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Capitalizing on diversity in all aspects of your life is both a singular and a collective
effort. It is not possible to achieve meaningful learning about other cultures without
learning more about yourself, examining your own thinking, and opening yourself to new
ideas. Some of the learning you will achieve will be taught to you by others, and some
insights must be achieved on your own.

Perhaps you have taken a course or two on diversity in the past. “I get it,” you think, “just
be good to everyone you encounter and there won’t be a problem.” Regarding everyone
with respect is a great start to becoming a culturally competent individual, but it is only
one stepping stone towards growing personally and professionally as a result of working
and living in a culturally rich environment. To truly capitalize on diversity is to see it as a
source of personal expansion and unexplored possibilities. This guide contains both
group and individual activities designed to assist you in exploiting the untapped
opportunities that living and working in a diverse community can offer.

The activities are arranged in a monthly calendar format to provide a user-friendly guide
aimed at making the State of lowa an employer of choice for job seekers and employees
of every cultural orientation represented in the communities it serves. It is recommended
that the activities be conducted in the sequence that they appear, however a number of
supplemental activities are included at the end of this guide and may be used as a
substitute or to augment the schedule of monthly activities.

Individual Activities

The logo shown here will indicate that the activity it marks is to be done
alone. These activities are designed to provoke insight, inspire fresh
thinking, and expand understanding of self and others through self-
examination. After you have completed the activity you are encouraged to
share your thoughts with others. The first activity for the following month will involve
discussing what stimulated your thinking in the previous month’s exercise.

Team Activities

@~@. This logo will appear next to activities where team members need to put
) DO, their heads together to come up with the best possible results. These
S %2 activities are designed to create team synergy, promote top team
productivity, foster inclusion of diverse ideas into team thinking, and

[OxC] g
@~ enhance acceptance of all individuals as valued team members.
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Month 1: Gender Diveréity

Creating a Good Working Environment for Both Sexes
By Rita Rizzo, CMC

Communication between men and women has been a mystifying phenomenon since
Adam and Eve skirmished over the apple. Now we know why. The male brain is
structured differently and functions differently than a woman's brain. The variations found
in the brains of men and women manifest in divergent listening styles, tasking methods,
speaking habits, and thinking patterns. Gender diversity is evident daily in homes and
workplaces around the globe.

These differences can be fun or frustrating, synergistic or divisive, energizing or
exhausting. To be certain, the dissimilarity between the sexes keeps things interesting.
Who talks more, men or women? Are the observed differences between men and
women influenced by societal stereotypes, or can these differences be attributed to brain
function distinctions?

According to Dr. Deborah Tannen, author of You Just Don’t Understand: Men and
Women in Conversation (2001), men and women speak different languages. Dr.
Tannen’s groundbreaking research showed that men and women vary greatly in the
number of words they use. Men speak about 2000 words a day, while women speak
about 6000 words daily. When and where each gender speaks also differs. Men tend to
speak more in business meetings than women do, and women tend to speak more in
conversation with friends and relatives than men do. Women have been known to
lament the fact that the men in their lives won't talk to them. Perhaps this is because
they have used up their 2000 words at work!

The body language of men and women during conversation also varies. When men
speak to other men they generally turn their bodies away from one another, and do not
have to make eye contact to feel heard and understood. Women, on the other hand,
tend to turn towards one another during conversation, and maintain eye contact
throughout the conversation. When men speak to women in one-on-one exchanges,
they might tend to stand closer to the woman than she would prefer. A woman has a
larger “intimate zone” around her than the average man does. While men are
comfortable standing about a foot apart during conversation, women stand 18-24 inches
apart so they can easily gaze into the eyes of the speaker. During conversation, a
woman will instinctively move back when a man is standing too close. He will respond by
moving forward, hence, we have a dance of sorts that sometimes ends when the woman
has literally been “backed into a corner.”

Men, have you ever been subjected to a “listening quiz” by a woman? Perhaps you are
reading, working on the computer, or channel surfing with the remote control while a
woman is speaking to you. At some point she inquires, “Are you listening to me?” You
respond with a succinct reply, “Yes.” “Okay, then tell me what | just said!” she prompts.
Much to her chagrin, you can usually repeat the highlights of what she has said. Men
tend to listen silently, while women are more empathetic listeners. When a woman is



listening, she may make supportive sounds or comments to reagsure the listener that
she is not only listening, but also that she understands what is being said. Dr. John
Gray, author of Men are from Mars, Women are from Venus (1992) calls these verbal
reinforcers “Venutian sounds.” Comments such as “Right! Sure! Really? Aaaah!” are
sprinkled through a woman’s listening protocols.

Does making “Venutian sounds” actually make women better listeners than men? No, it
doesn’t, although it may make the speaker think that the woman is a better listener than
those who listen silently. Sometimes women will respond to a pause in the speaker’s
voice with an encouraging utterance, although she isn’t tuned into what the speaker is
saying at all!

While women usually hear equally well out of both ears, men tend to hear better out of
their left ear, close to the hearing centers in their brain. Men have more trouble
distinguishing between background noise, and the sound of a woman'’s voice, especially
if she is turned away from him while speaking. Men’s hearing starts off worse than a
woman’s hearing, and it deteriorates faster with age. Ladies, if you want a man to hear
you well, speak while standing slightly to his left, and if possible, turn down the
background noise so you are best heard.

Another strategy to improve men’s capture of the spoken word is to speak in as few
words as possible. Men have been known to ask women to come directly to the point.
What men don’t seem to understand is that everything the woman is saying is part of the
point she is making. A man’s brain is structured to best comprehend a “Dragnet” style of
speech, so remember, “Just the facts please, Ma’am!”

The female brain is structured to accommodate multitasking, and the man’s brain is
designed more for sequential tasking. Even men who appear to excel at multitasking
may simply be sequentially tasking very quickly. Typically, men like to focus on only one
task at a time, finish that task, and then move on to another. Women have more of a
tendency to have their fingers in many pies simultaneously. For women, one task
frequently leads to another. As a woman notices things that need to be done, she will
often integrate those tasks into what she is already doing. A man is more likely to put the
newly noticed task on his “To do” list, and finish what he has started before tackling a
side task.

