Instructors Guide

On the following pages is a
sample module from our
Instructor Guide. It provides the
instructor with a copy of the
material and a Lesson Plans
box.

The key benefit for the trainer is

the Lesson Plan box. It provides O
a standardized set of tools to E_ I
assist the instructor for each

lesson. The Lesson Plan box

gives an estimated time to

complete the lesson, any

materials that are needed for

the lesson, recommended

activities, and additional points

to assist in delivering the

lessons such as Stories to Share
and Delivery Tips.



Diversity is about all of us and about us havin
to figure out how to walk through this world
together.

Jacqueline Woodson

Module Two: Introduction to Diversity, Equity, and Inclusion

Every human is different; we dave different backgrounds,
personalities, and aspirations. Diversity, equity, and inclusion (DEI)
embraces people from every walk of life. It recognizes the value of
diverse voices and inclusivity as key factors of success. Each
component of DEI is aimed create a more welcoming, fair, and
respectful environment to everyone. To successfully create a
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leaders invest in resources, time, and courage. The positive
encouragement of partipiation and representation of diverse

groups will significantly impact an organization. Ultimately, DEI is
vital in creating a successful workplace where everyone is able to grow and thrive, both personally and
professionally.

Defining Diversity, Equity, and Inclusion

Diversity, equity, and inclusion (DEI) represent an important movement within

' society and growing organizations. Collectively, DEI will create an environment
n where individuals feel supported and welcomed, and are givemdbheurces

\ needed to succeed, regardless of their background, identity, or differences.
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valuable to look at each term individually:
Diversity: The ways in which individsare different, both visibly and invisibly. This includes
characteristics, experiences, opinions, and personalibd@gersity in the workplace is the practice of

valuing differences dfocial and ethnic backgroundgender, sexual orientation, age, larage,
education,religion and more.

Equity: Creating fair access and respectful treatment. Equity does not mean that everyone is treated the
same, but rather treated according to individual needs. It is the process, whereas equality is the result.
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Inclusian: Ensuring a safe space of belonging, support, and respect. In an inclusive environment, every
individual feels valued and all voices are heard.

Estimated Time 10 minutes

Topic Objective To define diversity, equity, and inclusion.

Collectively, DEI will create an environment where individuals feel
Topic Summary supported and welcomed, and given the resources needed to succeec
regardless of their background, identity, or differences.

Materials Required Worksheet 1Valuing Differences

Planning Checkilist Provide enough worksheet printouts for all participants.

Have participants complete Worksheet 1: Valuing Differences.
Recommended Activity
Allow time for participants taliscuss responses.

Stories to Share Share any personal, relevant stories.

This activity is persongbarticipants may not wish to share their

Delivery Tips .
experiences.

Why is it valuable to look at the ternaversity equity, andinclusion

Review Questions o
Q individually?

Classifications of Diversity

Humans are diverse in a variety of ways. There will always be differences that
exist between individuals, whether they are visible, or not. Some factors that

play into diversity are those that we are born with, whereas others are built
throughout our lifeexperiences. While there are many dimensions of diversity,
these dimensions can be divided into four classifications, including internal
diversity, external diversity, organizational diversity, and worldview diversity.
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encouraging workplace.
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Here is a breaklown of the four classifications of diversity:

1 Internal Diversity: These characteristics and traits are the ones that an individual is born with,
and part of the inneralf. Examples of internal characteristics include gender, ethnicity, race,

physical ability, sexual orientation, age, etc.

1 External Diversity: These are characteristics that an individual is able to change over time
through external action. Although an iwitlual is not born with these characteristics, they are
strongly influenced by them. Examples of external characteristics include personal interest,

educational background, marital status, religious beliefs, recreational habits, etc.

1 Organizational Diveity (Functional Diversity): These characteristics are related to an
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of organizational characteristics include job function, management status, seniority, work

locaion, etc.

1 Worldview Diversity: These characteristics, or perspectives, are shaped by the changes in the
G2NIR YR Iy AYRAOARdZ t Qa4 SELISNASyOSao ¢KSe@

organizational characteristics, and change with time and agperiences. Examples of
worldviews include outlook on life, political beliefs, travel and cultural experiences, etc.

Estimated Time

10 minutes

Topic Objective

To identify and breakiown the four classifications of diversity.

Topic Summary

Whilethere are many dimensions of diversity, these dimensions can b
divided into four classifications, including internal diversity, external
diversity, organizational diversity, and worldview diversity.

Materials Required

Worksheet 2: The Classifications of Diversity

Planning Checklist

Provide enough worksheet printouts for all participants.

Recommended Activity

Have participants complete Worksheet 2: The ClassificatioDsvefsity.

Discuss worksheet responses.

Stories to Share

Share any personal, relevant stories.

Delivery Tips

Encourage everyone to participate.

Review Questions

What are the four classifications of diversity?

