The Diversity Series

Video Seriesin Four Programs

* On the Threshold of Change
* Gender and Sexual Orientation
Workplace Issues
* Race, Ethnicity, Language and Religion
Workplace I'ssues
* Age and Physical Abilities Workplace Issues

Video ProgramsProduced by
Robert Rosell and Patricia M cDer mott-Rosell

Facilitator'sGuidewritten by
Marilyn Turkovich

© Quality Media Resources, Inc.

Questions? Need mor einfor mation?
Call Quality M ediaResour cesat
(800) 800-5129
Or visitusonlineat QM R.COM




Also availablefrom OMR...

Patterns

Program 1 - Preventing Sexual Harassment (for all employees)
Program 2 - Respondingto Sexual Harassment (for management)
Program3- Rights& Responsihilities(new employeeorientation)

The5 Values of GREAT Customer Service
Servingdiversepopulations.

You Can STOP Harassment

Lookingat ALL formsof illegal workplaceharassment
Program1- Taking Responsihility (for al employees)
Program 2- TheResponsibleL eader (for management)

The Respectful Workplace
Redefining Workplace Violence

Program 1 - OpeningtheRight Doors(for al employees)
Program2- Diffusing Hostility through Customer Service(hel pingangry customers)
Program 3- Managing Harmony (for management)

Subtle Sexual Har assment

Program 1 - ThelssueisRespect (for all employees)
Program 2 - Management'sNew Respons bilities(for management)



Contents

Facilitator's Guide

The Diversity Series

Introduction

HowtoUsethisGuide

Program One: OntheThreshold of Change

Program Two: Gender and Sexua Orientation:
Work Placel ssues

Program Three: Race, Ethnicity, Languageand
Religion: Work Placel ssues

Program Four: Ageand Physical Abilities:
Work Placelssue

Bibliography

Handouts/Transparency Masters

Objectives(Four Programs)

Equal Employment Opportunities
AffirmativeAction

Sexud Harassment
LanguageTrendsintheU.S.A.
AmericanswithDisabilitiesAct




The Diversity Series

| ntroduction

Attheturnof thecentury, | srael Zangwell wroteaplay entitledthe
Melting Pot. Inhisfour-act dramaZangwell spokeabout America
asacrucible, amelting pot “whereall thegreat racesof Europeare
meltingandreforming.” Today, few peopleknow Zangwell’ sname,
but thetitleof hisdramalived onfor decadesdescribingan American
spiritanddirectionfor sameness—of language, traditionand purpose—
whichwasfrequently challenged by astrivingfor arugged,
individudigticspirit.

Duringthiscentury monumental changehasoccurredinsideand
beyond our borders. Sincetheearly 1900stheworld hasgrown
smaller andit’ speoplecontinueto arriveon Americanshoresin
numberssurpass ngthemajor wavesof immigrantsof thepast. These
new Americans, speaking over threehundred|anguagesnation-wide,
add new perspectivestothework place, our communitiesand
schools. Atthesametime, civil rightslegidlation of the1960smakes
usmoreawareof our history of prejudiceand discriminationand sets
theframework for anew eraof humanrightsand humandignity for all
Americans. Andmost recently, the Americanswith DisabilitiesAct
hel psbroaden our parametersof who should enter thework force
and encouragescompani esand organi zationstolook beyond
traditiona framesof referencefor determiningwhowouldbethebest
worker for thejob.

Theworldisat our doorstep, anditlooksdifferent thanit hasinthe
past. Atthesametime, aswetravel throughthenew millennium, we
findaworldthat demandsnew waysof interactionand
communication. Theconcept of themelting pot hasbecomepasse
andineffective. Indeed, westandat a“ Threshold of Change,” ata
new doorway filledwith all shapes, sizesand colorsof people, all
possessing varying abilities, and most filled withideas, spirits, hopes
and disparate perspectives. Andwiththisvariety comesan
excitement and energy perhapsfew of uscould haveanticipated.
Themorewearefacedwiththisdiversity, themoretheanal ogy of




themelting pot, wherediversity islost toassimilation, becomes
unattractive, ingppropriateand not profitable.

TheDiversity Seriesisatraining programintended for managers
andemployees. Theseriesfocusesonthelegal, ethical and practical
definitionsof diversity and addressessomeof thecomplexissues
organizationsand workers facewhen dealingwith themany aspects
of diversity. It addressesthe needsof theworker andthe

respons bility anorgani ztation hasrel ativetothemanagement of
diversity. TheDiversity Seriesgoesbeyond showing that
diversity issensible; it demonstratesthat diversity canenhancethe
organization’ scompetitiveedge.

How to Usethis Guide

Thisguideofferstwotrainingoptions.

Under thefirst option, theFacilitator introducesthe program, shows
thevideotape(s) andleadsgroup discussiononquestionsincludedin
theguide. Sincetheguideisformattedfor amoreextensivetraining,
thefacilitator must review each activity sectionof theguideand
decidewhichof thequestionsto usefor discussion. Eachsection
progresses, step-by-step, following thevideo sequence.

Under thesecond option, thetrai ner/consultant/group leader takesa
moreactiveroleinfacilitatingaworkshop or seriesof workshops.
Infact, TheDiversity Series Guideprovidesenough materia for a
two-day training session. Activitiesandexercisesareofferedfor
each program, and abeginning exerciseondiscoveringadefinition
for agroup’ sdiversity hasbeenincluded aspart of theintroduction
tothisseries. Itisnot necessary towork throughall theexercises
provided. The Guidehasbeenwritteninsuchaway toallow the
facilitator to pick and choosetheactivitiesthat aremost suitablefor
thetraininggroup.



On the Threshold of
Change

TheDiversity Series

Goal

» Topresentanoverview of diversity inthework place.

Objectives

» Todefinethecultural characteristicsof diversity.

» Topresenttheissueof howindividua differences,
whenmanaged positively, canstrengthenan organiza-
tion.

» Toshowthatinordertoembracediversity individuas
must broadentheir perspectiveconsciousnessby
education, exposureand experience.

» Todiscussthenatureof conflictasitrelatesto
diversty.

* Todefinehow Equal Employment Opportunity laws
and AffirmativeA ctionrelatetothe concept of
diversty.

* Todiscusshow diversity management canenhancethe
competitiveedgeof anorganization.

* Toidentify theskillsthat helpindividualsrelateto
peoplewhoaredifferent fromthemselves.

Materials Needed

» Program One of The Diversity Series -
"OntheThreshold of Change"

* Videoplayerand TV monitor

» Boardorflipchart or largenewsprint

Program One

Total Viewing Time:
17 minutes

Video Presented in Sx
Segments:

Introduction

Diversity?

Why Now?

How Diversity Impacts You
From Equal Employment
Opportunity to Diversity

* Onthe Threshold of Change




PrepTime:
30-45 minutes

Training Time:
One-and-a-halfto

three hours depending on
the format used

Purposeof Training

Prepared transparencieand/or handoutsfromthe
blacklinemastersthat relateto Program One
(Objectives, EEO and AffirmativeActionLaws)
Paper and writing material sfor participants

Trainer Preparation

1.

2.

