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Module One: Getting Started 

Experiencing diversity is a part of living in a civilized society. 

Differences do not equal a right way or a wrong way; it is variety that 

can lead to a common goal. Understanding the various forms of 

diversity makes for a better company and world in general. 

 

 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with learning, it occurs 

more easily and rapidly. With that in mind, let’s review our goals for today.  

At the end of this workshop, participants should be able to: 

• Define diversity 

• Understand various forms of diversity 

• Comprehend the importance of diversity training 

• Handle conflicts with regard to diversity 

 

  

Diversity: the art of thinking independently 

together. 

Malcolm Forbes 
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Module Two:  Understanding Diversity 

Before you can know whether or not you are able to manage diversity, 

you must know what it is, its benefits, and implement and follow a 

policy that does not allow for discrimination. 

 

 

 

 

What is Diversity? 

Diversity is the inclusion of a wide variety of people of different races or 

cultures in a group or organization. It is vital that every employer and 

employee has an understanding of the concepts diversity. This course will 

discuss many diversity topics, such as how it relates to race, age, employees 

with disabilities, pregnant and lactating employees, and sexual preference. 

 

Benefits of Diversity 

Diversity brings many perspectives to a company, which is positive for the growth of 

individual employees and the company as a whole. Here are some specific benefits to 

companies that have a diverse workforce: 

• Large pool of knowledge 

• Fulfill the needs of your existing customers 

• Appeal to a larger, global customer base 

• Loyal employees 

• Legal compliance 

 

It is time for parents to teach young people 

early on that in diversity there is beauty and 

there is strength.  

Maya Angelou 
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Managing Diversity 

Managing diversity in the workplace is an integral function of the Human Resources 

department. Using the company’s written policy of diversity, HR must be able to 

effectively communicate these requirements to leadership, who must in turn be able 

to implement and ensure compliance by employees. 

Skills such as effective communication, treating each employee uniquely, promoting the collaboration of 

diverse small groups within the larger group, and being open-minded, are essential to managing 

diversity. 

 

Zero-Tolerance Policy 

A zero-tolerance policy is a plan that’s designed to prevent objectionable behavior. 

Additionally, it outlines the consequences for not adhering to the policy. 

Each company is responsible for drafting its policy and ensuring all pertinent elements 

are included. Some of these elements include: 

 

• Prohibited behavior 

o Physical harm to others 

o Discrimination 

o Sexual harassment 

• How to report non-compliance 

o To whom it should be reported (e.g. supervisor or HR) 

o Reporting method (e.g. hotline or written report) 

• Consequences for engaging in such behaviors 

o Verbal warning 

o Written warning 

o Termination 

o Legal action 

• Company’s responsibility 

o Provide training on the policy 

o Encourage employees to report incidences 

o Enforce punishment for non-adherence 

• Employees’ responsibility 

o Understand the policy 

o Report incidences 
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Case Study  

Macy and Lily have recently opened their publishing company. They are discussing the importance of a 

workforce that is diverse. They both agree that creating a policy that helps avoid discrimination and bias 

in the workplace is important. 

Macy stated that she understands why diversity is important, and how to manage it. However, she 

doesn’t really understand how a zero-tolerance policy fits in. 

Lily defines what the policy is, then goes on to explain what should be included in the policy. Macy then 

comprehends how everything works together, and volunteers to take the lead on writing the policy. 
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Module Two: Review Questions 

1. Which of the following was not a topic discussed, with regard to diversity? 

a) Race 

b) Height 

c) Age 

d) Disability 

2. Which of the following was a topic discussed, with regard to diversity? 

a) Weight 

b) Highest level of education attained 

c) Sexual preference 

d) Socio-economic status 

3. Diversity brings perspectives that are _____ for _____. 

a) Positive; Growth 

b) Negative; Growth 

c) Positive; Profit 

d) Negative; Profit 

4. Which of the below is not listed as a benefit of a diverse workplace? 

a) Large pool of knowledge 

b) Fulfill the needs of existing customers 

c) Appeal to a larger, global customer base 

d) Federal tax break 

5. Who must communicate a company’s policy of diversity to leadership? 

a) Any employee 

b) EEOC 

c) CEO 

d) HR 

6. Who must communicate a company’s policy of diversity to employees? 

a) Customers 

b) Other employees 

c) Leadership 

d) Vendors 
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7. Which of these is not an example of prohibited behavior that should be included in a zero-

tolerance policy? 

a) Physical harm to others 

b) Sexual harassment 

c) Discrimination 

d) Asking for a raise 

8. Which of these is a potential consequence for engaging in prohibited behaviors? 

a) Written warning 

b) Legal action 

c) Verbal warning 

d) All of the above 

9. What is true of a company’s policy of diversity? 

a) It should only be in verbal form 

b) It should be in written form and communicated verbally 

c) It should be in written form and does not have to be communicated verbally 

d) The company can choose whether it is in verbal form or written form 

10. With regard to a zero-tolerance policy, which of the following is the company not responsible 

for? 

a) Providing training on the policy 

b) Encouraging employees to report incidences 

c) Enforcing punishment for non-adherence 

d) Ensuring all reported incidents are forwarded to the local police department 

  

efficient what should not be done at all.” 

-Peter Drucker 
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Module Three:  Racial Diversity 

A workforce that is racially diverse, consists of employees who are from 

any racial background. There should be no restriction on the type of 

work that can be done or compensation, based on race. To go along with 

ensuring racial diversity, diversity with regard to ethnicity should also be 

included. 

