2 4
-
o

Sensitivity
Training

GLOBAL COURSEWARE




Getting Sensitivity training is crucial in creating
Sta rted a workplace that is an inclusive and
safe place for all to work.
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= Define sensitivity training and its
usefulness and necessity in the
workplace

= Successfully raise awareness of

ObjECtiVes ‘s others

= Describe the pros and cons of
being “sensitive”
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People may not remember what you said, but they
remember the way you made them feel.

Maya Angelou



MODULE TWO

Introduction to Sensitivity

Training

This introduction to sensitivity training, and how it relates
to the workplace, will show the many benefits to a training

of this type, both for individuals and for the workplace
culture.




Definition

Gender
identification

Disability




History

From the business point
of view, sensitivity
training will keep the
work culture positive,
and within federal and
state guidelines.




Who Needs It?

Everyone can improve their emotional
awareness, increase empathy, and develop
better social skills.




Goals

It is widely known that a
positive work culture will
result in a more successful
business.




= Definition

Practical \Of_ = History

lllustration /e = Who Needs It?

= Goals




Module Two: Review Questions

1. Sensitivity training improves:




Module Two: Review Questions

2. Sensitivity training includes all the choices below, except:




Module Two: Review Questions

3. Sensitivity training has been studied since:




Module Two: Review Questions

4. Which of the doctors listed below is credited with first

studying sensitivity training?




Module Two: Review Questions

5. When sensitivity training was first discussed, it MOSTLY

focused on which of the following?




Module Two: Review Questions

6. According to the “History” lesson, what was the main

focus of sensitivity training in the 50s?




Module Two: Review Questions

7. According to the “History” lesson, what was the main

focus of sensitivity training in the 60s?




Module Two: Review Questions

8. Who should receive sensitivity training?




Module Two: Review Questions

9. From the business standpoint, what is the goal of

sensitivity training?




Module Two: Review Questions

10. What is not a goal of sensitivity training, from an

individual standpoint?
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DD d for bEIﬁ'é‘?OO sensitive, but I do thlnk people

1eed to walk in nother person’s shoesbefore they accuse them

.—-—-g—___.— of being too sensitive.
o Hank Haney



MODULE THREE

Benefits

When we think of the benefits of sensitivity training, we
tend to consider an employees’ ability to identify biases,
that when not addressed appropriately, can hinder the
productivity of the business.




Raising Awareness

Training is a helpful tool in dispelling myths and
garnering accurate information with regard to
cultural differences and diversity.




Interaction

One of the most
effective ways to learn
about others is through
interaction.




Behavioral Changes

Communicating in a more positive manner
improves our relationships. Better
communication equals better relationships.




Productive
Workplace

Working with
customers on a global
scale

Decreased employee
turnover

Increased innovation




= Raising Awareness

Practical \Of_ = |nteraction

"IUStratiOn ‘= = Behavioral Changes

" Productive Workplace




Module Three: Review Questions

1. What is the first step in promoting change?




Module Three: Review Questions

2. Sensitivity training aims to myths of culture and

diversity.




Module Three: Review Questions

3. Which of these is mentioned in the “Productive

Workplace” lesson?




Module Three: Review Questions

4. Which of the following is NOT mentioned in the

“Productive Workplace” lesson?




Module Three: Review Questions

5. What does this module mention as an effective way to

learn about different cultures?




Module Three: Review Questions

6. Example 1 in the “Interaction” lesson talks about what

country?




Module Three: Review Questions

7. In the United States, not making eye contact with

someone you are talking to, is generally viewed as:




Module Three: Review Questions

8. Which of these was NOT mentioned as a method of

communication?




Module Three: Review Questions

9. According to the “Behavioral Changes” lesson, a benefit

of sensitivity training is which of the following?




Module Three: Review Questions

10. The “Behavioral Changes” lesson states:
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If you want to positively inf e others, begin by influencing
how they experience you.

‘Sylvia Baffour

.



MODULE FOUR

Stereotypes

Stereotypes can be both positive and negative in the
statements, but do not be mistaken; all stereotypes have a
negative effect.




Explicit

Explicit stereotypes are those opinions and
beliefs that are intentional, controlled, and
usually communicated.




Implicit

Most of these
stereotypes are a
product of our
upbringing and social
interactions.




Purpose

Having these stereotypes gives them a false
sense of understanding the group, which can be
seen as prejudices or misconceptions.




Effects

Lower employee
morale

Lowered employee
engagement

Decreased innovation




= Explicit

Practical \Of_ = Implicit

lllustration 4 = Purpose
= Fffects




Module Four: Review Questions

1. Which of the following does not describe an explicit

stereotype?




