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SUBJECT:  
 
PURPOSE:  
 
 
 
 
GENERAL POLICY: 
 

1. Workspaces viewable to the public must be kept neat, clean, professional, 
and free of clutter always. 
 

2. Personalization of workstations is permitted within reason but must align with 
professional workplace standards. 
 

WALL DECORATIONS & POLICY:  
 

3. Permitted Wall Décor: 
o Only framed or canvas-mounted degrees, certifications, paintings, or 

professional portraits may be hung directly on the walls. 
o Personal photographs (e.g., family pictures, snapshots) may be displayed 

within an employee's workstation only. 
o Professional, career-related photographs are permitted. 

 
4. Installation & Adhesive Restrictions: 

o Absolutely no adhesives (e.g., tape, stickers, or sticky tack) may be 
used on walls, doors, windows, or furniture. 

o Maintenance & Facilities or designated staff are responsible for hanging all 
approved wall decorations. 

o Any items mounted on walls (e.g., artwork, diplomas, maps) must be 
framed, canvas mounted, or have a finished taped border (specific frame 
color to be determined). 

o Wall calendars and large planners must be kept inside an employee’s 
workstation or private office and do not need to be framed. 
 

5. Cubicle & Workstation Display: 
o Employees may display posters, pictures, and notes inside their 

workstation, provided they are appropriate for the workplace and not 
offensive. 

o Only fabric-panel workstations may use pushpins or cubicle fabric panel 
clips for securing approved items. 

WORKSPACE DECOR POLICY  
 
To ensure that employee workspaces and public facing areas 
reflect a professional, safe, and well-maintained environment, 
while allowing reasonable personalization within designated 
areas.  



 

o Magnetic strips may be used for shelving labels. To maintain consistency, 
labeling of shelving and cabinets and any other signage must be approved 
by the City Manager or his/her designee. 

o Plastic coat hooks or additional tack boards may be used for personal or 
work-related displays. 

o Storing items above cubicle height or on overhead cubicle bins may pose 
safety hazards and is not permitted. 
 

COMMON AREAS & BULLETIN BOARDS: 
 

6. All postings, signage or other notification flyers in common or publicly accessible 
areas must be: 

o Professionally presented (e.g., in a frame, sign holder, or bulletin board). 
o Reviewed and approved by the City Manager or his/her designee before 

being displayed. 
 

7. Bulletin boards will be assigned and labeled for specific groups to maintain. 
General-use bulletin boards will be available and maintained by individual 
departments. 

o Items posted on general boards must be date-stamped and will be 
removed monthly. 

o Non-work-related, inappropriate, or outdated materials must be removed 
promptly. 
 

PROHIBITED ITEMS: 
 

8. The following are not permitted: 
 

o Any items hung, attached, or affixed to walls, doors, windows, or furniture 
without prior approval of the City Manager’s designee. 

o The use of adhesives for any purpose. 
o Any unapproved wall decorations. 

 
9. Only Facilities Maintenance personnel are authorized to hang approved items. 

 
MINI REFRIGERATOR POLICY: 
 

10. Eligibility & Placement: 
o Mini refrigerators are permitted only in private offices, cublices or 

designated break areas and with the approval of the City Manager, or 
his/her designee. 

o They must be placed in a location that does not obstruct walkways, exits, 
or ventilation systems. 

o The City reserves the right to inspect and request removal of any 
refrigerator that does not comply with policy guidelines. 

 
PLANT POLICY: 
 

To maintain a safe, professional, and accessible work environment, the following 
guidelines apply to all living or artificial plants in individual workspaces and 
common areas. 



 

o Fire Safety & Accessibility Compliance: 
o Plants must not obstruct fire exits, sprinklers, alarms, or ADA-compliant 

pathways.  
o Placement & Workspace Boundaries: 

o Plants are permitted within personal work areas only and must not extend 
into shared aisles, walkways, or other employees’ spaces. 

o Care & Maintenance Standards: 
o All plants must be kept in healthy condition, free from mold, pests, and 

standing water.  
o Containers must include saucers or trays to prevent water damage and 

spills. 
o Approval & Approved Species: 

o Large plants or those placed in shared or public areas require prior 
approval from the City Manager or his/her designee.  

o Employees are encouraged to select low-maintenance, non-toxic, and 
non-invasive species consistent with sustainability and building standards. 

 
FOOD AND BEVERAGES POLICY: 
 

o While light snacks and beverages are permitted in the at their desks, employees 
are encouraged to consume meals in the breakrooms or employee patio areas. 

o Please keep beverages in cups that have lids to prevent spills. Coasters will be 
provided and should be used for beverage containers to prevent damage to the 
furnishings. 

o Spills are to be cleaned up immediately. If a significant spill takes place, please 
contact the Public Works Department to have the spill cleaned up right away. 

o Coffee preparation is allowed in designated breakroom and conference room areas. 
Coffee/other beverage preparation in private offices and cubicles is prohibited. 

o All trash related to food and beverages shall be disposed of in the breakrooms – 
not placed in trash cans at the offices or cubicles. 

 
SMOKING, VAPING OR TOBACCO POLICY: 
 

Both the interior, exterior and parking areas of City Hall are non-smoking, non-vaping 
and non tobacco use areas.  

 
BREAKROOMS: 
 

o No personal dishes, silverware or appliances will be stored in the employee 
break room. Please take your personal items home or store inside your desk. 

 
o Breakroom refrigerators and freezers may be used for short-term storage of 

food and beverages. On the last Thursday of each month, the designated staff 
will discard any items left in the refrigerators or freezers. 

 
o Microwaves will only be allowed in the break room 

 
o Employees shall clean up after themselves rather than rely on the janitorial 

staff to clean up. 
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