 

 

 

 

Employer Responsibility 

There are many things an employer must do to make sure racial diversity is a 

priority in the company. 

 

 

1. Develop, implement, and disseminate a comprehensive policy that promotes racial diversity. 

2. Recruit and hire individuals of different racial backgrounds. 

3. Not segregate employees in the workplace, based on race. 

4. Not pay employees based on race. 

5. Not fire employees based on race. 

6. Impose consequences on anyone who does not adhere to this policy. 

 

  

In this country, we have no place for 

hyphenated Americans.    

Theodore Roosevelt 
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Benefits of Racial Diversity 

As with any form of diversity, racial diversity allows for different perspectives on many 

topics. The variety of ways of thinking can benefit the company in ways that enable 

personal and company growth. 

Examples of the benefits of racially diversity include: 

• Greater innovation 

• Less employee turnover 

• Quicker problem-solving 

• Higher profits 

• Greater employee involvement 

 

Diversity Initiatives 

In essence, an initiative is how a company responds to diversity. Using what 

the company sees as the diversity needs of its organization, it creates a 

strategic tactic to meeting those needs. 

Diversity initiatives typically include a major focus, and goals and objectives. 

Once these elements are clearly explained, everyone within the organization 

is responsible for implementation. 

Creating the initiative begins with developing a statement that focuses on the importance of the 

initiative. Afterwards, the vision is established. Lastly, the plan (which includes the goals and objectives) 

is drafted. 

 

Complaint Process 

When filing a complaint regarding racial discrimination, or any discrimination for that 

matter, you must be sure to follow the specific process set by your company. 

Before filing, make sure you have a legitimate reason for the complaint. You don’t 

want to waste your time or the time of others with a complaint you know is not a 

legitimate one. 

Once you have determined the basis of the complaint, be prepared to explain specific actions on which 

you are basing your claim. For example, if you are African-American and your supervisor tells you he 

must give the promotion to your Caucasian counterpart because they need more Caucasians in 

management positions, you have a valid reason for making this complaint. 

http://www.atlanticspeakersbureau.com/
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Whether your company requires a written complaint or one submitted on a recorded phone line, be 

sure to do within the required timeline of the offense. 

An investigation will be conducted. If the investigation goes in your favor, you may not be required to 

complete any additional steps. Actions against the offender will be taken at that time. If it does not go in 

your favor, you may want to appeal the decision. 

 

Case Study 

HR of the ABC Plumbing Supply Company is holding a company-wide meeting in which the company’s 

racial diversity initiative is being discussed. Pam just finished reading the initiative, and is now engaging 

in a Q&A session with the employees. 

John, an employee in the sales department asks Pam what they should do if they feel like another 

employee has discriminated against him. Pam tells John the steps to the complaint process. John thanks 

Pam.  

After the meeting, Pam asks John if she can help in any other way regarding the possible discrimination 

he has faced. John states that he understands how the process works and will be filing a complaint.  
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Module Three: Review Questions 

1. Regarding the employer’s responsibility with regard to racial diversity, which of the following 

can it NOT do? 

a) Implement a policy 

b) Recruit prospective employees from different racial backgrounds 

c) Hire employees from different racial backgrounds 

d) Segregate employees in the workplace, based on race 

2. Of the following, what can an employer not do with regard to its responsibilities and racial 

diversity? 

a) Impose consequences on anyone who does not adhere to this policy 

b) Fire employees based on race 

c) Develop a policy 

d) Not pay employees based on race 

3. Which of these does not come with racial diversity and different perspectives? 

a) Greater employee turnover 

b) Personal growth 

c) Company growth 

d) Higher profits 

4. Of the following, which of these is not associated with the lesson and racial diversity, and 

different perspectives? 

a) Quicker problem-solving 

b) Greater employee involvement 

c) Personal growth 

d) Less innovation 

5. According to the third lesson, an initiative is how a company responds to: 

a) Ageism 

b) Pay 

c) Racism 

d) Diversity 
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6. Which of these is not mentioned as an element included in an initiative? 

a) The names of those responsible for drafting the initiative 

b) Major focus 

c) Goals 

d) Objective 

7. What should you do before filing a complaint? 

a) Quit your job 

b) Make sure you have a legitimate reason for doing so 

c) Talk to the alleged offender 

d) Tell other employees what’s going on 

8. What is the required timeline for reporting an offense? 

a) 60 days from the day of the alleged offense 

b) 120 days from the day of the alleged offense 

c) 180 days from the day of the alleged offense 

d) Whatever the company’s policy states 

9. When filing a complaint, you should follow: 

a) The process outlined by the EEOC 

b) The process outlined by the company 

c) The process outlined by the union you belong to 

d) The process outlined by the local police department 

10. If a complaint is filed over the phone, _____________. 

a) You should have a person sitting next to you to serve as a witness 

b) You should do so during working hours only 

c) It should be done on a recorded line 

d) It should be done on your personal phone 
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Module Four: Employees with Disabilities 

The Americans with Disabilities Act was signed into effect in 1990. It prohibits 

discrimination against individuals with disabilities with regard to several 

areas, such as employment and transportation. Title I of the Act “prohibits 

private employers, state and local governments, employment agencies and 

labor unions from discriminating against qualified individuals with disabilities 

in job application procedures, hiring, firing, advancement, compensation, job 

training, and other terms, conditions, and privileges of employment.”  

