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Civility in the Workplace
Presented by ComPsych® Corporation

Your Life. Your Work. Your Best.®



Agenda

What is civility in the workplace?

Why is incivility growing in the workplace?

What can we do to create civility in the workplace
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How would you define “civility”? 
What words, phrases, or images come to mind?
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What is Civility?
The Five Fundamentals of Civility
• Respect others and yourself
• Be aware
• Communicate effectively
• Take good care of yourself
• Be responsible

Source: https://php.oma.org/well-being/civility/
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Signs of Incivility in the Workplace
• Giving the silent treatment
• Talking about somebody behind their back
• Sending nasty, belittling notes or messages
• Making humiliating remarks
• Showing lack of respect through comments or gestures
• Making accusations related to professional competence
• Chastising publicly
• Showing bad temper
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The Costs of Incivility
Recent surveys of multiple organizations found the following 
results when asked, “What affect does incivility in the workplace 
have on your work?”:
• 47% said they intentionally decreased the time spent at work
• 38% said they intentionally decreased their quality of work
• 12% said they changed jobs because of incivility in their organization

In addition, creativity suffers, performance and team spirit deteriorates 
and the public and co-workers feel disrespected.
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What Causes Incivility
Increasing dependence on technology
• As more and more of our communication is done by phone or email, it’s 

harder to understand the intent without additional language or facial clues.  
That creates more ambiguity and it makes it easier to be uncivil when you’re 
not face to face with someone 

• This often leads to misinterpretation and misunderstandings that often go 
unchecked.

• People can be impulsive and react with a click instead of taking time to 
respond with though and ask questions for understanding. 

Work issues
• When people engage in work that requires a high degree of careful focus, 

their capacity for attention is diminished.  When attentional resources are 
depleted, it is more difficult for people to regulate their behavior

• When people are stressed, their capacity to self-regulate emotions and 
behavior is sometimes diminished. 
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What Causes Incivility
Organizations Lack Clarity
• These departments, units and teams tend to not put an emphasis on how we 

behave and treat others in the workplace. 

Mental Fatigue
• It takes mental energy.  Our mental energy gets drained throughout the day as 

we work. This is an excuse and gives permission which we don’t want to 
promote.

• It takes mental energy to respond instead of reacting to people and situations. 
When we are tired and/or stressed we are sometimes not at our best.

In addition, differences in communication styles, educational 
backgrounds, culture, race, and gender can contribute to unnecessary 
friction in the workplace.
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Civility in the Workplace

Civility on the other hand, 
• Shows respect toward another
• Causes another to feel valued
• Employees show respect through their behavior and 

communication
• Employees feel respected and values
• Employees feel motivated to do their best
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Do Something…

Ghandi’s state represents the essence of civility 
in the workplace: 

“We must be the change we wish to see in 
the world!”
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Factors that Lead to a Shared Sense of Control

• Accountability
• Reliability
• Open & honest communication
• A shared sense of control
• Empathy
• Predictability
• Reciprocity
• Vulnerability
• Honesty 
• Kindness
• Regular expressed appreciation
• Constructive and caring feedback
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In your experience, which behavior(s) have led to civility 
and trust in the workplace currently or in a previous job?

Please complete the poll you see on your screen.
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Behaviors That Lead to Feelings of Mistrust

People who…
• Have a desire to control others
• Are critical and/or judgmental of others
• Make decisions with high impact and minimal explanation
• Show a lack of caring and/or concern about others
• Display a lack of sincerity
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In your experience, which behavior(s) have led to incivility 
and mistrust in the workplace currently or in a previous job?

Please complete the poll you see on your screen.
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Developing Trust in the Workplace

• Accountability 
• Integrity
• Being “team” minded
• Helping others to grow and do their best
• Perseverance 

• Change takes time and patience
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Reputation

Build a reputation by doing things for others and 
treating them respectfully and fairly

Build reputation by doing a good job

Satisfy expectations over and over again

Apologize sincerely if you do something wrong

Copyright © 2025 ComPsych Corporation. All rights reserved. This document is the confidential and proprietary information of ComPsych Corporation.



Why We Don’t Apologize

Pride

Embarrassment

Anger

Hurt

Shame

The Antidote: Humility

It can be hard to admit our mistakes as it shows we are imperfect 
beings and allows the possibility of criticism from others. Having a 
strong self-esteem makes it easier to be humble and to recognize 
when we are hurtful to others. 
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How to Apologize

Say more than “I’m sorry”

A proper apology could include:
• A detailed account of the situation 
• Acknowledgement of the hurt or damage it caused
• Acknowledge your intent to not repeat behavior 

“I’m sorry your feelings were hurt.”

“I feel badly that I hurt your feelings. It wasn’t my intention to 
cause you or anyone else harm with my words. I apologize. In 

the future, I will be more mindful of what I say.”
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Practice: Rewrite These Apologies
1. “Sorry I was so negative during the meeting.”

2. “I apologize for sending you the wrong information.”

3. “I didn’t mean to be curt with you.”
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Achieving Civility
1. Start with yourself – Be a part of the solution

2. Focus on other’s needs and consider how your words and actions will impact others

3. Say what you mean and mean what you say

4. Be responsible for your choices and actions

5. Accept the consequences of your inappropriate choices and actions

6. Greet all people warmly

7. Don’t participate in gossip

8. Return messages promptly

9. Be on time and prepared for meetings and pay attention. 

10. Give credit and compliments when due
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Three Important Questions to Ask Yourself

Is it true?

Is it helpful?

Is it kind?

Copyright © 2025 ComPsych Corporation. All rights reserved. This document is the confidential and proprietary information of ComPsych Corporation.



Call to Action

What is something you can commit to 
starting, continuing, or stopping in your 

workplace to improve civility?

Write down your commitment so you can reference it in the future and 
consider telling someone important in your life to ensure accountability.
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Thank You for Attending!

Please submit any questions you have about 
the concepts or approaches we covered in the 
session.
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