”
mean to you?

Manners Politeness Thank-you 
Notes
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Etiquette

Respect

Civility 

Protocol

Rules

Laws

Courteous

Manners

What is Civility?

• Civility represents the social norms and rules that must be followed in 
order to relate to others is a positive and productive way.

Incivility

9

 Rude or unsociable speech or behavior. 

 Lacking in appropriate manners and 

behaviors.

 Showing disrespect or being 

discourteous towards others.
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Without etiquette, what would the world be like?

• Share about a time when you felt most respected
or considered by a co-worker, superior and/or 
subordinate. 

• Share about a time when you felt disrespected, 
disregarded, or when someone was inconsiderate 
toward you. 

10

11

12



2/21/2020

5

• How did that make you feel?

• What did you do? How did you respond?

• Did you practice the same behavior in return?

Areas/Acts of Incivility

21 February 2020

Specific Examples of Incivility 

1. Using abusive language

2. Gossiping

3. Bullying and intimidating co-workers

4. Discriminating against a particular individual or 
group

5. Practicing insensitivity 
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Physical or Sexual Aggression

Verbal Aggression

Negativity

Incivility in on a Continuum

Body 

Language and 

Bad Vibes
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Civility Training?  Is This Too Much? 

Rudeness is an epidemic costing 
industry millions a year..
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Incivility in Workplace is Costly

•Productivity

•Performance 

•Profit

•Progress
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Civility

The baseline of respect that we owe one another 

in public life.

Keith Bybee: Associate Professor in the Department of Political 

Science and Michael O. Sawyer Chair of Constitutional Law and 

Politics at Syracuse University's Maxwell School of Citizenship 

and Public Affairs.

23

Female employees awarded $18.4 million for 

sexual harassment.

Doctor awarded over $15 million in favor of 

his age discrimination claim.

$3.6 Million awarded to Minority Male 

Employees for race discrimination.

$1.68 awarded for Gender Discrimination.

What is Incivility Really Costing?

Four Causes of Incivility

• Lack of self-restraint. 

• Anonymity.

• Stress. 

• The Pursuit of Individualism in the 
Society of Equals.
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Areas of Incivility

25

• Swearing and inappropriate language

• Bullying

• Harassment of any kind 

• Offensive tweets and other social media posts

• Anger, hostility and discord

• Bias

• Verbal or physical aggression

• Ignoring

• Dis’ing

• Political polarization

Additional Consequences of Incivility 

• Negative work atmosphere

• Lost work time

• Poor evaluations 

• Loss of referrals

• Doubts about you

• Focus is on the incivility 

• Demoralizing

• Affects quality of your work

Incivility in Workplace is Costly

•Productivity

•Performance 

•Profit

•Progress
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Incivility In The Workplace

Who are the Instigators

 Three times more 
likely to be a person 
of higher status.

 Likely to be a worker 

with valued talent.

UNC Survey

What Can You Do 
Right Away?

RICHARD NIXON: Let us again learn to debate our 

differences with civility.

JESSE JACKSON: We must bring back civility...

TED KENNEDY: We will treasure and guard those 

standards of civility.

GEORGE W. BUSH: And I ask you to join me in setting a 

tone of civility and respect in Washington.

28

29

30



2/21/2020

11

31

32

What Can You Do Right Away?
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What Can You Do?

1. Establish a civility policy?

2. If you have a civility policy, use it.

3. Educate workforce on established guidelines,   policies and 
expectations. 

4. Enforce established standards, policies and practices.

5. Be it! Lead by example.

6. Acknowledge and reward model behavior.

7. Take it seriously.

8. Communicate positively and carefully.

9. Host professional etiquette and civility trainings for all staff.

Montage 
Video Clip
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The Unwritten Rules of a The Unwritten Rules of a The Unwritten Rules of a The Unwritten Rules of a 
Dinner Party…Dinner Party…Dinner Party…Dinner Party…
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Legal Definitions

• Employers may not treat employees differently based on their status as a 
member of a “protected class” 

• Protected Classes generally include gender (sex), race, age, physical or mental 
disability, religion (or “creed”), national origin, veteran status

• What does this mean?  Employers can’t make decisions – good or bad – because 
of someone’s gender, race, etc.

