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FEE: $2,000
COURSE OVERVIEW

This course aims fo cultivate a respectful and inclusive workplace environment
by addressing key concepts such as diversity, communication, conflict
resolution, and empathy. Participants will gain a deeper understanding of the
importance of respect in the workplace and learn practical strategies to
foster a positive, collaborative, and productive work environment.

WEEK {: INTRODUCTION TO A RESPECTFUL WORKPLACE

Objectives:
e Understand what constitutes a respectful workplace, including key
elements such as mutual respect, inclusivity, and professionalism.
e Explore the significance of respect in the workplace, including its impact
on employee morale, productivity, and overall organizational health.

Topics:
1.Definition of a Respectful Workplace
2.Importance and Benefits of a Respectful Workplace
3.Course Objectives and Structure

WEEK 2: UNDERSTANDING DIVERSITY AND INCLUSION

Objectives:

e Learn about the various dimensions of diversity (e.g., race, gender, age,
ability, and cultural background) and the importance of creating an
inclusive environment where all employees feel valued.

* Discuss how diversity enriches the workplace, promotes creativity, and
enhances problem-solving abilities.

e Identify common challenges in achieving diversity and inclusion and the
benefits of overcoming these challenges for both individuals and the
organization.

Topics:
1.Definition of Diversity and Inclusion
2.Role of Diversity in a Respectful Workplace
3.Challenges and Benefits

WEEK 3: EFFECTIVE COMMUNICATION SKILLS

Objectives:
* Examine the core components of effective communication, including clarity,
conciseness, and coherence.
e Emphasize the importance of active listening, including techniques to
improve listening skills and understand others’ perspectives.
» Explore the role of body language, facial expressions, and other non-verbal
cues in communication.

Topics:
1.Basics of Effective Communication
2.Active Listening
3.Non-verbal Communication
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WEEK 4: RECOGNIZING AND ADDRESSING UNCONSCIOUS BIAS

Objectives:
e Define unconscious bias and understand its roots and implications in the
workplace.
e Discuss how unconscious biases can influence decisions, behaviors, and
interactions, often unconsciously.
e Learn practical strategies to recognize and reduce unconscious bias,
fostering a more equitable work environment.

Topics:
1.What is Unconscious Bias?
2.Impact on Workplace Interactions
3.Strategies to Mitigate Unconscious Bias

WEEK 5: CONFLICT RESOLUTION AND MANAGEMENT

Objectives:

e TIdentify typical sources of conflict in the workplace, including
misunderstandings, differences in values, and competition for resources.

e Explore various conflict resolution styles (e.g., avoidance, accommodattion,
compromise, competition, and collaboration) and when to use them
effectively.

e Understand the principles of mediation and negotiation, including
techniques for facilitating constructive dialogue and reaching mutually
beneficial agreements.

Topics:
1.Common Sources of Workplace Conflict
2.Conflict Resolution Styles and Strategies
3.Mediation and Negotiation Techniques

WEEK 6: BUILDING A CULTURE OF RESPECT

Objectives:

e Identify key traits of a respectful workplace culture, such as trust,
fairness, and open communication.

* Discuss how leaders can model respectful behavior and create policies that
support a respectful workplace.

e Learn about organizational policies and practices that can reinforce a
culture of respect, including anti-harassment policies, diversity training,
and inclusive hiring practices.

Topics:
1.Characteristics of a Respectful Workplace Culture
2.Leadership's Role in Fostering Respect
3.Policies and Practices that Promote Respect

WEEK 7: ADDRESSING HARASSMENT AND BULLYING

Objectives:
e Define harassment and bullying, providing examples to illustrate these
behaviors.
» Discuss the negative effects of harassment and bullying on victims and the
broader workplace environment.
e Review procedures for reporting harassment and bullyin
organizations can take to address and prevent these b
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Topics:
1.Definition and Examples of Harassment and Bullying in the Workplace
2.Impact on Individuals and the Organization
3.Procedures for Reporting and Addressing Harassment

WEEK 8: EMPATHY AND EMOTIONAL INTELLIGENCE

Objectives:
e Define empathy and emotional intelligence and their significance in the
workplace.
e Explore how empathy can improve workplace relationships, enhance
communication, and reduce conflicts.
e Learn techniques to develop emotional intelligence, including self-
awareness, self-regulation, motivation, empathy, and social skills.

Activities:
1.Understanding Empathy and Emotional Intelligence
2.Role of Empathy in the Workplace
3.Strategies to Develop Emotional Intelligence

WEEK 9: TEAM BUILDING AND COLLABORATION
Objectives:

e Discuss the benefits of feamwork and collaboration, including increased

innovation, efficiency, and job satisfaction.

e Learn about various team-building strategies and activities that can
strengthen tfeam cohesion and cooperation.

e Identify common barriers to effective collaboration and strategies to
overcome them, fostering a more collaborative work environment.

Activities:
1.Importance of Teamwork and Collaboration
2.Strategies for Effective Team Building
3.0vercoming Barriers to Collaboration

WEEK 10: MAINTAINING A RESPECTFUL WORKPLACE

Objectives:
* Discuss the importance of ongoing efforts to maintain respect in the
workplace and strategies to sustain these practices.

e Explore methods for continuous improvement, including reqular feedback

and assessments.

e Develop personal action plans for contributing to a respectful workplace,

including specific goals and strategies for implementation.

Activities:
1. Sustaining Respectful Practices
2.Continuous Improvement and Feedback Mechanisms
3.Personal Action Plans for Fostering Respect