Although women are no more fickle than men are, the female habit of simultaneous
tasking will be judged by men as “shifting gears,” or getting off task. “Make up your mind
about what you are going to work on,” men implore, while women respond, “It all needs
done, so | am working on all of it!” Men can easily misinterpret the integrative practices
of women, whether they are integrating extemporaneous information into a conversation,
or extra tasks into their workload.

A woman tends to spray her attention in a way that scans the environment, while a man
tends to stream his attention on one particular item or issue. This occurs because the
corpus collosum in the woman’s brain is much larger, and more splenetic than it is in the
male brain, allowing for more information exchange between the right and left
hemispheres of the woman’s brain. Research based on PET scans of the male and
female brain show that a woman’s brain at rest is about five times more active than a
man’s brain while he is busy solving problems. When a man says that his mind is a
blank, he may well be telling the truth, yet a woman may feel he is simply trying to hide
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his thoughts from her. A woman’s brain is never off duty, and there is never a time when
she isn’'t in touch with her own thoughts, so she may fail to consider that it could be
possible for a man to take a mental rest.

Women tend to feel better if they talk through their problems, while men are generally
more comfortable when they think through their difficulties before discussing them.
Women who urge men to “talk it out” so they will feel better may actually be instructing a
man to do something that will make him feel worse.

In the final analysis, the communication styles of men and women are quite
complimentary to one another. The key to effective cross gender communication is to
appreciate the gifts and perspectives of the opposite sex. Keep an open mind when
differences manifest, and understand that the opposite gender’s frame of reference,
reactions, and perceptions are as valid as your own. Appreciate the richness that these
differences bring to your workplace, and soon the men and woman at your workplace
will be working together instead of alone.

This article originally appeared in Credit Union BUSINESS Magazine Volume 2, Issue 4, April
2007, pp. 70-71. Reprinted with permission.



4ﬁﬁwﬂﬂﬂﬂﬂﬂwﬂwﬂﬂ'rrﬂrrﬁrr'ﬂrrg




% 2o
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®5° Benefits & Bothers About Men & Women at Work

Perhaps you have heard yourself or your co-workers state that they prefer working with
one gender over another. This activity explores the benefits and bothers associated with
working with men and women. Please allow 30 minutes for this activity.

Men

Instructions Benefits Bothers

Break your team into smaller groups of 3-4 persons
per group. Each group will design a chart that looks
like the one shown here using newsprint (flipchart
paper.) Take 10 minutes to brainstorm responses.

After brainstorming responses in all four categories Women

each group will post their responses on the wall and Benefits Bothers
present their results to the full group. Take 10
minutes for small group presentations.

Processing Questions

When all responses have been presented the team,
take 10 minutes to discuss the following questions:

« Would anyone like to challenge or comment on any of the information posted?
e |s all of the data posted true for all men and women at work?
¢ How will we, as a team, confront bothersome behavior with integrity and respect?

o How will we, as a team, capitalize on the benefits that working with both genders
bring to our team?
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Month 1 - Individual Activity

Dispelling Gender Myths

Please check the statements you believe to be true.

Q

0

Q

Men tend to be highly task oriented.

Women tend to be highly oriented toward the maintenance of the relationship with
the people and environment that impact the task.

Men tend to be comfortable with, or at least expect competition.

Women tend to be less comfortable with even friendly competition and take the
competitive aspect of work much more seriously.

Men tend to tease one another a lot as part of ongoing relationships.

Women tend to take teasing more seriously, especially when it may reflect of their
sense of competency in a job.

Men play one-upsmanship (i.e. | am better than you...) games with one another.
When men try to play this game with women it can translate as discrimination.

Women do not grow up being rewarded for successful confrontation. Instead women
tend to be rewarded for serving as the peacemakers; therefore, they may have to
learn the confrontation skills that are necessary to keep tasks on track.

Women can learn to share their relationship and listening skills, their multi-task
management skills, and their detail orientation with men to create a better work
environment.

Men can learn to focus more on implementation, rather than just on the “big picture.’

There is no right or wrong response to this survey. It is designed to help you consider
how men and women are the same, and how they are different. It reveals how others
might think about gender specific roles and expectations.

11
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At the beginning of next month’s diversity lesson please take 10 minutes as a team to
respond to the following questions based on the survey you just finished.

e Are your responses based on your personal experiences with men and women or
your observations of each gender?

¢ Do you depend on what you learned about gender roles from your family to guide
you in your expectations of men and women?

e Do your beliefs about gender roles tend to be useful or challenging in your work
life and personal life?

¢ Do you need to challenge some of your current thinking about gender to be more
successful in connecting with others at work and at home?

e Are there others in your life that you need to talk to in order to express how you
would like to be regarded and treated as a man or a woman?

When communicating concerns across gender lines, the rules of ‘genderflex’ will help
you send your message most effectively.

Do’s and Don’ts of Genderflex
Do’s

Use examples and anecdotes

Understand the cultural styles of others

Use power and make "I" statements

Listen actively & make Venutian sounds

Learn the values & assumptions of others

Be aware of your values & assumptions

Distinguish between "thinking" & "feeling" statements
Demonstrate confidence in others

Practice constructive confrontation (Think)

OO0 O
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Don’ts

Give unsolicited advice

Prophesize, preach or lecture

Hijack by one-upping others

Use reassuring squelches

Use disclaimers, apologies and qualifiers that are self-effacing in nature
Contradict others

Interrogate

Evaluate or judge others but observe acts

Diagnose the cause of another's problems

C O O
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Month 1 - Gender Diversity Resources

Books

Gray, John. Men are from Mars, Women are from Venus. \Writing the World. Ed.
Marilyn Moller. Boston, Massachusetts. Bedford/St. Martin’s, 2000.