Module Four: Review Questions

2. Which of these does describe an implicit stereotype?




Module Four: Review Questions

3. What does the “Implicit” lesson mention?




Module Four: Review Questions

4. What sport was mentioned in the “Implicit” lesson?




Module Four: Review Questions

5. Which of these BEST describes the definition of a

stereotype?




Module Four: Review Questions

6. What is the main reason for creating stereotypes?




Module Four: Review Questions

7. Which of these terms is LEAST likely used to define

stereotypes?




Module Four: Review Questions

8. Which of these is NOT mentioned in the module as an

effect of stereotypes?




Module Four: Review Questions

9. Which of these is LEAST likely to be an effect of

stereotypes?




Module Four: Review Questions

10. Of the following, which is MOST likely to be an effect of

a stereotype?




| hope that people will finally come to realize that there is only
one ‘race’ — the human race — and that we are all members of

Margaret Atwood



MODULE FIVE

Discrimination

Racial discrimination still happens today in the workplace,
and it is very unfortunate. It can be a spoken stereotype, or
more overt hiring practices.




Candidate offers, such as benefits

Job requirements

Pay scales

Employer
Responsibility

)
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HR and Best
Practices

The Civil Rights Act of
1964, prohibits any
regard for race in the

hiring processes of any
employer.




Elephant in the Room

The overall message is that it is incorrect to
judge any individual in regard to any stereotype.




Overcoming
Stereotypes

These procedures must
also include policies for
regular monitoring and

auditing for compliance.




= Employer Responsibility

Practical \Of_ = HR and Best Practices

I"UStratiOn ‘'S » Elephant in the Room

= Overcoming Stereotypes




Module Five: Review Questions

1. Employers offering equal employment to all races is

guaranteed by which of the following?




Module Five: Review Questions

2. The act that offers equal employment to all races, focuses

on all aspects of employment, except:




Module Five: Review Questions

3. Which stereotype is mentioned in the “Elephant in the

Room” lesson?




Module Five: Review Questions

4. Of the stereotypes below, which is mentioned in

“Elephant in the Room”?




Module Five: Review Questions

5. “Elephant in the Room” states which of these as a

stereotype?




Module Five: Review Questions

is one of the stereotypes in the “Elephant in

the Room” lesson.




Module Five: Review Questions

7. What is true of employers requiring employee candidates

to list their race on the job application?




Module Five: Review Questions

8. Setting an employee’s salary based on race:




Module Five: Review Questions

9. A non-discriminatory work culture begins at the:




Module Five: Review Questions

10. Who is generally responsible for designing and enforcing

a non-discrimination policy for a company?




bara De Angelis




MODULE SIX

Sex and Gender Stereotypes

From hiring processes and job descriptions that are gender
based, to the work culture, to the rate of pay, there are still
many areas that have insensitive wording and policies.




Employer
Responsibility

Job descriptions Salaries and
and hiring later
processes promotions

Quotas and
responsibilities
of the position



HR and Best
Practices

One gender or the other
should not be
discouraged from
applying for any position.




Elephant in the Room

e Men are stronger and better at manual labor.
e Men are smarter and better with finances.

e \Women are more sensitive and better at
socially active jobs.




Overcoming
Stereotypes

Employing all genders is a
step toward a positive
work culture.




= Employer Responsibility

Practical \Of_ = HR and Best Practices

I"UStratiOn ‘'S » Elephant in the Room

= Overcoming Stereotypes




Module Six: Review Questions

1. The “Employer Responsibility” lesson states that sexual

stereotypes lead to what?




Module Six: Review Questions

2. The act mentioned in the module that stands against

sexual discrimination, went into effect in what year?




Module Six: Review Questions

3. Which of these was not mentioned in the module as an area in which employers

must consider when ensuring sexual discrimination is not taking place?




Module Six: Review Questions

4. Of the following, what area was not mentioned in the module as something

employers must consider to make sure sexual discrimination is not taking place?




Module Six: Review Questions

5. In the “Elephant in the Room” lesson, which one of these

Is mentioned as a stereotype?




Module Six: Review Questions

6. Which of these is mentioned in “Elephant in the Room”

as a stereotype?




Module Six: Review Questions

is a stereotype talked about in the “Elephant in

the Room” lesson.




Module Six: Review Questions

8. Choose the item that was spoken of as a stereotype in

“Elephant in the Room”.




Module Six: Review Questions

9. Which of these is not mentioned in the module as

something that will promote a message of equality?




Module Six: Review Questions

10. “Overcoming Stereotypes” says that a way to ensure an

inclusive work culture is to:




n and sexism.

Claude Pepper




MODULE SEVEN

Age

Ageism is defined as “the act of discriminating against
someone based on their age.”