Source: https://www.eeoc.gov/eeoc/publications/fs-ada.cfm 

 

Hiring 

There are many free resources that are designed to educate employers on how to 

recruit and hire employees with disabilities. For example, Employer Assistance and 

Resource Network on Disability Inclusion (EARN) offers publications on the topics of 

inclusion recruiting and hiring individuals with disabilities, as well as online trainings 

that check your understanding in these areas. 

The Workforce Recruitment Program for College Students with Disabilities (WRP) is another free source 

that links private companies and federal agencies with highly qualified candidates for temporary or 

permanent roles, in many different fields. 

 

Accessibility in the Workplace 

When it comes to accessibility in the workplace, it is more than just about the work site 

itself. There must be designated handicapped parking spaces, entrances and exits that 

accommodate wheelchairs and one-touch door opening. Other areas that must be 

taken into account include: 

• Hallways 

• Stairwells/Elevators 

• Restrooms 

• Cafeteria 

• Fire alarms 

-Lee Iacocoa 

 

The only disability is when people cannot see human 

potential.    

Debra Ruh 

 

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/
https://www.eeoc.gov/eeoc/publications/fs-ada.cfm


Page 13   Atlantic Speakers Bureau and Human Skills Development  

Benefits 

The benefits of hiring individuals with disabilities can greatly impact the company. For 

example, having a larger pool of candidates helps increase the likelihood that you will 

be able to select a candidate to fulfill every role within the company. Retaining good 

workers and boosting morale are also advantages. This can help with greater work 

ethic and loyalty to the company. Other aspects that are benefited included the ability 

to respond to the aging workforce, as well as the economic impact of being in-position to apply for and 

potentially receive work contracts with the government. 

 

Human Resources and Best Practices 

Human Resources must consider state and federal laws when completing the following, 

to ensure there is no overt or covert discrimination against prospective employees. As an 

HR representative, you are often the first point of contact when an employee wishes to 

make a complaint. Because efficient and effective handling of a complaint is an 

important responsibility, it is critical to understand and follow a careful process. 

 

• Where advertising job 

o Advertise where a diverse population can have access to it, not just a small group. 

• The job description 

o Do not use language that automatically discourages certain individuals from applying, 

providing the individual meets the basic education/experience requirement. Do not ask 

applicants if they have a disability. 

• Method(s) of applying 

o Allow for various ways of applying (e.g. consider methods that include individuals who 

are hearing impaired, sight impaired, etc.) 

• Interview process 

o If the first step is a phone interview, be sure to have accommodations for the hearing 

impaired. If the candidate is expected to meet you face-to-face, ensure the location can 

accommodate individuals with physical disabilities. 

• Conducting a background check 

o Do not inquire as to whether or not the candidate has a physical ability. 

In addition, HR must be mindful of any pre-employment testing such as written assessments or drug 

screenings. 
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Case Study 

Henry and Robert work in the HR department. They are talking about a new role for which they are 

seeking candidates. Henry volunteered to work on the job description since he has a lot of experience 

creating them. Once written, he showed Robert. Robert noticed a section that asks applicants to tell a 

little about themselves, when completing the application. Specifically, it asks if they have ever suffered a 

workplace injury. 

Robert understood Henry’s purpose for doing so, but thought it might be crossing the line and could be 

construed as a way of discriminating against individuals with disabilities. 

The two discussed this section and decided to remove it from the job description. 
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Module Four: Review Questions 

1. What does EARN do? 

a) Offers publications and online trainings on inclusion recruiting and hiring individuals with 

disabilities 

b) Links private companies and federal agencies with highly qualified candidates for temporary 

or permanent roles, in many different fields 

c) Offers a method for paying individuals with disabilities 

d) Creates jobs for people with and without disabilities 

2. What does WRP do? 

a) Offers publications and online trainings on inclusion recruiting and hiring individuals with 

disabilities 

b) Links private companies and federal agencies with highly qualified candidates for temporary 

or permanent roles, in many different fields 

c) Offers a method for paying individuals with disabilities 

d) Creates jobs for people with and without disabilities 

3. Must a work site have designated handicapped parking spaces? 

a) Yes, but only if there is at least one disabled person working at the company when the 

parking spaces are marked 

b) It is up to the discretion of the building owner 

c) Yes. At all times 

d) No 

4. Which of the following is not mentioned in the “Accessibility in the Workplace” lesson? 

a) Restrooms 

b) Cafeteria 

c) Fire alarms 

d) None of the above 

5. Which of these is mentioned as a benefit to hiring individuals with disabilities? 

a) Retaining good workers 

b) Large candidate pool 

c) Boost morale 

d) All of the above 
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6. Of the following, which is a benefit of hiring individuals with disabilities? 

a) Greater work ethic 

b) Potential to receive government contracts 

c) Loyalty to company 

d) All of the above 

7. Posting a job in all of the following locations, except ___, may construe discrimination. 

a) Cork bulletin board inside of an organization where only athletes are allowed 

b) Word-of-mouth to disabled individuals only 

c) Word-of-mouth to non-disabled individuals only 

d) Public, online job board 

8. Which of the following questions can be asked of a job applicant? 

a) Have you ever filed a worker’s compensation claim? 

b) In what year were you born? 

c) Can you speak Spanish? 

d) How did you learn to speak Spanish? 