Preview thevideo(s) tobeusedinthetraining.

Set-upvideo player and TV monitor. Havetape(s)
ready for theday’ spresentation.

Ontheboard or flipchart havetheculturematrix
drawn. Inthecenter circle haveyour nameplaced.
Draw four tosix subcircles(consult directionsbelow)
and havewritteninat |east two characteristicsthat
defineyour diverdity (i.e., maleorfemale, religion,
ethnicand/or racial group, etc.)

Preparetransparenciesand/or handoutsonthetopics
tobediscussedinthisprogram. Consultlisting of
trangparenciesintheMaterial sNeeded section.

Havepaper andwriting materia savailablefor
participants.

Procedure

1.

Welcomethegrouptothetrainingsessionandbriefly
introduceyourself.

Sharetheobjectivesfor theoverall training or the
specifictraining of theday. Review theobjectives
fromthetransparency or handout. If youareusing
justthisprogramrefer only to Program One
Objectives. If youareusingmoreprogramsinthe
series, quickly gothroughtheother objectives, but
indicatethat youwill returntotheseobjectives
periodically throughout thetraining.

* Ask participantsthefollowing questionsasthey
relatetotheobjectivesof thistraining:

*Whatis“diversity” asitrelatestothework
place?
» What do we mean whenwesay diversity?



3. Returntointroducingyourself - thistimeworking
towardsamoreindepthintroduction. Turntothe
culturematrix. Pointtoyour name, andthentalk
about thecharacteristicsthat defineyour differences.
Beginwiththecharacteristicsthat youhaveaready
written and then add moreasyou continueyour
introduction.

0

4. Askparticipantstodrawtheir owndiversity matrix.

5. Asthegroup construct their matrices, draw anew
diversity matrix ontheboard or chart.

6. Haveparticipantsintroducethemsalvesby giving
their nameandany other identification (i.e.,rolein
organization) youfeed ishelpful. Askthemasoto
nameonediversity characteristic, preferably one
aboutwhichthey fed strongly, totheir introduction.
Add each of thesedi stinctionstothelargematrix by
includingtheparticipant’ snameinthecircle. Instruct
thegroupthat they canre-emphasizeadifferencethat
hasaready beengiven. If thisisdone, smply add
theperson’ snametoacircle.

Mexican-
Racial/Ethnic American
| dentity
Group's
American
-

Diversity

Characteristics

D

I ntroduction:
10 minutes

Drawing Matrix:
Allow 5 minutes

Participant I ntroduction:
Allow 2-3 minutes per
participant




Brainstorming:
5 minutes

Viewing Time:
17 minutes

I ntroduction and
Diversity Segments

I ntroduction:
3 minutes

Question/Answer:
5 minutes

Diversity?:
2 minutes

7. Aftertheentiregroup hasbeenintroduced ask par-
ticipantsif thereareother characteristicsthat could
beadded tothegroup. Listtheseontheboard.

Characteristics of Diversity

Age Gender Race
Ethnicity Rdigion Abilities
Education Language Geography
Accent Marital Status Class

8.BeginProgramOne. If thisisashort training, show
thevideoinit’ sentirety. If thisprogramisbeingused
forahaf-day training, itisbest tofirst showthe
entirevideo andthento go back and show itinthe
segmentshighlightedinthevideo. Therearesix seg-

ments(i.e., "Introduction," " Divergty?" " Why
Now?," "How Diversity ImpactsY ou," " FromEqual
Employment Opportunity toDiversity," " Onthe

Thresholdof Change'").

Thequestionsoffered below follow thesequenceof
material presentedinthevideo. If ashorter training
isbeing desired, select questionsthat rel ate specifically
toyour organi zational needs, or whichwill support
thedirectioninwhichyour organizationwishesto
move.

Show thefirst two sectionsof thevideo. Stopthe
program and ask thequestionslisted below:

* How doestheinterpretation of diversity presented
inthevideodiffer fromthedefinitionthat youmay
haveusedinthepast?

Help individuals see the complexity of the nature of
diversity. Allow for themto see that it goes beyond racial
and gender differences.

» How doweshow respect for individualswho are

differentfromourselves? How might this



affirmationof diversity withinour organizationbe
strengthened further?

Move the discussion to the point of allowing participants
to see that valuing diversity means going beyond the
obvious (i.e., affirmative action, EEO laws, and ethnic
celebrations). Diversity means allowing for different
viewpoints and perceptions, different ways of thinking
and processing information, different methods of interac-
tion and different ways of approaching problem solving.

» Doesmanagement needtodothingsdifferently Question/Answer:
whenmanaging adiverseworkforce? 10 minutes

* Inyour estimation, what aresomeof thebest ways
of managingdiversity?

Participants should be able to reach the conclusion that
each organization needs to have a plan for managing the
diversity within it’s work force. Therefore managing
diversity can be seen as a strategy that is used by an
organization to get the best possible productivity and
potential out of it’s work force.

9. Show thenexttwosegments(i.e.,"Why Now?" and Why Now? and
"How Diversity ImpactsY ou") of theprogram. Atthe How Diversity I mpacts You
end of these segmentsdiscussthequestionsthat are Segments
offeredbelow:

* How canembracing diversity helpgiveour organi-
zationacompetitiveedge?

Help participants articulate that talent, experience, Question/Answe:r
ingenuity, and creativity come from individuals repre- 15 minutes
senting all diversified groups. At the same time, client
bases are diversified, just as the national and interna-
tional marketplaceisdiversified. Therefore, organiza-
tions stand a much better chance of being more competi-
tive when their employees represent the composition of
their existing and potential markets. Smilarly, the more
diversity an organization has the morelikely it isto be
creative and forward looking. Diversified groups bring
diversified talents and skills to the work place.

» Howistheconflict that arisesout of dealingwith How Diversity | mpacts You
diversity smilarto, aswell asdifferentfrom, Segment:
conflict that comesout of amonoculturesituation? 2 minutes




Use EEO and Affirmative
Action Transparencies or
Handouts

From Equal Employment
Opportunity to Diversity
Segment:

4 minutes

10.

» How might our organizationmovetoahigher
planewhendealingwithissuesthat ariseout of
conflict?

Participants need to first explore the nature of conflict
asit existsin the work place. Is conflict destructive or
disruptive? Destructive conflict is unproductive and
stressful. Whereas, disruptive conflict calls a halt to
existing patterns and situations that often need to be
challenged, or raises questions that need to be an-
swered. Conflict that arises out of issues of diversity is
fundamentally no different than that which comes out
of monocultural situation. When conflict arisesan
organization needs to be committed to finding a solu
tion.

Prior towatchingthenext segment of thevideo
briefly review thenatureof EEO and Affirmative
Action Laws. UsethetransparenciesonEEO and
AffirmativeActiontopresentanoverview of these
laws.

Show thevideo segment and ask thefollowing
questions.

* How haveEEO and AffirmativeActionLaws
impacted our organization’ shiring practices?

* How cantheconcept of “treating peoplediffer-
ently canmeantreatingthemequally” be
strengthenedwithinour organization?

» How doesour organization show that it values
diversty?