Tannen, Deborah. Put Down That Paper and Talk to Me! Rapport-Talk and Report-
Talk. Writing the World. Ed. Marilyn Moller. Boston, Massachusetts. Bedford/St. Martin’s,
2000.

Rhode, Deborah. Speaking of Sex: the Denial of Gender Inequality. Cambridge,
Mass.: Harvard University Press, 1997.

Reskin, Barbara. "Sex Segregation in the Workplace,"” Annual Review of Sociology 19
1993.

Goldberg, Steven. Why Men Rule: A Theory of Male Dominance (Open Court, 1993).
Websites
Free Management Library. 1997-2008, Employee Diversity: Gender.

http://www.managementhelp.org/emp well/diversty/women.htm
Links to a number of websites concerning women and business.

Diversity World. 1999-2008, Gender.
http://www.diversityworld.com/Diversity/gender.htm
A plethora of resources for women who work.

Connie Glaser, Biz Journals. Bridging the Gender Communications Gap.
http://www.connieglaser.com/article-archives/gender_communications gap.html
An article that gives effective communication tips for men and women.

15
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Month 2: People with Disabilities

Etiquette for Working with People with Disabilities
lowa Protection and Advocacy Services, Inc.

When working with people who have disabilities, use common sense. People with
disabilities want to be treated the same way everyone else is treated. Remember, a person
is a person first. The disability comes second. Don’t be patronizing. Show the person the
same respect that you expect to receive from others. Treat adults as adults.

Be considerate and patient. Anticipate what the person’s needs might be and offer
assistance when possible. Be patient if the person requires more time to communicate, to
walk, or to accomplish various tasks.

Don’t put unnecessary pressure on yourself to know and to do everything “right.” Be patient
with yourself in learning the specific needs of each person. Do not be embarrassed if you
find yourself doing or saying the wrong thing. Remember, the person with a disability is
usually aware of and sensitive to your discomfort and your good intentions in the situation.

Don’t be afraid to offer assistance. If the person looks as if they need assistance, ask if there
is something you can do. Do not automatically give help unless the person clearly needs it
or has asked for it. Communicate with the person. Remember that some people with
disabilities may have an assistant, interpreter, or companion with them. It is important to
always look and speak to the person with a disability directly rather than to his/her
companion.

Respect the person’s privacy. Refrain from asking questions which would otherwise be
inappropriate to ask of any person (i.e. — medical condition, private life). Be sensitive to their
needs. Individuals are much more independent than people give them credit for. Many
times, navigating the physical environment is less frustrating than trying to communicate
with people who are not sensitive to their needs.

Person is Blind and/or has a Visual Impairment

Introduce yourself and identify who you are. Give the person verbal information about things
that are visually obvious to those who can see. Be descriptive when giving direction. Saying,
“Step over here,” has little meaning to someone who cannot see where you point. “Three
steps to your left, then two steps forward,” is a more descriptive and helpful instruction.

Lead someone who is blind only after he/she has accepted your offer to do so. Touch
his/her arm, and then offer your arm to guide that person. Allow the Person to hold your arm
rather than you holding onto that person. It is important to let people control their own
movements. Verbally describe the area you are in while you are walking.

Describe things from their perspective, not yours. Some persons who are blind use a “clock”
reference for things or obstacles directly in front of them. For example, you can state, “There
is a chair at 10 o’clock.” Before using this method, ask the person if it is useful to them. Face
the person with a visual impairment when you are talking. If your eyes are directed towards

17



them, your voice will be, too. Try to keep the path clear of obstacles. Inform the person of
snow levels and/or icy conditions when walking on the sidewalk or ramp near the door. This
can help prevent accidents. Describe what you are doing as you do it.

Things to Avoid
e Do not use references that are visually-oriented such as, “Go ahead to the cubicle.
The one in the corner is available.”

e Do not pet, touch, or interact with a guide dog while it is working.

Person is Deaf or Hard of Hearing

Find out how the person best communicates. If the person reads lips, speak in a normal
fashion. Do not exaggerate your speaking. Short and simple sentences are best. Avoid
blocking the view of your face and mouth. Get someone’s attention by tapping his/her
shoulder or gently waving your hand in front of that person before starting a conversation.

Not all people who are deaf or hard of hearing communicate through lip reading. People
who are Deaf may prefer American Sign Language as their first language. This may require
hiring an interpreter. Remember that for many who are Deaf or hard of hearing English may
be their second language, therefore writing notes might also be confusing. The rule of thumb
is to ask the individual how they prefer to communicate and then respect that response by
following the recommendation.

If there is some doubt whether they understood you correctly, ask them. If they did not
understand, try to rephrase your statement. When someone who is Deaf or hard of hearing
asks, “What did you say?” it is often answered with, “Never mind,” or “It's not important.”
These responses may give people the impression that you think they are not worth taking
the time to repeat your statement.

Things to Avoid
¢ Do not become impatient or frustrated with the person if it takes longer to
communicate.
+ If the person is using hearing aids, try to avoid conversations in large, open, and noisy

areas.

Person has Speech Difficulties

If you do not understand what the person is saying, bring it to his/her attention immediately
and ask how the two of you may better communicate. If it is a stressful situation, try to stay
calm. If you are in a public area with many distractions, consider moving to a quieter
location. Consider writing as an alternative means of communication. If you and the person
cannot find a successful way to communicate, consider asking if there is someone who can
help interpret what he/she is saying.

18
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Things to Avoid

Do not pretend to understand when you really do not.

Do not interrupt. Wait for sentences to be completed.

Do not become impatient or frustrated with the conversation.
Do not finish people’s sentences for them.

Things to Consider

Many persons with difficulty in speech find themselves in situations where people treat them
as if they are drunk or are stupid. They are accustomed to being avoided, ignored, and
treated disrespectfully. Accessibility for individuals with speech difficulties lies within your
power. Your understanding, patience, and communication skills are as important to
someone with speech difficulties as a ramp or a grab bar is to someone who uses a
wheelchair.