© GlobalCourseware

RA &



Components of Inclusion

Diversity and inclusion depend on each other; inclusion introduces ways to
integrate everyone and make diversity work. The biggest challenge in building
an inclusive company culture is to ensure teaeryondeels included. After

all, no one likes to baiflged, or feel left behind. People experience inclusion in

a variety of ways. There are many ways to make an organizational setting more
inclusive, and allow the differences of individuals to coexist in a way that is
beneficial for the whole company.

The raits that contribute to building a foundation of inclusion include:

9 Access to resources: Provide individuals with the support necessary to be inclusive, such as
diversity groups or support from managers.

1 Feeling valued and accepted: There is a greateseseiivalue when people feel appreciated and
respected.

T 1 F@Ay3 | @2A08SY LUQE AYLRZNIFyd GKFG LIS2LX S FSS
feel heard, they are more likely to share personal opinions.

1 A collaborative environment: Collaborati promotes a stronger sense of connection between a
team.
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will let them know that they are a part of an environment that values them. This will affect their
well-being, productivity, and business success.

1 Learning and development: Having access to opportunities to develop as an employee, or
ROy OS Ay 2ySQa OFNBSNW ¢KAa&a aK2g¢ga GKFG (GKS

9 The focus of inclusive praces: Putting a strategy into action. These efforts will contribute to
0KS O2YLI yeQa YAaairzy |FyR OdzZ (dz2NE®

Estimated Time 10 minutes

Topic Objective To identify the traits that contribute to building a foundation of inclusior

Thereare many ways to make an organizational setting more inclusive
Topic Summary and allow the differences of individuals to coexist in a way that is
beneficial for the whole company.

© GlobalCourseware

O«



Materials Required Worksheet 3: Feeling Included

Planning Checkilist Provide enough worksheet printouts for all participants.

Have participants complete Worksheet 3: Feeling Included.
Recommended Activity
Allow time for participants to discuss responses.

Stories toShare Share any personal, relevant stories.

This activity is persongparticipants may not wish to share their

Delivery Tips .
experiences.

Review Questions What is the biggest challenge in building an inclusive company culture

Role of DEI in Organizations

The changes related to embracing diversity, equity, and inclusion will significantly
improve an organization. DEI creates an environment where people from various
backgrounds are able to share different ideas, skills, and insights. This

environment ensures that every team member feels involved and supported. It is

not simply an environment where diverse individuals are present, but rather

where diverse individuals are involved, empowered, and developed. A diverse,

equitable, and inclusive orgiation requires respectful efforts from every team
YSYOGSNI (12 ¢2N] G266l NRa adz00Saad LIQa AYLRNIIyd GK
without fear or discomfort. When everyone is involved, potential grows and professionalism thrives.

There are many great benefits of embracing DEI in an organization, including:
1 Anincrease of fairness
1 Higher levels of creativity and innovation
1 New and fresh perspectives
1 The ability to understand individual needs
9 Better hiring processes
1 Lower employee ttnover rates
91 Deeper trust and commitment

1 Better decision making
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Estimated Time 7 minutes

To determine the role of DEI in organizations, and identify employee a

Topic Objecti i
opic Objective company benefits.

A diverse, equitable, and inclusive environmemas simply an
Topic Summary environment where diverse individuals are present, but rather where
diverse individals are involved, empowered, and developed.

Materials Required Flipchart/boards, markers

Planning Checklist None

Have participants discuss other benefits of embracing DEI in an

Recommended Activi N . .
ty organization. Write responses on tfigchart/board.

Stories to Share Share any personal, relevant stories.
Delivery Tips Encourage everyone to participate.
Review Questions How can DEI lead to higher levels of creativity and innovation?

Equity vs. Equality

Equity and equality areerms that are often used interchangeably. Although

similar, equity and equality carry different meanings, especially in the context of

social systemdEqualityis providing the same resources and levels of opportunity

to everyone. It holds the assumptidhat every individual should be treated the

same and given the same value and rights, regardless of their needs or
OANDdzvyaidll yOSaod 9ljdz-f Adeé RAALIX I &a | WwW2yS
if everyone has the same needs, and are starting atstime point.

On the other handequityrecognizes that every individual has different needs based on their
circumstances. It includes understanding and providing support, assistance, and opportunities to reach
an equal outcome. Equity recognizes thetegsc barriers that exist, as well as the ways to eliminate
these barriers and overcome unequal opportunities. With equity, the goal is to ensure that people are
treated fair and impartial.
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Estimated Time 10 minutes

Topic Objective To differentiate betveen the terms equity and equality.

Equalityis providing the same resources and levels of opportunity to
Topic Summary everyone Fjuity recognizes that every individual has different needs
based on their circumstances.

Materials Required Worksheet 4: Equity vs. Equality

Planning Checkilist Provide enough worksheet printouts for all participants.

Have participants complete Worksheet 4: Equity vs. Equality.
Recommended Activity
Discuss worksheet responses.

Stories to Share Share anyersonal, relevant stories.
Delivery Tips Encourage everyone to participate.
Review Questions What is the difference between equity and equality?