* \What doesmanaging diversity meanwithinour
organization? If thereisno strategy for managing
diversity, how might onebeimplemented? What
would bethevalueof it’ sbeingimplemented?
Whowouldbenefitfromimplementation?

The answers to the questions posed above will be differ-
ent for different organizations. EEO and Affirmative
Action Laws have provided the legislation to recruit,
train and retain diversity in the work place. Valuing
diversity means that an organization takes steps and
action, to show that it respects and values the diversity
it hasinitsmidst. It also meansthat it respects and
values the diversity of its clients and of the nation as a
whole. Managing diversity means that the organization
has moved ahead to develop and put into action a plan,



11.

that allows for all employees to be respected and to have
thelir talents utilized to the best of their potential. The
end result of such efforts is improved and competitive
productivity.

Beforemovingintothefinal segment of thevideo,
ask participantsto brainstorm specific skillsthat are
neededwhenworkingwithdiversity. Writetheir
ideasontheflipchart or board, and comparetheir
responseswiththeonesthat areexploredinthe
video.

Show thevideo segment and ask thefollowing

questions.

* Why do Diversity Training? Who should beapart
of it? Whoshouldinitiateit withinanorganiza-
tion? What would makethetraining most effec-
tive?

» How doesagood Diversity Training program
makeyou not only beabetter employee, but a
better and morepreparedindividual for society in
generd.

Allow participants to be creative regarding the defini-
tion and parameters of Diversity Training. Itisimpor-
tant to help them see that Diversity Training isa
continual process that involves education, communica-
tion and human relations interaction and skills. They
should also discuss how it isa difficult training, be-
cause it involves each individual confronting and look-
ing at him/herself. At the sametime, it isa constructive
training because it results in new communication and
interaction skills, and it is an empathic training because
it promotes respectful and trusting behavior between
people.

* How might Diversity Trainingbeasuccessful part
of anorganization’ scommitment tomoveaheadin
thetwenty-first century andbealeader init’s
field? HowmightaDiversity Trainingplanfail
withinanorganization?

Help individuals see that this question is a summary of
the material covered in thisfirst program of the series.
It implies that not embracing diversity, means not
meeting customer needs and that organization that
doesn’'t meet customer needs will not survive.

On the Threshold of Changeand
CreditsSegments:
4 minutes

Question/Answer:
15 minutes

Question/Answer:
15 minutes



Objectivesfor TheDiversity Series
Program One: On the Threshold of Change

* To define the cultural characteristics of diversity.

* To present the issue of how individual difference, when
managed positively, can strengthen an organization.

* To show that in order to embrace diversity individuals must
broaden their perspective consciousness by education,
exposure and experience.

* To discuss the nature of conflict as it relates to diversity.

* To define how Equal Employment Opportunity laws and
Affirmative Action relate to the concept of diversity.

* To discuss how diversity management can enhance the
competitive edge of an organization.

* Toidentify the skills that help individuals relate to people
who are different from themselves.

© Quality Media Resources, Inc. » The Diversity SeriesHandout




Gender and
Sexual Orientation
Workplace I ssues

TheDiversity Series

Goals

» To present an overview of gender and sexual orienta-
tion issues.

» To provide ways in which individuas and organiza-
tions can maximize potential benefits through respect-
ing and working with diversity.

Objectives

* To discuss the range of issues that impact individuals
based upon gender and sexual orientation.

* To illustrate how men and women often perceive
situations differently, communicate in different ways,
and show how these differences impact our work.

» To define and discuss the nature of sexual harassment.

» To prevent sexual harassment in the work place by
developing a clear understanding of what sexual
harassment is and how it impacts people.

» To explore the responsibility of each employee to help
maintain an environment free from harassment, by
being aware of behaviors that can offend people and by
clearly communicating that offensive behavior must
stop.

* To understand the role of a supervisor, manager, or
human resource manager in addressing sexual harass-
ment in the work place.

» To analyze how issues regarding diversity are core
value clashes.

© Quality Media Resour ces, Inc.

Program Two

Total Viewing Time:
20 minutes

Video Presented in Four
Parts:

* Introduction to Gender
and Sexual Orientation

» Scenario: Not My Type

» Scenario: One of Our Best
People

» Maximizing the Benefits
of Diversity




Prep Time:
35 minutes

Training Time:
Oneto two hours
depending on the
format used

» To make the work place an environment where

everyone's contribution is valued as a personal and
organizational goal.

Materials Needed

» Program Two of the Diversity Series - Gender and

Sexua Orientation: Work Place Issues

Video player and TV monitor

Board or flipchart or large newsprint

Prepared transparencies and/or handouts from the
blackline masters (Objectives for Program Two, Equal
Employment Opportunity, Affirmative Action and
Sexual Harassment)

Paper and writing materials for participants

Prepare board or flip chart grids (consult numbers 10,
11 and 12 in the Procedure section)

Trainer Preparation

1.

2.

Preview the video to be used in the training.

Set-up video player and TV monitor. Have tape
ready for the day’ s presentation.

Prepare transparencies and/or handouts from the list
outlined in the Materials Needed section.

Draw grids for parts 10, 11 and 12 as outlined in
Procedure section.

Have paper and writing materials available for
participants.

Procedure

1.

If thistraining is being used prior to or not in con-
junction with the first program in this series, consult
the Procedure in Program One for directions on an
introduction. Parts 1, 2 and/or 3 can be used for this
purpose.



 Share the objectives for Program Two with the

participants.

Explain that Program Two is about a number of Purpose of Training:
things: 5 minutes

» Gender

» Sexual Orientation

* Sexual Harassment

» Fear and the Unknown
 Conflict

Present the Objectives Transparency/Handout that
outlines the intent of thistraining. Tak through each

objective.
Prior to watching the video, divide the participants Men/Women are....
into two groups. males and females. Give each group 5-7 minutes

alarge sheet of paper. Ask each group to designate
one or two recorders. Instruct the malesto put at the
top of the paper: “Women are...,” and the women to
write, “Men are....” Allow for groups to brainstorm
endings to compl ete the phrases.

Facilitate each group sharing their responses with the Discussion:
other group. Following this sharing bring the groups 10 minutes
together, and ask the following question: “How are
we able to make these statements about the opposite
sex?’

Lead the participants to go beyond the obvious—
observation and experience-to talk about hear-say
and illustrations about the opposite gender as they
are portrayed by the media.

Through the discussion have the group consider:
» Were all descriptions given accurate? If not,
which were not?
» Which statements could be hurtful and
destructive?
» Which descriptions can cause buttons to be
pushed?

Move the discussion to another level by asking:
“What isit that we don’t know about the opposite
sex?’ Collect people's observations.




Then ask:

 What isit we don't know about gays and lesbians?
What about bisexuals? (If it seems necessary and
appropriate, ask participants how they reacted to
this question?)

*  What emotions do we have when we don’t know
whether people might not be of our own sexual

orientation?
Part | 7. Show the First Part of the video (i.e." Introduction,”
Viewing time: "Gender and Sexual Orientation: Work Place Issues,"
9 minutes "Gender Issues: Seeing things Differently,” " Sexual

Harassment,"" Communication Styles,"" Sexual
Orientation: Issues and Fears,"" Conflict: Based on
Gender and Sexua Orientation.")