A Person Using a Wheelchair

Do not assume a person using a wheelchair needs assistance. Ask them if they need
assistance first. People may require different degrees of assistance.

When you handle someone’s wheelchair, treat it with the same kind of respect you would
when holding someone’s eyeglasses. They are similar in many ways: they can break, they
are difficult to have repaired on short notice and weekends, and it is extremely difficult for
the person to do daily activities without them.

When speaking to someone who uses a wheelchair, try to speak to him/her at the same
level in which he/she is sitting. Having to look straight up at you if you are standing can be
quite uncomfortable. When helping someone in a wheelchair down a step, ask the person
which way he/she prefers it be done in order for both of you to feel secure.

Things to Avoid

e Do not start pushing someone around in a wheelchair without asking first.

 When communicating, do not stand too close to the person in the wheelchair. Give
that person some space.

¢ Do not hang on a person’s wheelchair. Many people in wheelchairs feel like it is an
extension of them. Hanging or leaning on a wheelchair can be perceived as an
invasion of personal space.

e Do not push open a door using a person’s foot pedals.

Person has a Developmental Disability

A developmental disability is a condition that arises in infancy or childhood. It can also be
caused from a serious head injury. This disability can cause problems in language, learning,
mobility, and other areas.

19



Things to Do
e Speak in concrete terms, use short sentences, and avoid using abstract instructions.
o Complete one step of instructions before giving instructions for the next step.
e Demonstrate how things should be done. Explain what you are doing as you do it.
e Give extra time to complete a task.
» Speak in a normal voice. If you have difficulty in communicating, ask the person and
his/her attendant, if applicable, for better ways to communicate.

Based on the level of disability, individuals may not be able to ask for personal assistance or
follow directions. Look for behavior or body language clues to anticipate individual needs.

Things to Avoid

e Do not become impatient if the individual does not understand the direction given.
e Do not get defensive. Bluntness may be a part of the person’s natural way of
communication.

e Do not use terms that describe the level of disability of the person such as, “low or
high functioning.”

Person has a Mental lliness

Mental illness is a term used for a group of mental disorders which can cause severe
disturbances in thinking, feeling, and relating to others. This can often result in a diminished
capacity to cope with the ordinary demands of life. Mental iliness can affect persons of any
age, race or ethnicity, or socioeconomic level.

Mental illness is sometimes confused with mental retardation. However, these two
disabilities are not the same. Individuals who have mental retardation have an intellectual
impairment that is usually present since birth. A person with a mental iliness, on the other
hand, does not necessarily have an intellectual impairment. Yet, medications taken for a
mental health condition may produce side effects that interfere with thinking, reasoning, and
concentrating.

Things to Do

e Speak directly to the person when asking questions or giving instructions.
e Speak in a normal voice at a normal volume.

If a person with a mental iliness begins to show signs of agitation, speak to him/her calmly.
You may wish to ask that person if he/she would like to take a break and start the process
again when comfortable. Allow time for responses. Some medications used in the treatment
of mental health conditions can cause side effects such as slow responses in thought.

This article originally appeared as guidance for assisting lowa voters with disabilities and is adapted
from the website where it appears at
http.//www.ipna.org/DOC/Guide %20to% 20Etiquette % 20Text%200nly%20Version.doc

20
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®" Disability Language

People are often uncomfortable interacting with individuals who have disabilities. The
discomfort often stems from limited experience, and can be dispelled with increased
knowledge and familiarity. This activity is designed to provide you with some basic dos and
don’ts when speaking about or to someone who has a disability. Please divide your team
into small groups of 3-4 people per group. As small groups, please respond to the following
quiz.

Listed below are terms commonly used to describe people with disabilities. Match the
unacceptable term listed under the “Instead Of” column with the correct corresponding term
in the “Say” column.

Instead Of... Say....

A. Handicapped or the disabled ___ Person with a learning disability

B. Mute or dumb ____Person without a disability

C. Dwarf or midget ____Person with autism

D. Emotionally disturbed ____Person with epilepsy

E. Autistic ____Congenital disability

F. Suffers from, victim of ____Person with mental retardation

G. Learning disabled ____Person who uses a wheelchair

H. Normal __ Person with Down syndrome

|. Birth defect ____Non-verbal

J. Retarded ____ Person with ...

K. Handicapped parking ____Person of short stature

L. Epileptic ____Person with a developmental delay
M. Quadriplegic, paraplegic ____Person with an emotional disability
N. Mongoloid or Downs ____Person with quadriplegia

O. Developmentally delayed ___People with disabilities

P. Confined to a wheelchair ____Accessible parking

The correct answers to this quiz appear on page 17 of this guide.

21
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Month 2 - Individual Activity

Personal and Professional Interactions

Please respond to this eight question quiz below to test your knowledge of
interacting with people with disabilities.

As you are meeting or being introduced to someone, you notice they have a prosthesis and
shake with their right hand. You should:

A Withdraw your hand and continue to introduce yourself.
__ B Offer your right hand as you would with anyone.
__C. Offer your left hand.

When meeting someone who is deaf and accompanied by an interpreter, you should:

A Maintain eye contact with the person who is deaf.
___B. Maintain eye contact with the interpreter.
C. Look back and forth between them.

You are speaking with someone who is deaf or hard of hearing and they ask you to repeat a
statement. You should:

A Repeat the statement in a louder voice.

___B. Repeat the statement more slowly.

__C. Rephrase the statement.

Db Use gestures to act out your statement.
E; Offer to write your statement.

You see someone who has a disability and they appear to be struggling. You should ignore
them so as not to embarrass, draw attention, or infringe upon their independence.

_True ____ False

If your answer was True, move to question 6.
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If your answer to the last question was false, what would you do in this situation?

A Watch for a while to determine if they need assistance.
B Offer to assist the person.
C. Assist the person.

You are conversing with a person who has difficulty speaking. You are only able to
understand a few words and phrases. What should you do?

___A. Pretend you understand what was said.
___ B. State what you understood and ask the person to repeat the rest of the information.

