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CITY POLICY:  Employee Conduct 
 
The purpose of this policy is to communicate to all employees that the City of Groton believes 
that the productivity and safety of its employees is important and is committed to providing a 
workplace atmosphere of respect, dignity, collaboration, openness and equality.  All employees, 
citizens, visitors and vendors are to be treated with courtesy and respect.  All individuals should 
be spoken to in a favorable manner and provided with an opportunity to understand and ask 
questions. Therefore the City of Groton will not tolerate inappropriate behavior in the workplace. 
 
Definition: Inappropriate behaviors are negative acts which undermine the respect and dignity 
which is expected in the workplace. Protection from inappropriate behavior extends to 
management, fellow employees, subordinates, residents, and other business contacts. The City’s 
prohibition against inappropriate behavior as listed below is extended to all persons involved in 
City business, including but not limited to personnel, contract and temporary workers and 
anyone else on City property. 
 
Reporting: It is the responsibility of all employees and managers to provide a healthy workplace 
environment.  Likewise, it is the responsibility of any employee who witnesses inappropriate 
behavior to report it immediately to the Supervisor or Human Resources.  All complaints of 
negative and inappropriate workplace behaviors will be taken seriously and followed through to 
resolution.  Employees who file complaints will not be subject to retaliatory behavior. 
 
Enforcement: Any employee determined to have committed such acts will be subject to 
disciplinary action, up to and including termination of employment.  
 
Appropriate Behavior:  Employees are to embrace, support and promote the City of Groton’s 
values, beliefs and culture which include but are not limited to the following: 
 

• Be positive.  Do not participate in gossip; 
• Maintain confidentiality; 
• Walk the talk; 
• Encourage positive feedback; 
• Be accountable – submit responses to all requests for information by due date and meet 

deadlines; 
• Be on time for all meetings; 
• Be fiscally responsible; 
• Support the City’s values and mission; 
• Let common sense prevail; 
• Be visionary – anticipate issues; 



• Support organizational change; 
• Establish and maintain positive and effective working relationships with co-workers, 

supervisors, subordinates, contractors and vendors; 
• Understand City policies and procedures and make rational decisions/recommendations 

in accordance with established policy; 
• Work in a safe manner and report unsafe activities and conditions.  Follow the City-wide 

safety policy.  It is everyone’s responsibility.  Make it a critical part of the day to day 
operations; 

• Foster teamwork and actively participate on teams and in City activities; 
• Lead by example; 
• Provide outstanding customer service to internal and external customers. 

 
Inappropriate Behavior:  Examples of inappropriate behavior include: 

• Uncivil Behavior; 
• Bullying; 
• Harassment and Sexual Harassment; 
• Workplace Violence. 

 
Uncivil Behavior 

 
Uncivil behavior is rude and discourteous behavior which causes others to feel hurt, 
embarrassed, incompetent, disrespected, anxious, or depressed.  It includes but is not limited to: 
 

• Losing one’s temper or yelling; 
• Berating others or using a harsh tone of voice; 
• Emotional outbursts; 
• Talking down to others or using degrading remarks or tone of voice; 
• Criticizing or talking down to others in front of a group; 
• Gossiping or spreading rumors; 
• Any malicious behavior that a reasonable person would find unprofessional, disturbing or 

harmful. 
Bullying 

 
Bullying is repeated inappropriate behavior conducted by one or more persons against another or 
others which is intended to intimidate, degrade, humiliate, undermine, or harm. Examples of 
bullying include but are not limited to: 
 
Verbal Bullying: 
 

• Slandering, ridiculing or maligning a person or his/her family; 
• Persistent name calling which is hurtful;  
• Shouting or yelling at an individual in public an/or in private; 
• Insulting or humiliating;  
• Using a person as butt of jokes; 
• Abusive and offensive remarks; 
• Personal insults and use of offensive nicknames. 
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Physical Bullying:  
 

• Pushing; shoving; kicking, poking or tripping; 
• Assault or threat of physical assault; 
• Damage to a person’s work area or property. 

 
Gesture Bullying:  
 

• Non-verbal threatening gestures or glances which can convey threatening messages; 
• Using obscene gestures.  

 
Other Forms of Bullying:   
 

• Persistent singling out of one person; 
• Not allowing the person to speak or express him/herself (i.e., ignoring or interrupting); 
• Constant criticism on matters unrelated or minimally related to the person’s job 

performance or description; 
• Ignoring/interrupting an individual at meetings; 
• Repeatedly accusing someone of errors which cannot be documented; 
• Spreading rumors and gossip regarding individuals; 
• Encouraging others to disregard a supervisor’s instructions; 
• Manipulating the ability of someone to do their work (e.g., overloading, underloading, 

withholding information, setting meaningless tasks, setting deadlines that cannot be met, 
giving deliberately ambiguous instructions); 

• Non-constructive monitoring or micromanaging; 
• Inflicting menial tasks not in keeping with the normal responsibilities of the job; 
• Refusing reasonable requests for leave in the absence of work-related reasons not to grant 

leave; 
• Deliberately excluding an individual or isolating them from work-related activities 

(meetings, etc.). 
Harassment and Sexual Harassment

 
Harassment:  Harassment is objectionable and unwelcome conduct, comment or display that 
demeans, humiliates, causes offense or constitutes a threat to a person's health or safety. 
Harassing behavior is conduct that has the purpose or effect of unreasonably interfering with an 
individual's or creating an intimidating, hostile or offensive environment for working.  
 