Complete Statements/ 8. Stop video and ask people to write down responses
Responses; to these two statements:
20 minutes
| am... Other peopleare...

truthful not to be trusted

ok nice

honest fearful

guestioning

Go around and ask people to respond to the “I am”
statement. Write down responses. Comment on the
unigueness of the group.

Continue the process by quickly going around and
asking individuals to respond to “Other people
are....” Draw the group’ s attention to three state-
ments made in this first part of the video:

* “What we do iswho we are.”

* “Each person with whom we interact is different.”

» “Men and women working together have
problems.”

Ask the group to support or negate these statements
based on their responsesto “I Am”, and “ Other
People Are.”




10.

Pass out the handout on Sexual Harassment.
After the group reads the sheet go through the
following points:

 Sexual harassment generally occurs when there
Is adisparity of power, not just when men and
women work together.

» Sexual harassment does not have to be inten-
tional.

» What is offensive is in the “eye of the beholder.”
» Men can be sexually harassed.

* Men can harass men; women can harass
women.

» Harassment does not have to be directed at a
particular individual.

» Offenders can be supervisors, co-workers, or
non-employees (customers, vendors, suppliers)

With the entire group, or by breaking the partici-
pants into smaller groups, have members discuss
the following:

* | believe sexua harassment occurs when:

* List behaviors that could constitute sexual
harassment:

* People who are being harassed may not com-
plain because:

* | believe that incidents of sexual harassment can
be prevented/handled by:

* My organization’s policy on sexual harassment is:

Play Scenario One: “Not My Type.” Stop tape at
the end of the scenario and before the consultants
comment. Ask the following question of partici-
pants:

Sexual Harassment
Discussion:
20 minutes

Part Il
Viewing time:
4 minutes




Discussion time:
20 minutes

“Who loses in this scene and why do they lose?’

Record the group's answers on the grid below.

Workers

I ssues I dentified
by Group

Issues ldentified
on Video

Phil

* Losesrelationship with

his co-worker.
* Loseshisjob.
* Losesapotential friend.

Glen

* Loses avaluable co-worker.

* Losesapotential friend.

* Opportunity to gain
information on
homosexuality.

Organization

* Loses avaluable employee.
* Cost of hiring/training a
replacement

Collect the group’ s responses and write them in on
the prepared grid. After all issues have been written
up, continue playing the tape and compare the
consultants' responses to those expressed by the group.

11. Play Scenario Two: “One of our Best People.” Stop
tape at the end of the scenario and ask "who loses, and
why do they lose?"

Workers

I ssues I dentified
by Group

I ssues ldentified
on the Video

Alice

» Should have defended her
decision to her client. Should
have met with Dianato
decide on a strategy.

Diana

* Finds Norm’ s persistencein
asking her out offensive.

* Clearly, firmly and directly
states to Norm that she won't
go out with him.

Norm

* Does not accept that no
means no; sexuad
harassment occurs.




12. Play the tape to its conclusion. Ask participants to
brainstorm the Benefits of Diversity. List the ben-
efits, then ask the group to continue the brainstorm,
by stating what they can do to make diversity work
in their organization, and what the company can do
to ensure that diversity is respected in the workplace.
Collect the group’ s responses.

Diversity

What are the
benefits of
diversity?

What can
individuals
do to make
diversity
work?

13. Summarize this section by comparing the group's
observations on what they can do to make diversity
work, with those ideas expressed at the end of
the video.

» Acknowledge our own stereotypes and prejudices.

* Be sengitive to the impact we have on our
co-workers and customers.

» Uselanguage (and other tools of communication)

that does not:
- demean
- exclude
- offend anyone (men or women, gay or
straight)
» Respect others dignity, values, beliefs and
fedings

» Maintain an openness to communication
» Take responsibility to make everyone feel welcome

Part IV
Viewing time:
4 minutes




Objectivesfor TheDiversity Series

Program Two: Gender and Sexual Orientation
Workplace I ssues

* To discussthe range of issues that impact individuals based
upon gender and sexual orientation.

* Toillustrate how men and women often perceive situations
differently, communicate in different ways, and show how
these differences impact our work.

 To define and discuss the nature of sexual harassment.

* To prevent sexual harassment in the work place by develop-
ing a clear understanding of what sexual harassment is and
how it impacts people.

* To explorethe responsbility of each employee to help main-
tain an environment free from harassment, by being awar e of
behaviors that can offend people and by clearly communicat-
ing that offensive behavior must stop.

* Tounderstand the role of a supervisor, manager, or human
resour ce manager in addressing sexual harassment in the
work place.

* To analyze how issues regarding diversity are core value
clashes.

© Quality Media Resources, Inc. « The Diversity Series Handout




Program Three

Total Viewing Time:
20 minutes

Video Presented in Five
Parts:

* Introduction to Stereotypes,
Legal Issues, and Conflict

» Language, Religion andRace

* Scenario: IntheMiddle

» Scenario: Getting the Spirit

* Tools Needed in the Work
Environment

Race, Ethnicity, Language
and Religion:
Workplace I ssues

TheDiversity Series

Goal

» To seethat the key to respecting othersisto engagein
open and honest communication.

Objectives

 To define the word "stereotype.”

* To determine the ways in which stereotypes set up
barriers to communication.

» To gain clarity on the importance of the Equal Employ-
ment Opportunity Laws.

*To discuss and provide examples showing that acting
respectfully towards othersis the key to working
towards eliminating the practice of stereotyping.

* To discuss the nature of conflict as it appliesto
discrimination and stereotyping.

» To show that it is necessary to broaden our perspectives
about language, religion, race and ethnicity.

» To practice saying “no” to disrespectful behavior.

* To discuss how an organization’s ability to survive in
the twenty-first century, depends on it’s ability to
embrace diversity.

Materials Needed

» Program Three of The Diversity Series - "Race,
Ethnicity, Language and Religion: Work Place Issues’

© Quality Media Resour ces, Inc.



Video player and TV monitor

Board or flipchart or large newsprint

Prepared transparencies and/or handouts from the
blackline masters (Objectives for Program Three and
Language Trends)

Paper and writing materials for participants

Trainer Preparation
1. Preview the video to be used in the training.

2. Set-up video player and TV monitor. Have tape
ready for the day’ s presentation.

3. Prepare transparencies and/or handouts from the list
outlined in the Materials Needed section.

Procedure

1. If thistraining is being used prior to or not in conjunc-
tion with the first program in this series, consult the
Procedure in Program One for directions on an intro-
duction. Parts1, 2 and/or 3 can be used for this
purpose.

» Share the objectives for Program Three with the
participants.

