Invita Training Center
Civility in the Workplace
Civility is trea ng people with considera on and respect. It is a simple and priceless act that can have an incredibly posi ve impact on someone’s day. Being polite and nice and genuinely caring about your coworker’s feelings will produce a happy and more produc ve work environment. Producing a more civil workforce will put
smiles on the faces of employees and customers alike.
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Learning outcomes

Upon the comple on of this Course, the learner will be
able to:


Deﬁne civility, understand its causes, and enumerate at
least three of its behavioral indicators.



Understand the costs of incivility, as well as the rewards
of civility, within the workplace.

Nego a on



Learn prac cal ways of prac cing workplace e que e.



Iden fying Your Need



Learn the basic styles of conﬂict resolu on.



Wri ng a Civility Policy



Learn skills in diagnosing the causes of uncivil behavior.



Implemen ng the Policy



Understand the role of forgiveness and conﬂict esoluon.



Understand the
communica on.



Learn facilita ve communica on skills such as listening
and apprecia ve inquiry.



Learn speciﬁc interven ons that can be u lized when
there’s conﬂict within the workplace.



Learn a recommended procedure for systema zing
civil behavior within the workplace.

Who Should A end


Suitable to all job posi ons

Prerequisites

The candidate must have completed or be in the
process of comple ng a high school or secondary
school diploma or similar educa onal standards.
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Course Dura on



Interac ve facilitator lead learning



Class ac vi es



Group discussions and case studies



Prac cal sessions



Ques on and answer sessions
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The standard dura on of this course is 12 contact
hours.
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