The City of Groton does not condone harassment directed toward any person or group within its 
community.  Harassment based upon an individual's sex, race, ethnicity, national origin, age, 
sexual orientation, religion or any other legally protected characteristics will not be tolerated.  
All employees, including supervisors and other management personnel, are expected and 
required to abide by this policy. The failure of supervisors or managers at any level to remedy 
harassment violates the City of Groton’s intent. 
 
No person will be adversely affected in employment with the employer as a result of bringing 
complaints of unlawful harassment. Filing of a grievance or otherwise reporting harassment, 
including sexual harassment, will not cause any reflection on the individual’s employment status, 
nor will it affect future employment, compensation or work assignments.   
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Examples of harassment include but are not limited to: 
 

• Verbal conduct such as threats, epithets, derogatory comments, slurs or jokes about 
someone’s gender, race, cultural background, religion, or other personal characteristics; 

• Visual conduct such as derogatory posters, photographs, cartoons, drawings; 
• Retaliation for reporting harassment or threatening to report harassment. 

 
Sexual harassment:  Sexual harassment is behavior of a sexual nature that is unwelcome and 
offensive to the person or persons it is targeted toward.  Unwelcome sexual attention constitutes 
harassment when: 
 

• Submission to such conduct is made either explicitly or implicitly a term or condition of 
an individual’s employment; or 

• Submission to or rejection of such conduct is used as the basis for decisions affecting an 
individual’s employment status or performance appraisal; or 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
performance on the job or creating an intimidating, hostile or offensive environment. 

 
Sexual harassment is especially serious when it threatens relationships between supervisor and 
subordinate.  In such situations, sexual harassment exploits unfairly the power inherent in the 
position of a staff member or supervisor.  While sexual harassment most often takes place in 
situations of a power differential between the persons involved, the City of Groton also 
recognizes that sexual harassment may occur between persons of the same status.  Sexual 
harassment may involve women being harassed by men, men being harassed by women and 
harassment between persons of the same sex.  The City of Groton strongly discourages romantic 
and sexual relationships between supervisor and employee, even when such relationships appear, 
or are believed to be, consensual.  The lines of power and authority that exist between the parties 
may undermine freedom of choice. 
 
Examples of harassing behavior may include: 
 

• Unwanted physical contact including inappropriate touching, pinching or patting; 
• Foul language of an offensive sexual nature; 
• Sexual propositions, sexual jokes or remarks; 
• Obscene or sexually aggressive gestures; 
• Displays of pornographic or sexually explicit pictures, drawings, or caricatures;  
• Letters, phone calls or interviews which explicitly discuss personal sexual matters; 
• Pressure or requests for sexual favors, especially by a person in authority; 
• Improperly leaning over a person or restriction of physical freedom; 
• Actual or attempted sexual assault or rape; 
• Questions of a sexual nature; pressure for dates; 
• Persistent following or stalking; 
• Verbal abuse of a sexual nature; 
• Use of the employer's computer system for the purpose of viewing, displaying, or 

disseminating material that is sexual in nature may also constitute harassing behavior.  
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Workplace Violence 

 
Workplace violence is defined as acts, statements or gestures which are violent and threatening 
in nature or intent. It includes acts or threats of physical violence, including intimidation, 
harassment, and/or coercion. Acts or threats of violence include conduct which is sufficiently 
severe, offensive, or intimidating to alter the employment conditions at the City of Groton or to 
create a hostile, abusive, or intimidating work environment for one or several employees. Acts or 
threats of a violent nature or intent will not be tolerated on the City of Groton’s premises or 
worksites regardless of the relationship between the City and the parties involved or off the City 
of Groton’s premises involving someone who is acting in the capacity of a representative of the 
City of Groton. 
 
Specific examples of conduct which may be considered threats or acts of violence, include, but 
not limited to: 
  

• Hitting or shoving an individual; 
• Causing physical injury to another person; 
• Making threatening remarks concerning an individual, his or her family, friends, 

associates or property; 
• Aggressive or hostile behavior that creates a reasonable fear of injury to another person 

or that subjects another individual to emotional distress; 
• Intentionally damaging, or threatening to damage City property or the property of another 

employee; 
• Making harassing or threatening phone calls; 
• Harassing surveillance or stalking (following or watching someone); 
• Unauthorized possession of a weapon while on City property or while acting in the 

capacity of a representative of the City; 
• Committing acts motivated by or related to sexual harassment or domestic violence. 

 
 
Review date: April 19, 2013
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Payroll Check Distribution and Direct Deposit 

DIRECT DEPOSIT 
All City of Groton and Groton Utilities employees are required to sign up for Direct Deposit. A DD form is 
attached for your convenience.  You are allowed up to two different accounts to deposit your net pay.   

HSA Direct Deposit - The third option on the form is for those who choose our High Deductible Health 
Insurance Plan which allows you to deposit pre-taxed dollars into an IRS approved Health Savings 
account.  More information available in benefit explanation. 

CHECK DISTRIBUTION 
Payday for the City of Groton is on Friday.  Paystubs are distributed after 2:45 p.m. on Thursday. 
Paystubs are delivered to the Groton Utilities Operations Facility. 

If a holiday falls on a Friday, paystubs will be distributed on Wednesday and checks are direct deposited 
on Thursday.  For Thanksgiving, the checks will be deposited on Wednesday. 

The City of Groton is unable to advance checks for vacation or early checks unless required by Collective 
Bargaining Agreements. 

Revised Date:  February 23, 2018 
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