___C. Smile and walk away as soon as you can.

When conversing with a person who uses a wheelchair, it is preferable to pull up a chair, if
available and convenient, and converse at eye level.

True False

Employment Myths and Facts

8.

Review each of the statements below. Write a “T” next to each true statement, and an “F”
next to each one that is false.

A All people who are blind live in total darkness.

____ B People with mental retardation always enjoy jobs with repetitive tasks.
___C. People with quadriplegia are totally dependent on others for daily support.
o All people who are blind can read Braille.

_E People who are deaf make ideal employees in a noisy work environment.
__Fk People with emotional disabilities cannot work in a stressful environment.
R The unemployment rate for people with disabilities is equal to that of people

without disabilities.

H. New workplace technologies make it more difficult for people with disabilities to
secure and maintain employment.

. Accommodating people with disabilities is often cost prohibitive.

J. Employing and managing employees with disabilities requires unique skills.

Quizzes were compiled by TransCen, Inc. “Disability Awareness Activity.” www.transcen.org.
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Month 2 - Team Processing

At the beginning of next month’s diversity lesson please score your individual quiz and
discuss your results with others on your team. Say what you learned from this diversity
lesson and ask others what new learning they acquired.

Disability Awareness Activities — Answers

Language

Instead Of...

A.

B.

Handicapped or the disabled

Mute or dumb

. Dwarf or midget
. Emotionally disturbed

. Autistic

Suffers from, victim of

. Learning disabled

. Normal

Birth defect
Retarded
Handicapped parking

Epileptic

. Quadriplegic, paraplegic
. Mongoloid or downs
. Developmentally delayed

. Confined to a wheelchair

Say....

Person with a disability

Non-verbal

Person of short stature

Person with an emotional disability
Person with autism

Person has....

Person with a learning disability
Person without a disability

Person with a congenital disability
Person with mental retardation
Accessible parking

Person with epilepsy

Person with quadriplegia

Person with Down syndrome
Person with a developmental delay

Person who uses a wheelchair
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Personal and Professional Interactions

1.

Offer your hand as you would anyone. Discussion: The key is to treat people with
disabilities as you would anyone. Remember, however, that each person is an individual
and how he or she will react to a particular situation may differ. For example, in this
situation, the person with a disability may extend his/her prosthesis or may choose not to
extend his/her hand at all.

Maintain eye contact with the person who is deaf. Discussion: You are speaking directly
to the person who is deaf; therefore it is appropriate to maintain contact with this person,
not with the interpreter.

Discussion: Any, a combination, or all of these answers may be appropriate, depending
on the person and the circumstances. The best recommendation is to use your judgment
based on the individual situation.

False. Discussion: The best response in this situation is to offer the person assistance
and then proceed according to his or her response. It is important to remember that each
person is an individual and some people may be grateful for the assistance while other
may decline assistance...as would anyone else.

Offer to assist the person. Discussion: See discussion in #4 above.

State what you understood and ask the person to repeat the rest of the information.
Discussion: It is always best to be honest and politely tell a person if you are having
difficulty understanding them. Stating what you think you understand is a way to make
sure that your understanding really is correct, then ask them to repeat the parts of the
conversation that you did not understand.

True. Discussion: If possible, the appropriate response is to pull up a chair and converse
with this person at eye level. It is not appropriate, however, to kneel, bend over the
person, or lean on the wheelchair as support. If a chair is not available, maintain a regular
stance and continue the conversation.

Employment Myths and Facts

A.

False: Many people who are blind can see some levels of light and/or colors within

various fields of vision.

. False: People with mental retardation are individuals and vary in ability, as do all
individuals.
False: Different people with quadriplegia have differing levels of independence.
False: Only an estimated 10% of people who are blind read Braille.
False: Some people who are deaf have various types and levels of residual hearing,

and some may be bothered by noisy environments, just as some hearing people
are. As always, the type of work a person is suited for will depend on the
individual’s preferences.

False: This answer will depend on a person’s definition of “stressful environment,” and

how different kinds of stress affect (or don’t affect) an individual.
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G. False:

H. False:

|. False:

J. False:

The unemployment rate for people with disabilities is far greater than that of
people without disabilities. ¢

Technological advances have opened many doors for some individuals with
disabilities.

The majority of accommodations required for the workplace cost under $1,000.
Source: Job Accommodation Network.

Managing employees with disabilities requires the same kind of good
management skills that are needed to manage all workers.
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Month 2 - Disability Resources

NLS Reference Bibliographies. Disability Awareness: A Selected Bibliography, 2003
http://www.loc.gov/nls/reference/bibliographies/awareness.html

A number of efforts have been made to extend equal opportunity to people with disabilities and to
encourage their full participation in all aspects of society. Among those efforts were the passage
of the Americans with Disabilities Act in 1990 and other federal laws that protect the rights of
people with disabilities to access education, employment, and public accommodations. Another
focus has been achieving full acceptance through changing attitudes toward people with
disabilities. This bibliography explores myths and misconceptions that continue to exist and ways
to interact with and write about people with disabilities to foster greater sensitivity and
understanding.

The bibliography includes books, chapters in books, and periodical articles of general interest,
most of which have been published since 1997. Each section, where applicable, also includes
videos and CD-ROMs. Contact the sources listed for information about the availability of rentals,
previews, or purchase. Additional documents such as research publications can be located
through indexes such as ERIC, Psychological Abstracts (PsycINFO), and Sociological Abstracts.

Contents include general information, and information for in the classroom, books in the library,
resources to use in the workplace, and references found in literature, in mass media, and
selected Internet resources.
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Month 3: Generational Diversity

Bridging the Generation Gap at Work
August 30, 2004

ALEXANDRIA, VA -- A new survey finds that 40 percent of human resource (HR)
professionals have observed conflict among employees as a result of generational
differences. In organizations with 500 or more employees, 58 percent of HR
professionals reported conflict between younger and older workers, largely due to
differing perceptions of work ethic and work/life balance.