2. Explain that Program Three is about a number of
things:

* Stereotypes

* Legal Issues that Relate to Discrimination

* The Nature of Conflict in the Work Place

* Perceptions about Language, Religion, Ethnicity
and Race

» Ways of Acting Respectfully towards other People

3. Present the Objectives Transparency/Handout that
outlines the intent of thistraining. Tak through each
objective.

Prep Time:
35 minutes

Training Time:
One to two-and-a-half hours
depending on the format used

Purpose of Training:
5 minutes




Working with Stereotypes:
20 minutes

Discussion:
20 minutes

4. Ask participants to select a partner in the group,

preferably someone they don’'t know. Explain the
following:

e Individuals will be relating stories

» What ever isrelated between partners should be
respected as private information

» No one needs to say anything they don’t want to
Say

* When one person is talking, the other can say
nothing, only respond by expressions or gestures

* Select the person who will talk first

a. Give dl group members a few minutes to silently
consider the highlights of their life.

b. Tell the group they are going to have three
minutes to share their life story. The individual
selected will tell his/her story first, this will be
followed by the partner telling his’her story.
There should be only one person from a group
talking a atime.

c. Allow thefirst person of each group to begin. Call
time in three minutes. The second person then
gpeaks. Cal timein three minutes. Then allow an
additional three minutes for people to ask ques-
tions of one another.

d. Ask individuas to recall atime someone
stereotyped them. These would be times when
someone migudged them, made a generalization
about them which was not true, or discriminated
against them. Allow afew minutes for people to
remember the time.

e. Instruct the participants that the same rules apply
for the sharing of these stories as for the other
stories. Have the person who started second in
the preceding exercise begin first. Allow three
minutes for the exchange of each story and
another three minutes for people to talk with one
another.

. Have group members continue to sit together in pairs.

Instruct the group that you would like to have a
discussion about what just happened, but you don’t
want to know the specific stories exchanged.



However, allow people to share personal aspects of
their storiesif they wish. Ask the series of questions
below.

» What did you learn about yourself in doing this
exercise?
» What did you learn about your own culture?

* Facilitate people to see the commonalities and
differencesin their stories. Record these observa
tions. Relate these observations to the concept of
generdlities.

» What commonalities do many of us share in our
life stories? (i.e., struggles around growing up,
class differences, schooling)

» What are some of the things that make some of
our stories uniquely different from others?

* Does this uniqueness relate to some of the ways
in which we are different?

» Move the group to talking about the times they
were stereotyped. Ask for one or two words that
capture the reason for the stereotyping. Write
these out. Indicate how thislist of words shows
us something about our differences and about
diversity. Relate how it is also about making
unsubstantiated generalizations about other

people.
Stereotypes
Age All ..are
Race Weight
Ethnicity Disability
Language Women are...
Union member Class
6. Watch Part | of the video. This segment of the Partl
video contains the following subheadings: " Stereo- gmﬂgm
types,” " The Legal Issues," and "Conflict."
7. Stop video and ask people to offer a definition of Discussion:

stereotyping. 20 minutes




Ask the group to consider how stereotyping continues
all around us. Encourage them to reflect on the begin-
ning exercise. How have they seen the effects of stereo-
typing in their own lives?

Reintroduce the statement from the opening part of the
video that claims that we all stereotype. Ask partici-
pants the following questions:

» How can we begin the process of eliminating stereo-
typing? (Stereotyping can be lessened when people begin
to act respectfully towards other people.)

» How do stereotypes set up barriers of communication
between people? (Stereotypes are usually wrong, they
are generalizations that say nothing, or more harmfully the
wrong thing, about the uniqueness of other people.)

* Isthere aneed for EEO Laws? ( The laws requires that
companies embrace diversity and not discriminate in their
hiring practices. Aslong as the practice of stereotyping
existsin our society, it will be necessary to have laws to
protect therights of all individuals.)

» What is needed in the work place so that we can go
beyond EEO Laws? (Programs, practices and endor se-
ment from upper management that encourage and expect
all employees to respect the dignity, worth and differences
of all workers.)

* How are issues of conflict exacerbated when stereo-
typing is involved in a problematic situation? (More
than likely the basis upon which the conflict is built is

incorrect.)
Viewing Time: 8. Play Part Il of the video. This segment includes the
6 minutes following subheadings. "A Broader View of Language

and Accent,” " Religion, Race and Ethnicity."

Discussion: 9. Show the Language transparency or distribute pre-
10 minutes pared handouts. Talk about the facts and figures
offered. Discuss the following questions:

* How can we think of people speaking other lan-
guages as being a positive advantage for our com-
pany or organization?




10.

11.

12.

» How can we show respect for people who speak
other languages?

AsK participants to quickly write down several
things that they believe are common to al religions.
Record these points. Move the group to see that
there are three aspects about religion that are
global:

* Bdlief in a higher being
» Set of codes, ethics, laws or commandments
* Practices and traditions

Have participants break into smaller groups of
three to four people. Have the groups write a
statement that would alow for al religious beliefs
and practices to be respected in the work place.
Ask the groups to list ways in which the company
and employees can show that they respect religious
differences. Have the groups share their statements
and actions.

Ask the group to consider why prejudice and
stereotyping occurs most frequently around issues

of race and ethnicity. (Visua differences among
people are more obvious than other differences.

The more you are like the mainstream, the more
likely you areto fit in. People have afear, aswell as
ignorance of something they don’t know.)

In small groups of three to four people, ask partici-
pants to consider the following questions:

* How can we learn about people different from
ourselves?

» What responsibility do we have to know about
racial and ethnic differences?

» How can we work to eliminate subtle incidents
and destructive conflictual situations between the
races and ethnic groups?

Watch Part 111 of the Video. This segment includes
both the Scenario: "In the Middle" and the Consult-
ants response to the situation.

Ask participants to complete "1" statements for both
Kim and Bob as they might respond to Traci.

Activity and Discussion:
15 minutes

Activity and Discussion:
20 minutes

Part |11
Viewingtime:
3 minutes

Discussion:
5 minutes




Discussion:
5 minutes

Viewing and Discussion:

10 minutes

Kim: "I’m not Japanese, but | feel
insulted when you talk like that."
"I am angry about your ignorance.”

Bob: "I want you to stop talking like that."

13. Ask participants to consider how to facilitate having a
celebration (e.g., Christmas or Easter) that represents
one religious tradition among a diversified workforce.
Should such holidays be celebrated? If so, how do
you celebrate and still respect other people's religious
differences?

14. Show Part IV of the video: "Getting the Spirit." This
segment should include the consultants response.

15. As part of the summary ask participants to list state-
ments that emphasize what they learned through
watching the video and through the facilitation pro-
cess. Collect their ideas, play the final segment of the
video, and compare their observations with those
expressed in the video.

16. Conclude this portion of the training by reviewing
the concluding points of the video. Stress that these
should be the goals of organizations as well as
personal goals.

» Acknowledge prejudices and stereotypes

* Be sengitive to the impact we have on others

» Use language that does not demean, exclude or
offend anyone

* Act towards others from a basis of sincere respect
for their dignity and feglings

» Make it a personal responsibility to see that each
and every employee is a welcomed, respected and
integrated member of the group

» Communicate openly and honestly

» Embrace diversity

* Build relationships with those different from
ourselves



Language Trendsin the U.SA.

» 18% of thetotal population of the United States (almost 1 out of every
5residents) speak a language other than English at home.

 10.5 million USresidents speak little or no English.
» 11% of Americans were born outside the United Sates.
» 329 languages are spoken at homein the USA.