9. When was the Americans with Disabilities Act initially signed into effect? 

a) 1965 

b) 1979 

c) 1990 

d) 2005 

10. What title of the ADA “prohibits private employers, state and local governments, employment 

agencies and labor unions from discriminating against qualified individuals with disabilities in job 

application procedures, hiring, firing, advancement, compensation, job training, and other 

terms, conditions, and privileges of employment”? 

a) Title I 

b) Title II 

c) Title III 

d) Title IV 
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Module Five: Pregnant Employees 

Pregnant employees are considered a protected class. They are protected by the 

Pregnancy Discrimination Act; employers are prohibited from using pregnancy – 

current, past, or possible future – as grounds for not hiring, firing, or disciplining 

them. It is important to know and follow the guidelines for hiring and 

accommodating pregnant workers or potential workers.  

 

 

 

 

Hiring 

Under the Pregnancy Discrimination Act, employers may not consider an applicant’s 

pregnancy in hiring decisions. Interviewers and other representatives of the 

organization cannot ask about an applicant’s pregnancy, plans for childcare after birth, 

or any other related issues. If the applicant brings up the topic of their pregnancy 

during interview and hiring, such issues may be discussed. However, these discussions 

must be led by the applicant, and information gained during them cannot be used during the hiring 

process. Even in the case of a visibly pregnant applicant, interviewers and others who interact with the 

applicant during the hiring process should not comment on their pregnancy. 

  

It’s never too late to give up your prejudices.

   

Henry David Thoreau 
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Accommodations 

Pregnant workers may occasionally need accommodations to be able to perform their 

jobs successfully. While pregnancy itself is not considered a disability, pregnant 

employees who experience temporary disability due to pregnancy are entitled to 

accommodations under the Americans with Disabilities Act. Likewise, if an organization 

allows employees with other temporary disabilities to take disability leave, the same 

accommodation must be provided to pregnant employees. Specific pregnancy-related conditions such 

as gestational diabetes and preeclampsia may be considered temporary disabilities and 

accommodations must be provided.  

Some common accommodations for pregnant employees include:  

• Putting the employee on light duty. 

• Transferring the employee to a less strenuous position, if the employee requests. 

• Affording the employee temporary disability leave. 

• Provide modifications so that the employee can perform their job. 

• Other reasonable accommodations as requested by the employee. 

 

Maternity Leave 

In the United States, paid maternity leave is not mandated by federal law. However, 

all employees who work for an organization with more than 50 employees are 

entitled to 12 weeks of unpaid (or paid, if the employee has accrued it) leave under 

the Family Medical Leave Act (FMLA). Employees must have worked for the 

organization for 12 months prior to taking the leave to qualify. Individual states and 

organizations have maternity leave policies that must be followed as well, so it is 

important to be familiar with the laws and policies that impact your specific 

situation.  

 

Firing 

Under the Pregnancy Discrimination Act, employees may not be fired for 

becoming pregnant or for needing accommodations to successfully perform 

their jobs. They also cannot be dismissed due to conditions stemming from 

pregnancy that qualify for protection under the ADA.  

A pregnant employee may be terminated due to performance issues, as long as those issues do not stem 

from conditions related to pregnancy, proper disciplinary process has been followed prior to 

termination, and there is no employment contract or other circumstance the prevents at-will 

termination. It is important when making the decision to terminate a pregnant employee that all 
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organizational policies regarding the disciplinary process, including documentation and communication 

with the employee about their performance, have been followed. Pregnant employees in specific states 

may have additional protections from termination, so it is important to be familiar with the laws and 

policies that impact your specific situation. 

 

Case Study  

Zamira and Johnathan are both on the hiring committee for a new project manager. They interviewed 

three excellent finalists and are now meeting with the committee to make a final hiring 

recommendation. Johnathan mentions that Shelby, the second candidate they interviewed, has a very 

impressive background and would be an excellent fit for the organization. “I don’t know about hiring 

her, though,” he says. “She’s 6 months pregnant, and the last time we hired someone who was 

expecting, they didn’t really work out. They took all kinds of sick time for morning sickness, and then 

they were gone for 12 weeks on maternity leave. It seems silly to hire Shelby now, when we know she’ll 

be going out on leave before too much longer. And who even knows if she’ll want to come back after 

she has the baby?” 

Zamira quickly reminded Johnathan that they could not consider Shelby’s pregnancy or concerns about 

her maternity leave in making a hiring decision. She explained to him and the rest of the committee that 

Shelby was covered by the Pregnancy Discrimination Act, and that they would be violating federal law if 

they chose to not hire Shelby on the basis of her pregnancy. Zamira further explained that if they hired 

Shelby and she experienced difficulties with her pregnancy, the organization would need to provide her 

with reasonable accommodations – but that the committee couldn’t consider any concerns about these 

accommodations in the hiring process. 

Once Zamira was certain that the committee understood that Shelby’s pregnancy could not be a factor 

in their hiring decisions, the group went forward with its deliberations. They agreed to make the job 

offer to Shelby the following week. 
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Module Five: Review Questions 

1. You are interviewing a candidate who appears to be pregnant. Which of the following is 

appropriate? 

a) Ask the candidate when the baby is due 

b) Do not raise the issue of the candidate’s pregnancy unless they do so first 

c) Offer the candidate a packet of information on local daycare centers near the office 

d) Show pictures of your own children 

2. Pregnant job applicants are protected from discrimination in hiring by which of these? 

a) Equal Rights Amendment 

b) Family Medical Leave Act 

c) Pregnancy Discrimination Act 

d) Americans with Disabilities Act 

3. Which of the following is true about providing accommodations for a pregnant employee? 

a) If the organization allows temporarily disabled employees to take disability leave, they must 

allow pregnant employees to do the same 

b) Accommodations must be made only if they do not inconvenience the organization 

c) The employee’s hiring manager decides which accommodations the employee needs 

d) None of these 

4. Pregnant employees who need accommodations due to pregnancy related conditions such as 

gestational diabetes are covered under which of the following? 