Practical lllustration
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inclusive, safe, and equitable environment for their diverse team. During their
meeting, Leon suggests that their next project should be on installing an
W St SO G2 NJ A ybuildiKgSHe®a&s Yhbiight @6uitithis idea for years,
' and believes it is becoming a bigger problem as more people join the growing
business. The building currently has heavy doors on the entrance of the large
4, staircase, making it inaccessible for many irtligis, and limiting them to the
first floor of the building. Marcus, another member of the DEI team, suggests that this is not important,
because the first level of the building has many of the same amenities.

(e

Leon points out that although there are maagnenities on the first floor, there is inequality for

everyone in the building. By adding an elevator into the building, it allows accessibility to individuals
with mobility issues or vision impairments to be able to have the same opportunities. Marcuiseand
NEad 2F GKS GSIY tAa0SySR OFNBTFdAfte G2 [S2yQa
this idea to help empower and involve everyone in the company. After many months of hard work, the
elevator project was complete and running.
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Module Two: Review Questions
1) What does DEI stand for?

a) Differences, equality, and inclusivity
b) Diversity, equity, and inclusion

c) Diversity, equality, and interactions
d) Divided, equity, and inclusion

DEI stands for diversity, equity, and inclusion
2) Which of the following isiot a defining aspect for equity?

a) Creating fair access and respectful treatment

b) People are treated according to individual needs
c) Everyone is treated the same

d) Itis a process that can result in equality

Equity does not mean that ewone is treated the same, but rather treated according to
individual needs

3) Which of the following isot one of the four classifications of diversity?

a) Organizational diversity
b) Internal diversity

c) Worldview diversity

d) Differential diversity

The fourclassifications of diversity include organizational diversity, internal diversity, worldview
diversity, and external diversity.

4) What is internal diversity?

a) Characteristics and traits are the ones that an individual is born with, and part of the inner
self

b) Characteristics that an individual is able to change over time through external action

) / KFEN}OGSNREGAOA FNB NBEIFIGSR (2 Iy AYRAQGARdZ ¢
them from other employees

d) Characteristics or perspectives that are shafied S OKIl y3Sa Ay GKS 62NIR
experiences

Internal diversity includes the characteristics and tréiist an individual is born with, and part
of the inner self
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5) What is another name for organizational diversity?

6)

7)

8)

a)
b)
c)
d)

Internal diversity
Worldview diversity
Functional diversity
Dysfunctional diversity

Organizational diversity is also known as functional diversity

Which of the following is a component that will help to build a foundation of inclusion?

a)
b)
c)
d)

Having a voice
Learning andleveloping
Access to resources
All of the above

Having a voice, learning and developing, as well as access to resources will all help to build a
foundation of inclusion.

The changes related to embracing diversity, equity, and inclusion will significantly an
organization.

a)
b)
c)
d)

Hinder

Damage
Weaken
Improve

The changes related to embracing diversity, equity, and inclusion will significantly improve an
organization.

Which of the following isot a benefit of embracing DEI in an organization?

a)
b)
c)
d)

Deeper trustand commitment
Higher employee turnover rates
Better hiring processes

Better decision making

Embracing DEI in an organization will lower employee turnover rates
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9) Equity and equality can be used interchangeably.

a) True
b) False

False Although similar, equitand equality carry different meanings, especially in the context of
social systems.

10) What is equality?

a) Providing the same resources and levels of opportunity to everyone

b) Recognizing that every individual has different needs based on their circumstances
¢) Ensuing a safe space of belonging, support, and respect

d) The ways in which individuals are different, both visibly and invisibly

Equality is providing the same resources and levels of opportunity to everyone. It holds the
assumption that every individual shalibe treated the same and given the same quantity,
rights, and value, regardless of their needs or circumstances.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.



Diversity is about all of us and about us having to figure out
how to walk through this world together.

Jacqueline Woodson

MODULE TWO

Introduction to Diversity, Equity,
and Inclusion

Diversity, equity, and inclusion (DEI) embraces people from
every walk of life. It recognizes the value of diverse voices
and inclusivity as key factors of success.
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Defining Diversity,
Equity, and Inclusion

Since diversity, equity, and inclusion all
represent a different type of change, it’s
valuable to look at each term individually.

Classifications
of Diversity

e |[nternal Diversity
e External Diversity

e QOrganizational
Diversity

e Worldview Diversity
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Components of
Inclusion

Access to resources

= Feeling valued and accepted —

A collaborative environment

s Having a sense of belonging R m——

Role of DEl in
Organizations

e An increase of fairness

e Higher levels of
creativity and
innovation

e New and fresh
perspectives
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Equity vs. Equality

Equality displays a ‘one size fits all’ system,
which is only effective if everyone has the same
needs, and are starting at the same point.

Defining Diversity, Equity, and
Inclusion

Classifications of Diversity

Practical
I"ustration = Components of Inclusion

Role of DEl in Organizations

Equity vs. Equality
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Module Two: Review Questions

1. What does DEI stand for?

[ | )
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