Employer Responsibility

e An employer cannot reduce the benefits or
life insurance coverage.

e An employer cannot discriminate during a
downsizing period.

e An employer cannot force an employee to
retire early.




HR and Best
Practices

An excellent way for HR to
curb the chances of
ageism is to start with the
hiring processes of the
company.
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Elephant in the Room

On the way out of the door of the
company.

Unable to learn new ideas and
processes.

More apt to take sick leave.




Overcoming
Stereotypes

HR can assist with
changing these ideas, by
educating new hires to
the facts about older
workers.




= Employer Responsibility

Practical \Of_ = HR and Best Practices

I"UStratiOn ‘'S » Elephant in the Room

= Overcoming Stereotypes




Module Seven: Review Questions

1. When was the Age Discrimination in Employment Act

passed?




Module Seven: Review Questions

2. According to the “Employer Responsibility” lesson, ADEA

covers all of the following, except:




Module Seven: Review Questions

3. All of the following, except , are terms used in a job

posting that can be viewed as discriminatory, based on age?




Module Seven: Review Questions

4. Which of these is a stereotype mentioned in the

“Elephant in the Room” lesson?




Module Seven: Review Questions

5. Of the following, which is a stereotype in “Elephant in the

Room”?




Module Seven: Review Questions

6. Which of these is a stereotype mentioned in “Elephant in

the Room”?




Module Seven: Review Questions

is a stereotype discussed in the lesson,

“Elephant in the Room”.




Module Seven: Review Questions

8. It is most product to hire someone based on:




Module Seven: Review Questions

9. Embracing all aged employees must begin with whom?




Module Seven: Review Questions

10. What does “Employer Responsibility” say about hiring

individuals of varied ages?
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MODULE EIGHT

Disabilities

When it comes to disabilities and stereotypes about
disabilities, many of them are with regard to the level of
one’s physical, mental, or emotional capability of
performing a specific task.




Employer Responsibilities

Firing

Promotion

Benefits

Training



HR and Best
Practices

It is unlawful for HR to ask
an applicant whether or
not they are disabled, or
the extent of a disability.




Elephant in the Room

Disabled people do not want sympathy, rather a
fair chance at the same lives that everyone else
enjoys.




Overcoming
Stereotypes

e A well-designed
compliance and anti-
harassment program.

e Sensitivity or diversity
training for all
employees, including
management.




= Employer Responsibilities

Practical \Of_ = HR and Best Practices

I"UStratiOn ‘'S » Elephant in the Room

= Overcoming Stereotypes




Module Eight: Review Questions

1. “Employer Responsibilities” does NOT mention which of the following as an area

to be considered when making sure there is no discrimination against those with
disabilities?




Module Eight: Review Questions

2. Of the following, which was not stated in “Employer Responsibilities” as a topic in

which disability discrimination should not exist?




Module Eight: Review Questions

3. When interviewing a candidate, what percentage of questions can

be formatted in a way that asks about the candidate’s disabilities?




Module Eight: Review Questions

4. When is it acceptable to require a job candidate to

undergo a health exam?




Module Eight: Review Questions

5. Which of the following is not true?




Module Eight: Review Questions

6. Creating a culture that fosters the inclusion of employees

with disabilities, starts with:




Module Eight: Review Questions

7. When is it acceptable to not hire a person with

disabilities?




Module Eight: Review Questions

8. Sensitivity training that includes a section on people with

disabilities, must be completed by whom?




Module Eight: Review Questions

9. Employee educational items are useful in reminding employees how to create an

inclusive work culture. Of the items listed below, which was NOT mentioned in the
module as one of these items.




Module Eight: Review Questions

10. It is acceptable for an employer to require a job

candidate to disclose a disability.




'/ |

Religion is like a. palr of shoes.. f/nd one tha,([\flts for you...

-’ / J : R
) >° 7
\ K . v 4 W
an % N N
4 > . e
/




MODULE NINE

Religion

Stereotypes concerning religion have grown since the
globalization of the business world. Never before has the
workforce been so diverse.




Employer
Responsibilities

An employee’s religion should not have any
reflection on their work performance.




HR and Best
Practices

e Hiring practices
e Promotion policies

e Reasonable
accommodation
policies




Elephant in the Room

Religion is usually a deeply personal issue, but
can differ greatly between employees.




Overcoming
Stereotypes

Because a religious
preference is a deep
belief, it is hard to
overcome false ideas
about other religions.




= Employer Responsibilities

Practical \Of_ = HR and Best Practices

I"UStratiOn ‘'S » Elephant in the Room

= Overcoming Stereotypes




Module Nine: Review Questions

1. What year did the act that prohibits workplace

discrimination of religion come into place?