* There are over 35 million people who identify themselves as Hispanic
in the US.

* Over 1.5 million people speak Chinese at home.

* Most common languages (after English) spoken at home are:

1. Spanish 11. Arabic

2. Chinese 12. Portuguese

3. French 13. Japanese

4. German 14. African Languages
5. Tagalog 15. Greek

6. Viethamese 16. Hindi

7. Italian 17. Persian

8. Korean 18. Urdu

9. Russian 19. Gujarati

10. Polish 20. Serbo-Croation

© Quality Media Resources, Inc. * The Diversity Series Handout - Information from the 2000 US Census




Objectivesfor TheDiversity Series

Program Three: Race, Ethnicity, Language and
Religion Workplace | ssues

* To define the word " stereotype.”

* To determine the ways in which stereotypes set up barriers
to communication.

» Togain clarity on the importance of the Equal Employment
Opportunity Laws.

» Todiscuss and provide examples showing that acting
respectfully towards othersis the key to working towards
eliminating the practice of stereotyping.

» Todiscuss the nature of conflict asit appliesto discrimina-
tion and stereotyping.

* Toshow that it is necessary to broaden our perspectives
about language, religion, race and ethnicity.

* To practice saying “no” to disrespectful behavior.
* Todiscuss how an organization’s ability to survive in the

twenty-first century, depends on it’s ability to embrace
diversity.

© Quality Media Resources, Inc. * TheDiversity SeriesHandout




Age and Physical Ability
Workplace I ssues

TheDiversity Series

Goal

» To provide a basis to consider the issues, conflicts and
ways of relating to people of varying ages and degrees
of physica abilities.

Objectives

* To discuss the relationship of credibility to the issues of
age and physica abilities.

* To distinguish between the Americans with Disabilities
Act (ADA), other EEO Laws and managing diversity.

» To consider the advantages of having older and
younger employees work together.

* To consider the advantages that individuas with vary-
ing abilities bring to the workplace.

» Todiscuss the issue of respect and how it relates to
physica abilities and age.

* To determine how to deal with prejudices, fears and
stereotypes that stem from a narrow perspective on
issues that relate to age and physical abilities.

Materials Needed

* Program Four of the Diversity Series - Age and Physica
Ability Workplace Issues

* Video player and TV monitor

» Board or flipchart or large newsprint

* Prepared transparencies and/or handouts from the
blackline masters (Objectives for Program Four,

© Quality Media Resour ces, Inc.

Program Four

Total Viewing Time
18 minutes

Video Presented in Five
Parts:

» Ageand Physical Abilities|ssues

» Conflictsand Abilities

» Scenario: Good News Travels
Fast

» Scenario: What Did She Say?

* Recognizing our Prejudices,
Fearsand Stereotypes



Prep Time:
35 minutes

Training Time:
Oneto two hours
depending on the
format used

Purpose of Training:

5 minutes

Activity:
20 minutes

ITERJIEN . EEENJEN . SERJEN . FILE

and Americans with Disabilities Act)
* Paper and writing materials for participants

Trainer Preparation
1. Preview the video to be used in the training.

2. Set-up video player and TV monitor. Have tape
ready for the day’ s presentation.

3. Prepare transparencies and/or handouts from the
list outlined in the Materials Needed section.

4. Create amaster grid for #4 in Procedure section.

5. Have paper and writing materials available for
participants.

Procedure

1. If thistraining is being used prior to or not in con-
junction with the first program in this series, consult
the Procedure in Program One for directions on an
introduction. Parts 1, 2 and/or 3 can be used for this
purpose.

» Share the objectives for Program Four with the
participants.

2. Explain that Program Four is about the following
ISsues:

* Age

» Physical Abilities

* Conflict

» Recognizing Prejudices, Fears and Stereotypes

3. Present the Objectives Transparency/Handout that

outlines the intent of thistraining. Tak through each

objective.

4. Have participants break into small groups of 3-4
people each. Instruct the groupsto brainstorm the



advantages of having younger people, older people
and people of varying physica abilities employed by
a company.

Advantages
Y ounger Older Workers of Varying
Worker Worker Physical Abilities

Have the first group offer one advantage for each of
the three categories. Record their thoughts. Go to

the next group asking for additions to the list. Con-
tinue the process until all the advantages have been

recorded.

5. Show the First Part of the video (i.e., "Introduction,” Part |
"Age and Physical Abilities: Work Place Issues,” "Age Viewing time:
and Physical Abilities: The Legal Issues,” " Age: The 8 minutes
Issues,” and "Physical Ability: The Issues’).

6. After watching this part of the video ask partici- Discussion:
pants to respond to the statements bel ow: 15 minutes

» The principal issue facing older and younger
workers and employees with disabilities, is
credibility.

* Productive workers in our society should not be
tossed aside.

* People have difficulty relating to individuals who
have disabilities, because they worry about them-
selves.

7. Pass out the handout on the Americans with Dis-
abilities Act (ADA). After alowing time for reading
the handout, ask participants to comment on the act.
How does the act allow for an organization to man-
age this aspect of diversity?




Part Il
Viewing Time:
4 minutes

Discussion:
10 minutes

Part 11
Viewing Time:
2 minutes

Discussion:
10 minutes

Part IV (First Part)
Viewingtime:
1 minutes

Discussion:
10 minutes

Part IV (Second Part)
Part V

Viewing Time:

3 minutes

Summary:
10 minutes

8.

10.

11.

12.

13.

14.

Play Part Il of the video. This section of the video
includes the “Getting Past Age Based Conflicts’ and
“Focusing on People's Ahilities’ segments.

Ask each participant to quickly jot down one way that
they have of working with or of avoiding conflict.
Then ask them to consider if this method would work
with people of different ages and different physical
abilities. Ask for volunteers to share their ideas.

Play Part I11. This video segment includes the sce-
nario, “Good News Travels Fast,” and the consultants
response, “What Does this Organization Focus On?’

AsKk the participants to consider: “Who loses in this
situation?’ (Everyone losesin this case. The company
has lost a valuable employee. Heather feels discriminated
against dueto her physical ability and decides to termi-
nate her employment. Her co-workerslose Heather’'s
experience and expertise.)

* What should the company have done in Heather's
situation?

Play just the scenario of Part IV. Stop prior to hearing
from the consultants. Ask participants to respond to
the following questions:

* How are Laura and Shannon working out their age
stereotypes?
* How can they resolve their impasse?

After the discussion play the consultants responses
and continue on through to the conclusion of the
program.

Ask the group if issues of respect, elimination of
stereotypes and prejudices are any different when

dealing with people of different ages and physical

abilities. (The answer isno. We need to be sensitive to

our impact on others. That means using language that
does not demean, exclude or offend. It isnecessary to work
from a basis of sincere respect for all people’s dignity and
feelings.)



Objectivesfor TheDiversity Series

Program Four: Age and Physical Ability
Workplace I ssues

* Todiscussthereationship of credibility to the issues of age
and physical abilities.

* To distinguish between the Americans with Disabilities Act
(ADA), other EEO Laws and managing diversity.