a) Family Medical Leave Act 

b) Your organization’s discretionary policy 

c) HIPPA 

d) Americans with Disabilities Act 

5. Which of the following is NOT true of maternity leave? 

a) A qualifying employee is entitled to 12 weeks of leave, paid or unpaid, under the FMLA 

b) An employee may be entitled to paid or unpaid leave under your organization’s specific 

policy 

c) There is federally mandated paid maternity leave of 6 weeks in the US 

d) There is currently no federally mandated paid maternity leave in the US 
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6. Under the Family Medical Leave Act, which is true? 

a) All employees are entitled to 12 weeks of paid leave 

b) All employees are entitled to 12 weeks of unpaid leave 

c) An employee is entitled to 12 weeks of leave, which may be paid or unpaid, if the 

organization has 50 or more employees, and the employee has worked for the organization 

for 12 months 

d) An employee is entitled to a full year of paid leave if the organization has 50 or more 

employees and the employee has worked for the organization for 6 months 

7. Which of the following is true of firing a pregnant employee? 

a) A pregnant employee can be fired for taking off too much time for doctor’s visits 

b) A pregnant employee cannot be fired for any reason 

c) A pregnant employee can be fired if they need accommodations that are inconvenient 

d) A pregnant employee may be fired for performance issues as long as these are not related 

to their pregnancy and proper disciplinary process is followed 

8. Which of the following steps must be taken before firing a pregnant employee? 

a) The employee must be notified that this is their last day. 

b) Your organization’s standard disciplinary process must be followed. 

c) The employee must be given 30 days’ notice. 

d) Nothing.  

9. Pregnant employees are a: 

a) Special class. 

b) Disabled class 

c) Temporary class 

d) Protected class 

10. When can an employer consider a prospective employee’s pregnancy status when deciding 

whether or not to hire? 

a) If the candidate is at least 3 months pregnant 

b) If the candidate is at least 6 months pregnant 

c) Never 

d) If the candidate is at least 8 months pregnant 
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Module Six:  Lactating Mothers 

Lactating parents – those who are producing breastmilk after the birth 

of a child – are entitled to certain accommodations from the employer. 

The Fair Labor Standards Act, as amended in 2010, requires employers 

to provide basic accommodations for lactating employees. Your 

organization should have a lactation accommodation policy. 

 

 

 

 

Lactation Accommodation Policy 

Your organization should have a formal lactation accommodation policy. The 

FLSA stipulates that the basic accommodations for lactating employees are that 

they be given an appropriate space and appropriate time to express breastmilk 

while at work, for up to one year after the child’s birth. State laws and union 

regulations may call for other accommodations, so it is important to be familiar 

with what is required in your specific situation. Your policy should state where the designated lactation 

space is, what the rules for the space are, and what amenities are provided. It should also state the 

procedure for reserving the space, the length of the allowed breaks and whether lactation breaks will be 

paid or unpaid. 

  

Diversity is not about how we differ. Diversity is 

about embracing one another’s uniqueness. 

Ola Joseph 
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Space in the Workplace 

Employers must provide an appropriate space for lactating employees to express 

breastmilk. This space cannot be in a restroom. Most organizations set aside an 

empty office or other space specifically for lactating employees. Workplaces with 

little extra space may provide access to a manager’s office or other space that can 

afford privacy. The lactation space should have a chair and a flat surface on which the 

employee can place a breast pump. Access to a refrigerator, whether in the lactation 

space or in another space, should be provided as well. There should be a clear 

procedure for reserving the lactation space, especially if it is a shared space such as an office.  

 

Break Time 

Employers must provide adequate break time for lactating employees to express 

breastmilk. The breaks may be unpaid, unless state law or union policies 

stipulate that they must be paid. In crafting a lactation policy, employers should 

specify how long of a break is allowed. (20 minutes is a common length.) The 

policy should also outline whether and how the employee needs to record 

lactation breaks on their time card or other time log, if applicable.  

 

Lactation Accommodation Exemptions 

All organizations with 50 or more employees must comply with the FSLA 

requirements for lactation accommodation. Organizations with fewer than 50 

employees are exempt from lactation accommodations if they can provide that 

complying with the FLSA will be an undue hardship.  

Gaining an undue hardship exemption is typically difficult. Because there are many innovative and 

creative ways to comply with the law, such as giving lactating employees access to a manager’s office at 

designated times, screening off areas, or even working with another nearby workplace to provide 

shared space, organizations are asked to explore a variety of solutions before applying for an exemption. 

 

 

  

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 24   Atlantic Speakers Bureau and Human Skills Development  

Case Study  

Ellen, Juan, and Sam are tasked with creating a lactation accommodation policy for their organization. 

Their previously very small organization has grown, and they have a colleague who will soon return from 

maternity leave. Ellen asks where their colleague will be given space to express milk. Sam suggests the 

accessible restroom, which is made for one person and affords privacy and access to a sink for washing 

the parts of the breast pump. Juan agrees that this might be a good solution, as their office is otherwise 

very small and there are no empty offices that can be set aside. 

Ellen explains that a restroom, even a private one, is not an appropriate place for pumping breastmilk. 

