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Objective: Provide a comprehensive guide to create community norms.
Target audience for this document: Project change management Team
When to use: Norms
Expected outcome: Create a tailored workplace community norms that will support the employees in navigating the workplace.
The French version of this document is available here: FR version
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[bookmark: _Hlk151620820][bookmark: _Toc178172794]What are Workplace community norms and why are they important
Workplace community norms are an agreed upon set of values or principles that help employees share and use the space and collaborate with others. 
Workplace community norms contribute to a harmonious and productive work environment, benefiting both individuals and the organization. They provide a framework for interacting with others in a way that promotes harmony and mutual understanding, politeness, courtesy, and sensitivity to others' feelings. In short, they facilitate  moving from “me” space to “we” space. 
The community norms should be focused on desired behaviours, but also be flexible, adaptable and easy to adopt. They should be based on situational context and be aligned to organizational cultural values and principles. They should also be general enough that they can account for regional perspectives. Consider if having the same norms at all locations might be the right approach for your organization. 
Be careful! Do not to confuse these norms with the guidelines on how to use a workspace which refers to how to use specific elements such as a work point, a zone, a new system, etc. 
[bookmark: _Toc178172795]The Workplace community norms
Below are four suggested guiding principles that you can use. Should you want to use these, we invite you to use the Community Norms Posters to promote them. 
· Awareness: Be aware of others and yourself. It involves being mindful of how our actions and choices affects others, fostering a respectful and collaborative environment.  
· Communication: Help create a workplace where there is healthy communication. Encouraging open communication and constructive feedback to ensure understanding, teamwork and collaboration. 
· Respect: Respect people and the environment. It means valuing and considering the well-being of colleagues and our common workspace in every action and decision. 
· Courtesy: Be mindful and polite in the workplace, considering others’ perspectives and showing respect in all interactions. 
These principles can be modified to embody your organization’s culture or mandate. You can also use them to help get the dialogue started and create your own norms.


[bookmark: _Toc178172796]Key roles in creating and upholding the norms
Bringing the workplace community norms to life is a shared responsibility emphasizing the collective effort required to create and sustain a positive and respectful atmosphere in any workplace. Depending on the size of the organization, community norms might be created, communicated, and reinforced by branches or sector or for the whole organization. 
· Change Management Team: Plays a critical role in facilitating the creation, communicating, and promoting the workplace community norms. 
· Leadership and Management: Leaders and managers set the tone for workplace culture and community norms by modeling appropriate behavior, establishing clear expectations and by leading by example. They have a significant role to play in the communication and reinforcement of the norms in the workplace.
· Human Resources: HR may have a key role in developing and implementing workplace norms as they often align with organization culture, values and ethics, codes of conduct, etc. They may also be key in providing training sessions or resources to educate employees about workplace community norms.
· Networks or communities: employees from existing network and communities can be invited to participate in the working group. They can bring their own perspective to the table that will help to create workplace community norms that reflect employees of the organization. 
Ultimately, fostering a culture of overall well-being is a collective effort that requires ongoing commitment and collaboration from everyone within an organization. By recognizing the importance of awareness, communication, respect and courtesy, and by actively practicing these principles in their daily interactions, everybody can contribute to a positive and productive work environment.



[bookmark: _Toc178172797]Communicating and promoting the workplace community norms
Promoting workplace community norms should begin as early as possible, ideally even before employees enter the workplace. By promoting workplace community norms early and consistently, your organization can cultivate a culture of professionalism, respect, and collaboration that contributes to a positive and productive work environment.
· Info sessions, Q&A sessions or even employee town halls are great opportunities to inform staff on the development of the workplace community norms and the core principles.
· Organize separate events for managers and supervisors or ask to be invited to your organizations’ manager’s network, to present the workplace community norms and gather feedback.
· Once communicated, the norms must be easily accessible (intranet, wiki, etc.) and supported by workplace scenarios encouraging introspection and helping staff determine the best course of action in real workplace settings.
· Visual communication tools such as posters (digital or physical) of exemplary behaviours in the workplace can also be helpful to reinforce good habits.
· Leverage commemorative days by sending reminders to employees on fun commemorative days that are related to community norms such as the Bring Your manners to work day, the International Conflict Resolution Day (third Thursday of October) or the International Day of Tolerance (November 16th).
· Use real-life scenarios as part of an event such as a Workplace community norms in action workshop to encourage introspection, use judgement and help employees determine the best course of action in real workplace settings.