"Organizations recognize that the expertise and unique perspectives of a diverse work
force can contribute to the success of a company,"” said Society for Human Resource
Management (SHRM) President and CEO Susan Meisinger. "HR professionals can help
managers and employees use communication and training to remove generational
barriers to enhance the effectiveness and productivity of their diverse work force and
improve the overall success of the organization."

SHRM's "2004 Generational Differences Survey" asked HR professionals about
employees from different generations working together, the quality of their work, types of
conflicts, retention factors, and strengths and weaknesses of each generation. The
survey identified four generations: veterans, those born before 1945; baby-boomers,
born from 1945 to 1964; Generation X (GenXers), born from 1965 to 1980; and Nexters
(also known as Millennials, or Generation Y), born after 1980.

Overall, HR professionals are generally positive about relationships among the
generations with half saying they work effectively together and 27 percent saying the
quality of work frequently improves with a variety of generational perspectives. However,
28 percent of HR professionals said conflict among generations had increased over the
last five years and 33 percent expect it to increase over the next five.

Nearly a quarter of HR professionals say differences over acceptable work hours are the
primary sources of conflict, which reflects different perceptions of work ethic and benefits
like telecommuting and flextime. Frequently, these complaints came from older workers
about younger employees' willingness to work longer hours. Past SHRM research finds
that work/life balance is among the most important job-satisfaction factors for younger
employees and is typically not as important among older workers.

HR professionals use many methods for managing a diverse work force, according to
the survey. A vast majority said communicating company information in multiple ways,
including e-mail, one-on-one discussions and meetings is extremely effective. In
addition, HR professionals said that training managers to address generational
differences, offering team-building activities and developing mentoring programs to
encourage workers of different generations to work together also are effective in
managing an intergenerational work force.

Forty-two percent of HR professionals said their organization had lost GenXers and
Nexter employees who believed they could not advance in their careers because
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veterans and baby-boomers held top positions. HR professionals reported implementing
succession-planning programs, offering training or increasing compensation in order to
retain younger workers.

Taken from The Association for Convenience and Petroleum Retailing (2008) Bridging the
Generation Gap at Work. Retrieved from NACS Online at http://www.nacsonline.com/ and is
reprinted with permission.
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R, Month 3 - Team Activity '

{CA
Perspectives, Values, and Work Paradigms

As a team consider each of the four tables shown and then answer the following

questions:

= Are the perspectives, values, and paradigms of each generation represented in
our team obvious in our team culture?

= \What perspectives, values, and work paradigms do we need to include in our
team culture that are not currently present to enhance our performance as a

team?

= How will we go about integrating new perspectives, values, and paradigms into
our team to better capitalize on the various generational perspectives
represented?

Traditionalists

Perspectives

Tec

On the job training,
formal education not
needed, automation
simplifies life,
communication can occur
quickly at a distance

Patriotic, defensive
posture, white means
might, women need
rights, protect women
and children, govt.
protection for all

Beat the competition,
produce only the best,
unions give the little
guys clout

Values

Earning mentality,
budget, invention makes
life better, controlled
consumerism, respect
authority

Regulate morals and
habits, patriotism,
respect for elders,
fight for what is right,
family with male head

Customer is king, poor
but proud, high
productivity, efficiency

Work
Paradigms

Work hard, invent, job for
life, sequential team
work, boss/company is
right, work to live

Everyone should
work, brawn counts as
much as brain when
earning a living, union
protection needed

Retirement is a
reward, hard work
leads to wealth, loyalty
to employer
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Baby Boomers

Perspectives

Technological
American might,
sequential team work,
college is needed for a
good job

Societal
Women and minorities
need rights, children
have rights, protest
brings change

Business
Entrepreneurship,
plenty for all—jobs,

money, entertainment

Values

Do your part, buy now—
pay later, use your
imagination, individuals
are important as the
group, workaholism is
good

From responsibilities
focus to rights focus,
war is unfair, govt.
isn’t to be trusted, love
valued over hate,
make your voice
heard, be involved

Self-service, lifelong
learner, competition
within teams for top
performance,
information is power,
instant gratification

Work
Paradigms

Blue collar makes as
much money as college
educated, workers rights
need to be respected,
live to work

Women have the right
to work, children can
thrive in child care,
strength in numbers

Get a desk job, work
smart and get rich,
invest well, innovate to
get ahead

Gen-Xers

Computer is king, college

S

Help the vulnerable,

Anyone can succeed

Perspectives
is a birthright, exploration | don’t rock the boat, through perseverance,
is expansive share power must survive
uncertainty, think
globally
Values Do it faster, mobility is America protects all Keep it simple,
desirable, globally, care for the recovery is
elderly, take risks, strengthening, life is
diversity is valued, unpredictable, stay
speak out against viable
injustice
Work Technology skills are a Coworkers are as Work your way up the
Paradigms must for all, organize and | important as bosses, ladder, flatter
streamline operations, save and conserve organizations are
less is more, groups everything better, kill bureaucracy
need function as teams
34
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Millennials

Perspectives

Technological
The world is at your
fingertips, fastest is best,
people merge with
machines

Societal
Every person for
themselves, friends
replace families

Business
Individual excellence is
rewarded, uncertainty
is a constant,
contribute globally

Values

Information is valued,
research brings answers,
save the planet, be safe

Life is fragile, elders
share family
responsibility, be
heard and noticed, be
healthy, realism

Be on the fast track,
worker satisfaction is
king, consumerism
drives the economy

Work
Paradigms

| can do it by myself, |
need good technical
resources, virtual teams

No free lunch,
telecommute, self-
directed work

Individual
achievement, get it
done, nothing is
impossible, earn to
spend
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Month 3 - Individual Activity ’

Tactics and Messages

Please read the following article and then answer these questions:

= |s the information presented about your generation accurate and true? If not, how
would you correct it to make it more accurate?

= Are you typical of a person of your generation or are you different than others of
your era? Why do you see yourself as ‘typical’ or ‘different’?