She stresses that per the policy around lactation accommodations, employees must be provided a place 

to pump that is not a bathroom. She acknowledges that there isn’t a lot of extra space, but asks her 

colleagues to think creatively. “Remember,” she says, “there doesn’t have to be a dedicated lactation 

space. Maybe we could find an office that affords privacy, and work out a schedule so that Chelsea can 

pump there.” The three of them brainstorm for a few minutes and come up with a solution: Ellen will 

offer her office to Chelsea when she returns, since it is private when the door is shut. She will work out a 

schedule with Chelsea and will vacate her office during the times Chelsea needs to pump.  

The three agreed that this was a good solution and wrote it into the policy. They agreed to revisit the 

policy as the organization grows and different space becomes available.  
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Module Six: Review Questions 

1. Under the FSLA, employers must provide which of the following to lactating employees? 

a) Paid one-hour breaks for pumping 

b) Appropriate space and adequate breaks for pumping while at work 

c) A dedicated lactation space that is used for no other purpose 

d) Equipment for pumping breastmilk 

2. Lactation accommodations must be provided for: 

a) 2 years after the child’s birth 

b) 18 months after the child’s birth 

c) 12 months after the child’s birth 

d) As long as the employee wishes to breastfeed 

3. Which of the following is not an appropriate space to offer lactating employees for pumping? 

a) The women’s restroom closest to the employee’s office 

b) A dedicated office that is used only for pumping breastmilk 

c) A screened-off area in the breakroom 

d) An office that provides privacy 

4. A lactation space should, at minimum, have which of the following? 

a) A refrigerator 

b) A chair and a sink 

c) A chair and a space to store pumping equipment 

d) A chair and a flat surface for the breast pump 

5. Employers must provide which of the following in terms of breaks for lactating employees? 

a) Paid one-hour breaks 

b) Unpaid one-hour breaks 

c) Paid breaks of a reasonable length, as determined by the organization 

d) Breaks of a reasonable length, to be paid or unpaid at the discretion of the organization 

6. Which of the following is the typical length of a “reasonable” break for pumping? 

a) 30 minutes 

b) 5 minutes 

c) 20 minutes 

d) One hour 
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7. Organizations are exempt from the lactation accommodation policy if which of the following is 

true? 

a) The organization has more than 50 employees 

b) The organization’s leadership is uncomfortable with pumping breastmilk on the premises 

c) The majority of the employees are men 

d) The organization can demonstrate that meeting the accommodations will pose an undue 

hardship 

8. Which of the following is a way that an organization who feels providing lactation 

accommodations might be a hardship can solve the challenge of providing accommodations? 

a) Working with the workplace next door to provide shared space for lactating employees at 

both organizations 

b) All of these 

c) Adjusting the employee’s schedule to better fit with space availability for pumping 

d) Screening off a corner of a storage space 

9. What is a lactating employee? 

a) One who is producing breastmilk, after the birth of a child 

b) One who recently lost a child at birth 

c) One who is in her first trimester of pregnancy 

d) One who is in her last trimester of pregnancy 

10. The FLSA was amended in what year, to require employers to provide break time for mothers to 

express milk, after the birth of a child? 

a) 2010 

b) 2012 

c) 2014 

d) 2016 
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Module Seven: Sexual Harassment 

Sexual harassment is a serious issue in the workplace. Understand 

what constitutes sexual harassment, how to educate employees to 

avoid committing sexual harassment and how to report such 

harassment if it occurs, and what the role of HR in addressing 

sexual harassment is are all key to building an equitable, effective 

organization. 

 

 

What is it? 

Sexual harassment is defined by the Equal Employment Opportunity Commission as 

“unwelcome sexual advances, request for sexual favors, and other verbal or physical 

harassment of a sexual nature.” Sexual harassment also includes the display of sexual 

or vulgar images in the workplace, insults based on the gender of the victim, and 

sexual or obscene jokes. More egregious acts of violence such as unwanted touching 

or forced sexual contact also fall under the umbrella of sexual harassment. Sexual 

harassment can be committed by a person of any gender against a person of any gender.  

 

Training 

Employees should receive training on sexual harassment both at onboarding and at 

regular intervals. Training should include discussing what sexual harassment is, why 

it is harmful, the process for reporting sexual harassment, and the disciplinary 

process and consequences if an employee is found to have committed sexual 

harassment. Training should address the organization’s specific policies around 

sexual harassment as well as federal regulations. Your organization can choose to 

offer in-person trainings or online training modules. Training should include all employees and should 

represent diverse scenarios in terms of types of potentially harassing behaviors and gender of the 

individuals presented. 

Diversity in the world is a basic 

characteristic of human society, and also the 

key condition for a lively and dynamic world 

as we see today. 

Jinato Hu 
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Policies 

Employers should create a sexual harassment policy outlining what constitutes sexual 

harassment, the process for reporting sexual harassment, and the disciplinary process 

and ramifications if an employee is found to have committed sexual harassment. It is 

important to include a statement recognizing that sexual harassment can be 

committed by a person of any gender, towards a person of any gender, and that 

sexual harassment can occur between members of the same gender. The policy 

should also clearly state that retaliation against an employee who reports sexual harassment is 

forbidden and subject to disciplinary action, and that the identity of those reporting sexual harassment. 

The policy should include mechanisms for reporting harassment via internal processes and external 

processes for those who might not prefer to report internally. It is also best practice to include 

statements acknowledging the harm done by sexual harassment and the organization’s commitment to 

preventing such harm and creating a safe and equitable workplace.  

Some employers also create a policy regarding consensual relationships in the workplace at the same 

time they create their sexual harassment policy so that there can be clear distinctions made.  