• Harassment is defined as a type of discrimination: singling someone out for 
mistreatment because of their gender, race, age, religion or the like

Court Interpretation

Harassment Defined in 2-ways:

“Quid pro quo”: 

• Latin phrase meaning “something for another thing” – making 
someone accept harassment in exchange for good treatment or to 
avoid bad treatment at work.

“Hostile work environment”: 

• “Severe or pervasive” behavior – verbal or physical work 
environment a reasonable person would consider intimidating, 
hostile or abusive. Interferes with the victim’s ability to do the job
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Federal Protected Class GroupsFederal Protected Class GroupsFederal Protected Class GroupsFederal Protected Class Groups

• Race.

• Color.

• Religion or creed.

• National origin or ancestry.

• Sex

• Age.

• Physical or mental disability.

• Veteran status.

• Genetic information.

• Citizenship.

Brett KavanaughBrett KavanaughBrett KavanaughBrett Kavanaugh
CONFIRMATION HEARINGCONFIRMATION HEARINGCONFIRMATION HEARINGCONFIRMATION HEARING

46

47

48



2/21/2020

17

Black Lives MatterBlack Lives MatterBlack Lives MatterBlack Lives Matter

TREE OF LIFETREE OF LIFETREE OF LIFETREE OF LIFE
PITTSBURG SYNAGOGUE PITTSBURG SYNAGOGUE PITTSBURG SYNAGOGUE PITTSBURG SYNAGOGUE 

SHOOTINGSHOOTINGSHOOTINGSHOOTING

The Killing of Trayvon Martin The Killing of Trayvon Martin The Killing of Trayvon Martin The Killing of Trayvon Martin 
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IMMIGRATION DEBATEIMMIGRATION DEBATEIMMIGRATION DEBATEIMMIGRATION DEBATE

Additional State Protected Class GroupsAdditional State Protected Class GroupsAdditional State Protected Class GroupsAdditional State Protected Class Groups

• Sexual Orientation

• Gender Identity

• Unfavorable military discharge

• Gender identity

• Arrest record

• Victims of domestic violence, assault, 
or stalking

• Status as being under an order of 
protection

• Marital status

• Equal pay for men and women

• HIV/AIDS and Hepatitis C Status

• Medical condition

• Political activities or affiliations

• Use of a trained dog guide or service 
animal

• Lack of a permanent mailing address 
or using the mailing address of a 
shelter or social service provider.

LGBTQ+ CANDIDATESLGBTQ+ CANDIDATESLGBTQ+ CANDIDATESLGBTQ+ CANDIDATES
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Victims of Victims of Victims of Victims of 
Domestic Violence,Domestic Violence,Domestic Violence,Domestic Violence,
Abuse, & Stalking Abuse, & Stalking Abuse, & Stalking Abuse, & Stalking 
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Is it hard to 

be CIVIL all 

the time?

Inclusive Habits

• Acknowledging

• Legitimizing

• Listening 

• Reflecting

• Describing 

• Contextualizing 

• Pausing 

• Accepting

• Questioning

• Respecting

• Apologizing

• Connecting

• Empathizing 
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Zaylore Stout, Esq.

Founder/Attorney 

Zaylore Stout & Associates, LLC

Zaylore@Stoutslaw.com

612-524-5561

www.StoutsLaw.com

Juliet Mitchell

Ms. J, The Life Etiquette Expert 

The Life Etiquette Institute

ms.j@mannersarememorable.com

651-330-1050

www.mannersarememorable.com
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CONTACT INFORMATION

Resources

21 February 2020 68

https://www.wlns.com/news/pastor-of-east-lansing-church-

placed-on-administrative-leave-after-claim-of-sexual-

harrassment/1434604144

http://www.vulture.com/2018/09/interim-cbs-chief-skirts-

around-les-moonves-allegations.html

ShRM recommends Civility Policies

https://www.shrm.org/ResourcesAndTools/hr-

topics/employee-relations/Pages/Experts-Recommend-

Workplace-Bullying-Policies.aspx

https://www.ryerson.ca/policies/policy-list/workplace-

civility-respect-policy/

I Think You’re Wrong (But I’m Listening), a guide to grace-

filled political conversations by Sarah Stewart Holland & 

Beth Silvers (2019)

We Can’t Talk about That at Work! How to Talk about Race, 

Religion, Politics, and Other Polarizing Topics by Mary-

Frances Winters (2017)
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