* To consder the advantages of having older and younger
employees work together.

* To consider the advantages that individuals with varying
abilities bring to the workplace.

» Todiscusstheissue of respect and how it relates to physical
abilities and age.

* To determine how to deal with pregudices, fears and stereo

types that stem from a narrow perspective on issues that
relate to age and physical abilities.

© Quality Media Resour ces, Inc. ¢ TheDiversity SeriesHandout




Sexual Harassment

TitleVII of theCivil RightsAct of 1964 makesit anunlawful employment practicetodiscrimi-
nateagainst any individual withrespect totermsand conditionsof employment becauseof that
person’ srace, color, religion, sex or national origin. Any conduct inthework placethat takes
placebecauseof aperson’ sgender issex discriminationprohibitedby TitleVII.

Theearliest court casesthat found sexual harassment to beunlawful sex discriminationin
violationof TitleVIl involved mal esupervisorswhorequested sexud favorsfromfemale
workers. Often, thewoman would bedischarged or beforcedto quit if shedid not agreeto
have sex with thesupervisor. A woman who becomessuch atarget of amalesupervisor’'s
advancesisavictimof discrimination based on her statusaawoman, thecourtsruled. The
supervisor would not beplacing similar job-related demandsupon maleworkers. Courts
rejected argumentsthat women weredischarged not becausethey werewomen but because
they refusedtoengageinsexual activity.

Jokes, pinups, calendars, graffiti, vul gar statements, abusi velanguage, innuendoes, references
tosexual activity, or overt sexual conduct by fellow workerscan alsobeunlawful sex discrimi-
nation. Title V11 givesemployeestheright towork inanenvironment freefromintimidation,
insultor ridiculebased onrace, sex, religionor nationa origin. Sexua harassment that creates
ahostileor offensivework environment for membersof onesex isevery bitthearbitrary
barrier tosexua equality inthework placethat racial harassmentistoracia equality.

Thebasicpoint tokeepinmindisthat any unwanted abusive conduct directed to onegender
inthework place can besexual harassment. Theactivity doesnot necessarily havetorelateto
sexual activity. TitleVI1I forbidstreatment inthework placethat disadvantagesapersononly
becausethat personisaman or awoman.

© Quality Media Resources, Inc. * The Diversity Series Handout




Equal Employment Opportunity (EEO)

Equal employment opportunity istheprinciplethat Congressmadelaw in 1964 by passingthe
Civil RightsAct. By itsterms, the Civil RightsAct of 1964 requiresthat employersmakeal
employment decisionswithout regardtoany individual’ srace, color, religion, sex, or national
origin, and providesthat race, color, and national originwill not betakeninto considerationinthe
granting of thebenefitsof any federal financia assstanceprogram.

Equal opportunity wasnot anew conceptin 1964. The Civil RightsActsof 1866 and 1870,
whicharecodifiedintheUnited State Code, guaranteed that all personswithinthejurisdiction of
theUnited Stateshavethesameright asisenjoyed by whitecitizensinevery stateandterritory to
makeand enforce contracts, to sue, be parties, and giveevidence, and to enjoy thefull and equal
benefit of all lawsand proceedingsfor thesecurity of personsand property. Thisprotection of the
rightsof nonwhite peoplewaslongin place, but the 1964 A ct wasintended to make some of
thoserightsmoreclearly and surely enforceabl e. The scope, remedies, and procedurestothenew
law added to those of the old law, and the new |aw extended benefitsto abroader range of
employees, protecting themfromdiscrimination onthebasisof religion, national origin, andsex as
well asraceor color.

TheCivil RightsActsarenot theonly sourcesof federal rightsregarding employment discrimina
tion. Twomajor staturesrel ateto agedi scriminationinemployment. A 1967 enactment whichwas
amendedin 1978, protectsol der workersfrommany typesof discriminatory treatment. Age
discrimination by employersreceiving federal fundswasaddressed by aseparatestatutein 1975.
Womenweregranted alargedegreeof protectionfromwagediscriminationinemployment by the
passageof afedera statutein 1963, whichwassupplemented by the sex discrimination provisions
of the 1964 Civil RightsAct. Sex discriminationineducation wasaddressed by Congressin 1972.
Equal opportunity for personswith disabilitieswasmadethesubject of federal lawin1973and
1992. Employment of disabled veteransand veteransof the Vietnam erawasthefocusof a1974
law.

Thelmmigration Reformand Control Act of 1986 (IRCA) prohibitsemployment discrimination
onthebasi sof national originand citizenship statusagai nst citizensand certain classesof aiens.

Adapted from: Topical Law Reports. Chicago, I1linois; CommerceClearing House, Inc.,1981, p.305.
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AffirmativeAction

Theterm* AffirmativeAction” meansdifferent thingsto different people, andthereisnoauthori-
tativedefinitionthat canclarifyitfor all purposes. However, areview of court decisions, execu-
tivedirectives, and agency guidelinesdoeshelptolimittheterm, sothat it can beusedwith
somedegreeof confidence.

Whenanemployer isrequiredtotakeaffirmativeactionto assureequa employment opportu-
nity without regardtorace, color, religion, national origin, age, sex, or disabilities, theemployer
must do something morethanignorethesecharacteristics. What that “ somethingmore”’ consists
of dependslargely onthecircumstancesof theindividua employer.

Often, affirmativeaction meanspreferencesfor minorities, womenandthedisabled. Affirmative
action alwaysmeanssomeincreased recruitment of membersof thesegroups. Affirmativeaction
sometimesmeansplacement of specificindividuasintothepositionsthey would havehad but
for discrimination. What actionistakento makepositiveimprovement intheempl oyment
opportunitiesfor protected groupsisthequestionfor acourtinlitigated cases, for anemployer
inawrittenaffirmativeaction program, andfor an enforcement agency inacompliancereview
orinvestigationprogram.

Adapted from: Topical Law Reports. Chicago, I1linois: CommerceClearing House, Inc., 1981, p.955.
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The Americans with Disabilities Act (ADA)

The quickest way to understand how the ADA affects employment practices is to
think of it as a law that adds another layer of protection to the Civil Rights Act of
1964. The 1964 Act made it illegal to discriminate against an individual because
of that person's "race, color, national origin, sex or religion." The ADA adds
"physical or mental disability" to that list.

While the ADA is a relatively new law, many of the "do's and don'ts" typical of
race discrimination or sex discrimination still apply.

The ADA is unlike other civil rights laws, however, in one important way. Race,
sex, national origin and age must usually be a non-issue when making
employment decisions. Consequently, most managers and supervisors do not
even want to know about these factors when considering a person for
employment. In the case of disabilities, however, supervisors must be
comfortable in exploring the possible affect a disability may have on
performance of essential job functions. Also, supervisors have a responsibility to
determine what appropriate "reasonable accommodations" might be necessary to
enable the person with a disability to do the job.

The ADA does not require companies to hire unqualified persons. It does not
require organizations to give preferences to persons with disabilities. The ADA is
not an affirmative action law. The ADA simply states that a person's disability
should not be used against the person when making a hiring decision as long as
the candidate can perform the essential functions of the job, even if it may
require some reasonable accommodation to enable him or or to perform those
functions.