 

HR’s Role 

It is the responsibility of Human Resources to address sexual harassment in the 

workplace. This includes communicating policies, conducting training, establishing 

and communicating a reporting process, establishing and communicating a 

resolution process, and establishing and communicating a disciplinary process. 

Human Resources will also be responsible for maintaining documentation of any 

incidents and to carry out disciplinary actions. In the case of violent or more serious 

incidents, involvement of outside law enforcement is necessary. 

It is also HR’s responsibility to conduct investigations into allegations of sexual harassment in the 

workplace and to keep information surrounding those investigations confidential. Should the incident 

result in litigation against your organization, it is HR’s responsibility to protect the organization.  
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Case Study  

Helen hears the three men in her neighbor’s cubicle laughing and goes to investigate. As she passes the 

cubicle door, an explicit video of two people engaged in sexual acts is clearly visible. Her colleagues are 

commenting on the woman in the video’s body and making jokes about what is happening in the video. 

One of the men looks up and makes eye contact with Helen but does not say anything to her. Helen is 

very uncomfortable with the video and goes back to her cubicle, puts in her headphones, and attempts 

to work.  

At lunch, Helen tells Russel, her colleague, about the incident. “I was so uncomfortable. But it was in 

Liam’s cubicle on his computer. No one forced me to look. But I still feel really gross. I don’t know what 

to do. It’s not like I was hurt, but I don’t know if I can ever look at those guys the same ever again.” 

Russel reminds Helen that even if the video was not being shown directly to her, showing such material 

in the office where anyone can see it when they walk by could still be sexual harassment. “It made you 

uncomfortable. And they had to know that you could hear what they were saying, and that the video 

was easily viewable. You should consider going to HR. Do you remember when we went through 

training? If not, I can get you a copy of the reporting process.” 

Helen thought about it and went to HR to report the incident. The HR representative assured her that 

the complaint would be confidential and that the incident would be thoroughly investigated. Helen felt 

better knowing that the incident would be addressed appropriately. 
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Module Seven: Review Questions 

1. Which of the following is considered sexual harassment? 

a) Making sexual jokes in the breakroom 

b) All of these 

c) A female employee grabbing a male employee’s buttocks 

d) A manager asking for sexual favors in return for a promotion 

2. Which of the following is NOT true of sexual harassment? 

a) It can be committed towards a woman by a man 

b) It can be committed by a woman towards a man 

c) It is only ever committed against women 

d) It can occur between members of the same gender 

3. When should sexual harassment training be offered? 

a) At onboarding and at regular intervals 

b) Only after a complaint has been made 

c) At off boarding 

d) At employee request 

4. Sexual harassment training should include which of the following? 

a) Definition of sexual harassment 

b) Scenarios of sexual harassment of potential sexual harassment 

c) Potential consequences for committing sexual harassment 

d) All of the above 

5. Which of the following is NOT true of creating a sexual harassment policy? 

a) It should include a definition of sexual harassment 

b) It should ensure the confidentiality of those reporting harassment 

c) It should outline a procedure for reporting sexual harassment 

d) It is only necessary if your organization has had problems with harassment 

6. A sexual harassment policy should include all but which of the following? 

a) The process for reporting harassment 

b) Potential consequences for being found to have committed harassment 

c) A process for confronting one’s accuser 

d) All of the above 
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7. What is HR’s role in addressing sexual harassment in the workplace? 

a) Establishing a process for reporting harassment 

b) Training employees on sexual harassment and associated procedures 

c) Investigating allegations of sexual harassment 

d) All of the above 

8. What is HR’s role if legal action is taken against the organization for an incident of sexual 

harassment? 

a) HR’s role is complete once external action is taken 

b) To protect the organization 

c) To testify against the organization 

d) To fully cooperate with law enforcement 

9. Who defined sexual harassment as “unwelcome sexual advances, request for sexual favors, and 

other verbal or physical harassment of a sexual nature”? 

a) HR 

b) Labor union 

c) EEOC 

d) FSLA 

10. Who should receive training on sexual harassment? 

a) HR 

b) Supervisors 

c) New employees 

d) All employees 
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Module Eight: Employees Over Age 40  

Employees over the age of 40 years are protected from 

discrimination in recruitment, hiring, compensation, termination, 

and all other aspects of the employment process by the Age 

Discrimination in Employment Act (ADEA) of 1967. It is key to 

avoid age discrimination at all points of your organization’s 

employment process. 

 

 

 

Recruitment 

As you recruit applicants for your organization, it is important to ensure that 

your recruitment efforts such as job postings and ads, are free of age bias. 

Under federal law, it is illegal to express a preference for candidates under a 

certain age. (It is legal to state that an applicant must meet an age threshold to 

legally perform their jobs, such as needing to be 18 or 21 – this Is not 

considered age discrimination.) While you can ask for your applicants’ birthdays 

as part of the recruitment and application process, you may not ask directly about their ages. As 

applicants are selected to move on to the next stage of the hiring process, birthdates or other perceived 

markers of age cannot be used to weed out otherwise qualified candidates. While years of experience 

can sometimes seem to be a proxy for age, it is not illegal to consider a candidate’s length of experience 

in the field in recruitment. However, this should be discussed in terms of the experience, not in terms of 

what it appears to say about the applicant’s age. 

It is equally important to ensure that your recruitment efforts do not contain implicit age bias because 

they are not likely to include people over 40. For instance, only recruiting on a college campus has a 

degree of age bias built in, as you will be interacting mostly with potential candidates of traditional 

college age. Recruitment efforts should also avoid age bias in terms of relying on stereotypes about 

older applicants – as being not up to date on technology, as approaching retirement, as being harder to 

train than younger employees. 