Module Nine: Review Questions

2. What did the Civil Rights Act of 1964 ensure, according to

the lesson?




Module Nine: Review Questions

3. What is disparate treatment?




Module Nine: Review Questions

4. Who is responsible for fair treatment in the workplace?




Module Nine: Review Questions

5. Who has to inspect the policies for a case involving

disparate wording?




Module Nine: Review Questions

6. According to the text, who has the ultimate responsibility to

accommodate all religious beliefs and ideas in the workplace?




Module Nine: Review Questions

7. As per “Elephant in the Room”, how do stereotypes come

to be?




Module Nine: Review Questions

8. What caused an increase in targeted discrimination

against Muslims?




Module Nine: Review Questions

9. How can religious stereotypes be overcome, according to

“Overcoming Stereotypes”?




Module Nine: Review Questions

10. Finding common ground when communicating with

others is perceived as
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e same energy to complain as it does to |

~ compliment.

Harbhajan Singh Yogi



MODULE TEN

Handling Complaints (I)

It is critical that HR is committed to providing a safe and
diverse workplace for everyone.




Develop Process

Report
necessary
information

Investigation Review
processes procedures




Publish
Process

Employee handbook,
given to all employee
upon orientation

HR office

Manager or supervisor




Train Employees

mm E-learning

mm Large-group discussions

mm Small-group discussions




Assess the
Effectiveness
of the Process

Verbal, informal
feedback

e Focus groups

e Hotlines




= Develop Process

Publish Process

lllustration 4

Practical N
Q_

= Train Employees

= Assess the Effectiveness of the
Process




Module Ten: Review Questions

1. The chance of conflict in a diverse workplace

IS




Module Ten: Review Questions

2. What grade level can the processes and policies not

exceed?




Module Ten: Review Questions

3. The smallest font size in which the policies should be

written is




Module Ten: Review Questions

4. While training employees, what does the module say is

important to ensure understanding?




Module Ten: Review Questions

5. Training is BEST in the form of




Module Ten: Review Questions

6. What type of feedback can you give to assess the

effectiveness of the process?




Module Ten: Review Questions

7. What type of group would help when trying to assess the

effectiveness of the process?




Module Ten: Review Questions

8. According to the module, the complaint process is

designed to be




Module Ten: Review Questions

9. What is needed in the publishing process?




Module Ten: Review Questions

10. What is NOT a requirement for the complaint process?




a1

The key to handling problems and conflict within an
organization is to keep the channels of communication wide
open.

Anita Roddick



MODULE ELEVEN

Handling Complaints (ll)

It is extremely important for the HR department to properly
handle all complaints involving stereotypes and
discrimination.




Gather Information
from the Complainant

e What was said?

e When did the incident occur?

e Who withessed the event?




Evaluate the
Credibility of
the Complaint

e Does the report make
sense, is it possible?

e |sthe reporter prone
to making complaints?




Interview Those
Involved

e Do not express any opinions.
e Keep the questions simple and to the point.

e Do they have any other information that may
be pertinent to the issue?




Take Action
Against the

Offender

In the case that there are
disciplinary actions, these
actions need to be taken
as soon as possible.




Practical

lllustration

Gather Information from the
Complainant

Evaluate the Credibility of the
Complaint

Interview Those Involved

Take Action Against the Offender



Module Eleven: Review Questions

1. When reading the “Gathering the Information from the

Complainant” lesson, what question was not asked?




Module Eleven: Review Questions

2. When gathering information from a complainant, the

interaction




Module Eleven: Review Questions

3. What is the BEST reason for not delaying an investigation?




Module Eleven: Review Questions

4. What would you NOT ask yourself when evaluating the

credibility of a complainant?




Module Eleven: Review Questions

5. When interviewing those who were involved, you should

NOT




Module Eleven: Review Questions

6. When gathering information, what do you record?




Module Eleven: Review Questions

7. If there are disciplinary actions that need to be taken,

when do you address them?




Module Eleven: Review Questions

8. What type of discipline is LEAST likely in such cases?




Module Eleven: Review Questions

9. When gathering information, it should reach the

supervisor:




Module Eleven: Review Questions

10. What happens if companies don’t properly solve

problems?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your understanding of Sensitivity
Training in the workplace is just beginning




Words From the Wise

TNy

People may not remember
what you said, but they
remember the way you
made them feel.

- Maya Angelou
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If you want to positively The only disability in life is a It takes the same energy to
influence others, begin by bad attitude. complain as it does to
influencing how they compliment.

experience you. - Scott Hamilton

- Harbhajan Singh Yogi
- Sylvia Baffour
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