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• System Procedure 1C.02 provides the procedure for 
making and resolving respectful workplace 
complaints.

System Procedure 1C.02



3

• Employees and third parties are expected to:

– Conduct themselves in a manner that demonstrates 
professionalism and respect for others in the workplace, 
including in remote or virtual locations.

EXPECTATIONS
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• This procedure: 
– Applies to all college, university and system office 

employees, volunteers, contractors.
– Governs the interactions and communications of all system 

employees involving other employees, students, or third 
parties.

– Applies to system employees while engaged in work on 
behalf of the system in locations that are not system 
property or facilities, including online (referred to herein 
as remote or virtual locations).

PURPOSE AND SCOPE
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• Displaying the good judgment and proper behavior 
that is reasonably expected in the workplace.

PROFESSIONALISM
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• Prohibited Conduct:
– Aggressive behaviors including shouting, abusive language, 

threats of violence, non-verbal threats
– Deliberately destroying or damaging work
– Behavior that a reasonable person would find demeaning, 

humiliating or bullying
– Making a false complaint

PROHIBITED CONDUCT
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• Behavior or communication that demonstrates 
positive consideration and treats individuals in a 
manner that a reasonable person would find 
appropriate.

RESPECT
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• Volunteers, contractors, and other non-employees in 
the workplace or in remote or virtual locations.

THIRD PARTIES
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1. 1B.1 Equal Opportunity and Nondiscrimination in 
Employment and Education

2. Student Code of Conduct

Complaints that raise issues under these policies and 
codes will be investigated under the applicable 
procedure.

EXCLUSIONS
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• Administrators’, Managers’ and Supervisors’ 
Responsibilities:

– Inform their employees and third parties for whom they 
are responsible of the expectations outlined in this 
procedure;

– Achieve and maintain compliance with this procedure; and
– Take timely and appropriate action when a complaint is 

substantiated.

RESPONSIBILITIES
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A. Informal Resolution
– Conversation between employees
– Supervisor or Human Resource Officer
– Exclusive Bargaining Representative

Encouraged, not required.

PROCEDURES
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B. Formal Complaints
– Made to Human Resources
– Provide details, identify subject
– Acknowledgment of complaint
– Determine whether to investigate

PROCEDURES, Continued
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• Employees of Third Parties
– Minnesota State does not accept or investigate complaints 

between the employees of third-party vendors.

– Conduct by employees of third parties is subject to the 
vendor contract between the third party and the 
college/university.

FORMAL COMPLAINTS



14

A. Context Matters
• Disrespectful and/or unprofessional behavior does not 

include any of the following:
– The normal exercise of administrative, supervisory, or 

managerial responsibilities;
– Disagreements, misunderstandings, miscommunication, or 

conflict situations where the behavior remains professional and 
respectful;

– Employee feedback and recommendations regarding peers 
where such feedback and recommendations are solicited by the 
employer are a routine part of the employee’s job duties; 

– Activity protected by the Public Employment Labor Relations 
Act.

ANALYSIS
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B. Free Speech and Free Inquiry
• To violate this procedure, conduct must include action 

beyond the mere expression of views, words, symbols, 
or thoughts that another individual finds offensive.  The 
colleges, universities, and system office shall maintain 
and encourage full freedom, within the law, of inquiry, 
teaching, and research.  Academic freedom comes with 
a responsibility that all members of our education 
community benefit from it without intimidation, 
exploitation, or coercion.

ANALYSIS, Continued
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Human Resources may decide no investigation is 
warranted, if:
• The facts alleged, if taken as true, would not amount 

to a violation of this procedure;
• The facts alleged are inherently implausible;
• The facts alleged substantially repeat claims 

previously reviewed; or
• Other sound reasons that further the fundamental 

purposes of this procedure.

INITIAL DETERMINATION
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• Employee coaching, mentoring and/or setting of 
expectations

• Employee:  appropriate discipline up to and including 
termination

• Contractor or volunteer: ending relationship

POTENTIAL ACTION WHEN A
VIOLATION IS FOUND
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• Retaliation is prohibited against any employee or 
third party who:
– Initiates a complaint;
– Reports an incident;
– Participates in an investigation; or
– Is associated or perceived to be associated with a person 

who initiates a complaint or participates in the 
investigation of a complaint under this procedure.

RETALIATION PROHIBITED
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30 East 7th Street, Suite 350
St. Paul, MN  55101-7804

651-201-1800
888-667-2848

www.MinnState.edu

This document is available in alternative formats to individuals with disabilities. 
To request an alternate format, contact Human Resources at 651-201-1664.

Individuals with hearing or speech disabilities may contact us via their preferred Telecommunications Relay Service.
Minnesota State is an affirmative action, equal opportunity employer and educator.
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