[bookmark: _Workplace_Community_Norms][bookmark: _Toc178172798]Workplace Community Norms in action 
Whether employees are seeking information on a specific subject or looking for guidance on everyday issues, we developed scenarios aim to address topics based on the four guiding principles: awareness, respect, courtesy, and communication.
These scenarios serve as a transition away from a rules-based approach, encouraging a reflective approach to interpersonal decision-making in a dynamic work environment. 
[bookmark: _Toc178172799]How to use the scenarios
The scenarios can be used as part of a Community Norms in Action Workshop, so that participants can provide solution to the situation themselves. You can create sub-groups, breakout rooms or even polls to encourage discussion. Take a look at the presentation available for this activity.
[bookmark: _Toc178172800]Applying the workplace community norms in every-day situation
1st Scenario – Awareness and communication
I must meet the 1 pm deadline for a report. I would like to eat my lunch -an egg salad- at my workstation, hoping to eat it while I put the finishing touch to my report. Here are examples of what I should ask myself before proceeding: 
· Do I see other people having lunch at their workstation or are most people at their workstation just working? 
· If there are people around me, could they be allergic to eggs or bothered by the smell of my lunch?
· Am I ready to accept being told if someone feels bothered?
· I can ask around and if it bothers someone or take it to the kitchenette after my deadline is passed.
2nd Scenario – Awareness and respect
I booked a meeting room to participate in a conference call with a client. My booking is about to be up but the conversation is very interesting and I wish to continue this meaningful exchange. Here are different course of action that could take place in the spirit of Community Norms :
· Take a look at the booking system and see if I can extend my reservation.
· Contact the person who booked the room after me to verify if they could do me a favour and move their meeting to another room.
· Ask for a 5 minutes break with my client and take my meeting somewhere else
· Inform my client that I have to respect our initial agenda and book another meeting to continue the conversation.
· Have in mind to book an extra 30 minutes next time.


3rd Scenario – Courtesy and communication
I booked a workstation in a quiet zone in order to do some head down work. I notice that a group of colleagues near me engage in a casual conversation, talking about their week-ends. 
· Wait 5-10 minutes to see if they wrap-up their conversation.
· Evaluate if I should book a closed office given that I require a high level of concentration anyways.
· If the noise goes on, politely remind them that this is a quiet zone and ask them to move their conversation to the kitchen or a meeting room.
4th Scenario – Respect and communication
I booked a meeting room for my director who is organizing a brainstorming session with her managers. I notice that she brings coffee and muffins to the group. When the meeting is over, participants leave very quickly, and coffee cups and muffin crumbs are left on the table. I also note that the white board still has the meeting’s note. I find it frustrating that the responsibility of cleaning the meeting room falls on me. Here are a few initiatives I can take :
· Ask my director to add a closing agenda item 5 minutes before the end of the meeting where all participants contribute to leave the room as clean as it was when they entered.
· Do a reminder at the next team meeting that it’s everyone responsibility to clean the meeting room at the end of their meetings.
· Contact the accommodation team to inform them of this recurring issue and ask them to do a reminder to staff in the next internal newsletter. 
5th Scenario – Respect and awareness
I am training for a half-marathon race in the fall, and I go for a run at lunch break. For convenience, I would like to leave my training gear at the office for the week and bring it back home on Friday. I could probably subtly squat a locker, but they are supposed to be for daily use since they are limited, which means someone might not have access to a locker because of me. Here are considerations to choose the best solution.
· Does the building have a locker room for people using alternate transport and offers seasonal assigned lockers?
· Could I ask the accommodation team if they could temporarily assign me a locker?
· Is there somewhere else where I could leave my things ? Shoes could stay in a closet and water bottle in a cabinet in the kitchen.
· I drive to work; I could just leave my gym bag in my car. 


[bookmark: _Toc178172801]In a nutshell: 10 steps for developing workplace Community Norms 

1. Obtain endorsement from a sponsor. It can be the project sponsor or someone that they will recruit to champion this specific initiative.
2. Create a community norms committee composed of representatives from appropriate groups.
3. Review your organization’s values and ethics policy to ensure consistency.
4. Consult various groups such as HR (policies, labour relations, values and ethics, etc.), occupational health and safety (OHS), the accommodations team, and social and well-being committees, to develop your workplace community norms. 
5. Work with HR, labour relations, and your conflict resolution teams to review or define resolution mechanisms in case of community norms breaches.
6. Define your final principles and prepare the communication material.
7. Present the community norms at your organization's managers, emphasizing on their expected role. 
8. Launch the workplace community norms to all employees and invite them to the Community Norms in Action Workshop.
9. Use the right occasions to communicate the workplace community norms in either more formal, or more fun ways, such as with games or quiz. Always reiterate its importance for the collective well-being.
10. Return to the groups you previously consulted to find out how the adoption of the norms is going. Reinforce appropriate messages based on what you learn.
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