Organizations should hire the most qualified person for a job. If that person has a

disability, the fact of that disability should not influence the employment
decision.

Adapted from: ADA Training Manual for Managers and Supervisors: A Guide to Americans with
Disabilities Act Compliance. Chicago: Commerce Clearing House, Inc. 1992

© Quality Media Resources, Inc. * The Diversity Series Handout



Bibliography

TheDiversity Series

Adler, Nancy. Domestic Multiculturalism: Cross-Cultural Management in the Public
Sector. Handbook on Public Organization Management. William Eddy (ed),
New York: Marcel Dekker, Inc. 1982.

Copeland, Lennie. “LearningtoManageaMulticulturdWork Force,” Training. May 1988.

Crum, Thomas F. The Magic of Conflict: Turning a Life of Work into a Work of Art.
New Y ork: Simonand Schuster, Inc. 1987.

Fisher, Roger and Ury, William. Getting to Yes: Negotiating Agreement Without Giving
In. New Y ork: Penguin Books, 1983.

Golden, Rennie, Michael McConnell, Peggy Mueller, Cindi Poppenand Marilyn Turkovich.
DangerousMemories. Chicago: CRTFCA, 1991.

Hall, Edward T. Beyond Culture. Garden City, NY':
Anchor Press/Doubleday, 1976.

Harris, PhilipR. and Moran, Robert T. Managing Cultural Differences. Houston, TX: Gulf
Publishing Company, 1979.

Hopkins, Kevin R. and Johnston, William B. Opportunity 2000: Creative Affirmative
Action Strategiesfor a Changing Workforce. Indianapolis: Hudson
Institute, 1988.

Johnston, William B. and Packer, Arnold E. Workforce 2000: Work and Workersfor the
Twenty-first Century. Indianapolis: Hudson|nstitute, 1987.

Katz, JudithH., Miller, Frederick A. “BetweenMonoculturdismand Multiculturalism: Traps
Awaiting theOrganization,” OD Practitioner, Vol. 20No. 3, September 1988.



Naishitt, John and Abudene, Patricia. Megatrends 2000:
Ten New Directions for the 1990’s. New Y ork:
WilliamMorrow, 1990.

Thomas, R. Roosevdt, Jr. “From AffirmativeActionto
AffirmingDiversity,” Harvard BusinessReview,
March-April 1980.

Turkovich, Marilynand Paul Hertz. Dimensionsof
Multiculture: Hypermedia Program. Santa
Barbara: Intellimation, 1993.

Zinn, Howard. A People’ sHistory of theU.S. New Y ork:
Harper & Row, 1980.

CommerceClearingHouseL aw Editors. Sexual Harass-
ment Manual for Managers and Supervisors.
Chicago: CommerceClearingHouse, Inc., 1991.

Dumond, Va. A No-Nonense Guidebook to Writing and
Using Non-Sexist Language. Tacoma, WA: V.
Dumond Publishing, 1984.

Gilligan, Carol. InaDifferent Voice. Cambridge, MA:
HarvardUniversity Press, 1982.

Katz, Jonathan. Gay/Lesbian Almanac: A New Document-
ary. New Y ork: Harper and Row, 1983.

Loden, Marilynand Judy B. Rosener. "Workforce
Americal Managing EmployeeDiversity asaVita
Resource," BusinessOnelrwin, 1991.

Mackinnon, Calmariniel. Sexual Harassment of Working
Women. New Haven, CT: YaeUniversity Press,
1970.

Powell, Gary N. Women and Men in Management. Beverly
Hills, CA: SagePublishers, 1988.

Simons, George F. and Deborah G. Weissman. Men and
Women: Partnersat Work. lowaCity, |A: Crisp
Publications, Inc., 1990.

ProgramOne;
OnTheThreshold
Of Change

Program Two:
Gender and
Sexual Orientation



Program Three:
Race, Ethnicity,
Languageand
Religion

Webb, Susan. " Step Forward: Sexual Harassmentinthe
Work Place." Mastermedia, 1991.

Corndl West. Race Matters. Boston: Beacon Press, 1993.

Hacker, Andrew. Two Nations: Black and White, Separate,
Hostile, Unequal. New Y ork: Charles Scribner’s
Sons, 1992.

Higginbotham, A. Leon. Inthe Matter of Color. New
Y ork: Oxford University Press, 1978.

Jaynes, Gerad Davidand Williams, RobinM. Jr. A
Common Destiny: Blacks and American Society.
WashingtonD.C.: National Academy Press, 1989.

Jones, Edward W. Jr. “Black Managers: TheDream
Deferred,” New Haven, CT: Harvard Business
Review. May-June 1986.

Kim, Young Yun. Interethnic Communication: Current
Research. Newbury Park, CA: SagePublications,
1986.

Kochman, Tom. Black and White Stylesin Conflict.
Chicago: University of Chicago Press, 1981.

Luhman, Reid and Gilman, Stuart. Raceand Ethnic
Relations: The Social and Political Experience of
Minority Groups. Belmont, CA: Wadsworth Pub-
lishing Company,1981.

Pickens, Judy E. (ed) “Without Bias: A Guidebook for
Nondiscriminatory Communication,” International
Association of Business Communication, 1977.

Sowell, Thomas. The Economics and Politics of Race. An
International Perspective. New Y ork: William
Morris, 1983.

Terry, Robert W. For Whites Only. Grand Rapids, M1:
WilliamB. EerdmansPublishing Co., 1975.

Turkel, Studs. Race: How Blacks and Whites Think and Fedl
About the American Obsession. New Y ork: The New
Press, 1992.



Vander Zanden, JamesW. American Minority Relations.
New York: Alfred A. Knopf, 1983.

White, Joseph L. The Psychology of Blacks. Englewood
Cliffs,NJ: Prentice-Hall, Inc., 1984.

“ A Guidefor Managersand Supervisors. Employersof
Peoplewith DisabilitiesintheFedera Govern-
ment,” WashingtonD.C.: U.S. Equal Employment
Opportunity Commission, 1990.

CommerceClearingHouseLaw Editors. ADATraining
Manual for Managers and Supervisors. Chicago:
CommerceClearinghouse, Inc., 1992.

Korger, William. “ Disabled WorkersAreNoHandicap
toBusiness,” Nation’sBusiness, May 1979.

Program Four:
Ageand
Physical Abilities



	The Diversity Series
	Table of Contents
	Introduction
	How to Use this Guide
	On the Threshold of Change
	Goal & Objectives
	Materials Needed
	Trainer Preparation
	Procedure
	Handout

	Gender and Sexual Orientation
	Goals & Objectives
	Materials Needed
	Trainer Preparation
	Procedure
	Handout

	Race, Ethnicity, Language and Religion
	Goals & Objectives
	Materials Needed
	Trainer Preparation
	Procedure
	Handouts

	Age and Physical Ability
	Goals & Objectives
	Materials Needed
	Trainer Preparation
	Procedure
	Handout

	General Handouts
	Sexual Harassment
	Equal Employment Opportunity
	Affirmative Action
	Americans with Disabilities Act

	Bibliography