Generational Differences Make All the Difference: Tactics and Messages to
Use for Different Age Groups

Traditionalists

Traditionalists are loyal workers who believe in sacrifice, hard work, and duty before fun,
and adherence to rules and regulations. They are a dwindling generation that is no
longer well represented in the workforce. For them, work is an obligation and many
members of this generation remain in the workplace out of economic need.

Traditionalists appreciate strong leadership of the “control and command” variety, and
tend to feel that “no news is good news” when it comes to performance feedback. Many
in this age group appreciate the opportunity for part-time work, project work, or casual
employment opportunities. They like the opportunity to return to work after prolonged
leaves of absence, and wish for their experience and expertise to be respected.

Recruiting tactics and messages: Jobs that offer a stable income, healthcare benefits,
and non-strenuous jobs and work schedules appeal to this group of employees. An
aging friendly workplace is important to Traditionalists with reasonable accommodations
such as special lighting, foot stools, ergonomically correct seating, magnified computer
screens, wrist supports on mouse pads, and an easy-to-navigate work space. They
experience satisfaction from a job well done, and appreciate a keen separation between
work and home life to protect their privacy and schedule.
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Baby Boomers

Boomers were born to post-WWII parents who raised them to believe that they could be
and do anything. They are a huge generation, making up as much as 28% of the
population and 40% of the workplace, and were pushed by their World War Il parents to
achieve.

In the workplace, they seek status and will sacrifice family for advancement. They are
focused on acquiring nice homes, cars, and other material possessions as these are
markers of success to them. They are hard workers, but their way to show how hard
they are working is to put in lots of time at the workplace. This generation expects
people to work at least from 8 to 5, and a really good worker will come early and leave
late. There is less emphasis on what you do and more on how much time you are
around.

They believe in career paths, and many still have the notion that hard work and loyalty
equals career success. They still do not understand job-hopping, young people, and in
the back of their minds believe that young people's lack of concern over finding a
company that offers a career path and some security will cause them problems.

Recruiting tactics and messages: Career advancement is of key importance as are
promotional opportunities and the chance to make a real impact. This is a generation of
people that are desperate to do something meaningful before they retire. They want to
be remembered and are enticed by opportunities to do something significant. Offer them
security and career opportunities, upward mobility, and status. Money is.a minor
enticement, and they are not focused on doing their own thing as much as on gaining
some sort of status. They are obedient, loyal, and easy to entice and retain with the
traditional HR tools of promotion, salary, and status. After all, this generation made those
policies.

Gen X

Gen X is a younger group and is dwarfed by the two huge generations before and after
it. The core of this group is in their forties and is the thinnest generation in numbers that
America has had in some time. It makes up only 16% of our population.

The members of this generation were brought up in times of rapid social change. They
lived in the era of Watergate and the time when the private lives of public officials
became public. They are the kids whose mothers began working before the
sophisticated child-care system we have today was in place.

Divorce was high in this generation's formative years. According to the U.S. Public
Health Service, the number of all children involved in divorce increased by 300% from
1940 to 1980. The skeptical, realistic, blunt, cartoon character Bart Simpson perhaps
best portrays their generation. They are skeptical of the integrity of almost all institutions,
and believe they have to fend for themselves. They believe their mission in life is to
clean up everyone else's mess.

Xers are one of the most diverse generations in America's history. The 1990 census
found that almost 35% of those in the 10-29 age groups were nonwhite or Hispanic.
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They expect to work very hard, but also to be well paid. They dé not want to defer
rewards, and they much prefer cash and salary to options and the promise of future
promotions. This is the only generation that focuses on work-life balance. No one else
really cares about that, but this generation has made it a concern for most organizations.

Recruiting tactics and messages: This is the generation that is skeptical of offers of
security or long-term commitments. Leaders are suspect, and cynicism is common. They
will leave you for a nickel, as the saying goes. Offer them money, stock options, and the
chance to do what they want to do. They are excited by the chance to earn based on
what they do rather than on what a boss says they should earn. They are to-the-point
and expect to be treated that way, too. Don't be too diplomatic or try to get them excited
because of who they will be working for. They don't have heroes.

Gen Y (Millennials)

Gen Y, the large (25% of the population) emerging generation of 20-somethings, is very
different. Their parents are acutely aware of the problems that an unsupervised latch-key
environment created, and they have been increasingly protected and supervised. They
were taught very early to conform and to be like others.

They are a generation symbolized by "Baby on Board" car stickers, safety seats, air
bags, superb medical care, and orthodontics. They are more likely to believe that it is
possible to have a perfect world than their incredulous Gen X elders. They are
diplomatic and are taught to work out a solution to issues peacefully, not with fighting as
previous generations might have done. Parents intervene on their behalf frequently, and
they have not been expected to take care of themselves as the Gen Xers were.

They are concerned with government and with making sacrifices for society and
community. They look for a balance between material goods and spiritual happiness.
Gone is the skeptical, self-centered nature of Gen X and the protesting and idealism of
the Baby Boomers.

This is a "go do it" generation of compromisers believing in community and group. They
look up to leaders and expect guidance and some protection from them. They see a
boss as a mentor and coach. They expect to be paid for what they do, not how much
time they spend doing it.

Recruiting tactics and messages: This is a generation that values balance and
moderation. They want time to be with friends. They are conformists and team players,
more than any other generation, and they will be very loyal if the organization provides
them with a few things: flexible schedules, the opportunity to take long periods of time
(without pay) to travel or do community service, and project- or group-focused work that
has measurable outcomes. They respect leaders and want someone to look up to.
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> Month 3 - Team Processing

At the beginning of next month’s diversity lesson please inquire of all team members to
learn how they answered the questions with regard to generational identity. Use the
information surfaced to leverage the generational perspectives present in your team and
assure that each team member feels valued for their contributions to the team.
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Month 3 - Generational Resources

Books and Articles

Lancaster, Lynne C., Stillman, David. (2003) When Generations Collide: Who They
Are. Why They Clash. How to Solve the Generational Puzzle at Work. Harper Collins
Publishers, Inc. New York

Underwood, Chuck. (2007) THE GENERATIONAL IMPERATIVE: Understanding
Generational Differences in the Workplace, Marketplace, and Living Room.
BookSurge Publishing

Society for Human Resource Management (2005) SHRM Generational Differences
Survey Report: A Study by the Society for Human Resource Management (SHRM
Surveys series) by Society for Human Resource Management

Hicks, Kathy & Rick. (1999) Boomers, X-ers, and Other Strangers:
Understanding/Generational Differences/Divide Us. Tyndale House Publishers

Howe, Neil, Strauss, William. (2000) Millennials Rising: The Next Great Generation.
Vintage Press

Raines, Claire. (2003) Connecting Generations. Crisp Learning
Hammill, Greg (2005) Mixing and Managing Four Generations of Employeées. An

online publication at FDU Magazine Online
http://www.fdu.edu/newspubs/magazine/05ws/generations.htm

Video

Massey, Morris (2006) What You Are Is Where You Were When...Again. Enterprise
Media
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Month 4: Racial Diversity

Fear of Messing Up May Undermine Interracial Contact

Science Daily (Apr. 2, 2008) — Democratic consultant Donna Brazile brought home
America's reluctance to talk openly about race in a New York Times article that preceded
the Barack Obama speech that now has the whole nation buzzing. In essence, she said
in her quote, any serious discussion about race has the effect of clearing a room.

Brazile's remark and the presidential hopeful's groundbreaking speech about a subject
that politicians generally tiptoe around in public hint at the complexities of race relations
in America today. As we approach the second decade of the 21st century, research
shows that many Americans feel anxious during interracial interactions whether or not
race is even mentioned.

Now a provocative new study from Northwestern University suggests that whites who
are particularly worried about appearing racist seem to suffer from anxiety that
instinctively may cause them to avoid interaction with blacks in the first place.

"The Threat of Appearing Prejudiced and Race-based Attentional Biases," by Jennifer A.
Richeson, associate professor of psychology and African-American studies and faculty
fellow at the Institute for Policy Research (IPR) at Northwestern, and Sophie Trawalter,
post-doctoral fellow, IPR, recently appeared in the journal Psychological Science.

Study participants indicated that they worry about inadvertently getting in trouble for
somehow seeming biased. As a result, the study suggests, they behaved in a way that
research shows people respond when faced with stimuli that cause them to feel
threatened or anxious: they instinctively look at what is making them feel nervous and
then ignore it.

In this case, study participants, 15 white college students, indicated that they were
motivated to respond in non-prejudiced ways toward blacks primarily for appearance's
sake because of concern about social disapproval -- rather than because of their internal
values.

They then took a standard psychological test that measures attention patterns related to
anxiety provoking or threatening stimuli. The white students initially focused on images
of black faces with neutral expressions, relative to white faces with similar expressions,
and then quickly disengaged and paid greater attention to the white faces.

Participants who were selected for the study first had to complete a Motivation to
Respond without Prejudice Scale. Those who were selected had scores that indicated
that they were externally, rather than internally, motivated to not appear racially biased.
On a one-to-nine scale, they rated their agreement with statements that included:
"Because of today's politically correct standards, | try to appear non-prejudiced toward
black people." They then participated in a computer test that featured in all the trials a
black face and a white face, with either similar neutral expressions or similar happy
expressions.
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Theoretically, they shouldn't have paid attention to either of the two faces, one black and
one white, appearing on either side of the computer screen, because they were told to
keep their attention fixated on a cross in the middle of the screen. But, as expected, they
inevitably turned their attention to the faces. Because everything happened so fast,
however, they weren't aware that they had paid different amounts of attention to black
faces, compared to the white faces.

When a dot appeared on the computer screen where one of the faces had previously
appeared, they had to quickly say whether it appeared on the right or the left side of the
fixation point. Finding the dot the fastest was an indication that attention had been
directed to the face that had just disappeared from the position where the dot was
displayed.

For the shorter trials (30 milliseconds) with the neutral faces, study participants tended to
find the dot quickly when it was located behind the black face, which tended to be the
initial focus of attention. During the slightly longer trials (450 milliseconds), however, the
dot-probe test indicated that they tended to quickly turn their attention away from the
neutral black face to the white face with the same expression.

"Think of it as initially turning your attention to something that poses a threat or causes
anxiety and then ignoring it because you don't want to deal with it," said Richeson.
"These low-level psychological processes happen dynamically, and our tests indicate
that people probably avoided the neutral black faces because they provoke anxiety, not
necessarily because of racial animus."

Patterns of attentional biases were eliminated when the faces were smiling. Well-
established clinical and cognitive psychology research shows that people process
expressions of emotion quickly, and presumably black male faces with smiling
expressions did not seem threatening or provoke anxiety.

The article cites a similar study that tested how children with chronic pain responded to
pain-relevant words. In short trials, they tended to look at the pain-relevant words, and in
the longer trials they avoided them.

Richeson's study draws from a body of such clinical psychology research on threat and
attention. Basically, that research shows that people who have anxiety about various
stimuli in everyday life tend to ignore what is stressing them out, unlike people with
clinical anxiety, who tend to fixate on what triggers their anxiety.

Richeson stresses in every class she teaches on stereotyping and prejudice that a
solution to a problem often presents another problem. Ironically, her study suggests,
standards to create a diverse yet harmonious society may unwittingly be encouraging
anxious responses toward blacks.

"Norms and standards to achieve diversity are a great solution to undermining racial
bias," Richeson said. "Our research suggests that we now also need to start thinking
about creating opportunities to undermine anxieties about living up to those standards,
to let people know they are going to be okay if they engage in interracial relationships."

Adapted from materials provided by Northwestern University.
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o2 e o, Month 4 - Team Activity

You Can Quote Me

Below are ten quotes to help your team discuss racial diversity in America. Please ask
one team member to read the quotes aloud. Following the reading of each quote ask the
team to respond to the quote by saying what it means to th