 

Age is an issue of mind over matter.  If you 

don’t mind, it doesn’t matter.  

Mark Twain 
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Hiring 

Applicants over the age of 40 are protected from age discrimination in the hiring 

process. As you interview and hire candidates, be sure to check your hiring process 

for any signs of implicit or explicit age bias. For instance, do not comment on or ask 

about the candidate’s age or perceived age during the interview. You may ask 

questions about the candidate’s job experience, but do so in a way that does not 

reference age. Beware of any statements, even joking, about older people in general 

or that might express a desire to hire younger candidates.  

Discussions or deliberations surrounding potential hires should also be free of age bias. In making hiring 

decisions, the candidate’s age should not be a factor and should not be a topic of discussion. Any 

comments about the candidate’s age, about older people in general, or expressing a preference not to 

hire the candidate due to their age should be avoided, and should be addressed if they are made. 

Remind hiring committees or managers that it is illegal to pass over a qualified candidate for a younger 

equally qualified candidate based on age. (It is, however, permissible under federal law to hire a 

qualified older candidate over an equally qualified younger candidate with age as a factor, even if both 

candidates are over 40.) 

 

Salaries 

Workers over the age of 40 are protected from discrimination in salary and 

compensation by the Older Workers Benefits and Pay Act, which is part of ADEA. 

It is illegal to pay an older employee less than a younger employee who performs 

the same or substantially similar duties based on age alone. When assessing 

whether pay discrimination has occurred, it is the actual duties performed rather 

than the job description that should be considered. Salary nondiscrimination statutes also apply to 

benefits, overtime, allowances, and other forms of compensation in addition to salary itself. Employers 

are allowed to provide reduced benefits to older workers if the price of those benefits is the same as 

providing more benefits to younger employees. 
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Layoffs 

Employees over the age of 40 are protected from age-based layoffs and 

termination by the Older Workers Benefit Protection Act. This protects 

workers from unfair dismissal. It is important to abide by the OWBPA (which is 

part of the ADEA) when you must lay off or otherwise terminate an employee 

over the age of 40. 

Age cannot be the determining factor in laying off an employee over the age of 40. When you must lay 

off or otherwise terminate an employee over the age of 40, you must provide a severance agreement 

that includes an age discrimination waiver. This waiver should clearly explain that the employee is not 

being terminated due to their age. The severance agreement should clearly outline why the employee is 

being terminated, in easy to understand language. The agreement should refer explicitly to the ADEA as 

well. Do not pressure the employee to sign the waiver immediately. Provide them with enough time to 

read and consider the waiver and other agreements, and to seek out additional information if necessary. 

If the employee is part of a large layoff, it is vital to be sure that age was not a factor and that the layoff 

(or risk of layoff) applied equally to all employees regardless of age. 

 

Case Study  

Erica and Jameel are interviewing applicants for an open position at their organization. They have 

interviewed several strong candidates and are discussing which would be the best to hire. “I really liked 

Eleanor,” Erica says. “She has such strong experience in the industry and she has worked at a lot of the 

top agencies in our field. I think she would be a great addition to our team.” 

“I don’t know,” says Jameel. “She’s been in the field a long time, sure. But she’s got to be at least 45. I 

mean, how long will she really stay if she’s within 15 years of retirement? Wouldn’t it be better to get 

someone younger who’s more current with the latest technology and trends in the industry?” 

Erica is alarmed. She reminds Jameel that they cannot consider an applicant’s age in their hiring 

decision. “Besides, we don’t know that Eleanor is not up to date with the latest technology. That’s a 

stereotype about older folks, and we definitely need to be careful about that in hiring. We need to 

evaluate Eleanor on her experience and her interview performance. It’s not only unethical to pass her 

over due to her age, it’s illegal.” 

Erica explained the problem of age discrimination and Jameel saw that he had been relying on 

stereotypes about older people in his evaluation of Eleanor. They were able to agree that Eleanor was 

the best candidate and put her forward for a job offer. 
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Module Eight: Review Questions 

1. Employees over the age of 40 are protected from age discrimination by which of the following? 

a) FMLA 

b) ADEA 

c) HIPPA 

d) ADA 

2. Which of the following is not allowed during the recruitment process? 

a) Indicating that an applicant must be 18 years old 

b) Expressing preference for applicants with a certain number of years of experience 

c) Expressing preference for applicants under 35 years of age 

d) All of the above 

3. Which of the following would potentially indicate age bias in hiring? 

a) Passing over a qualified applicant who is 50 for a less qualified one who is 30 

b) Choosing a qualified candidate who is 55 over an equally qualified candidate who is 50 

c) Asking the applicant to describe their job experience 

d) All of these 

4. Which of the following does not indicate age bias in the hiring process? 

a) Questioning whether the employee has kept up on technology due to their age 

b) Expressing concern that the applicant will retire soon 

c) Expressing preference for a younger candidate based on stereotypes about older people 

d) Discussing the applicant’s deep experience 

5. Employees over 40 are protected from discrimination in salary and compensation by which of 

the following? 

a) FERPA 

b) HIPPA 

c) PDA 

d) ADEA 

6. Which of the following is not considered age discrimination in hiring? 

a) Basing an employee’s salary on their years of experience in the field 

b) Paying a younger employee the same as an older employee who does the same duties 

c) Paying a younger employee more than an older employee who does the same duties, 

because the younger employee is believed to have more potential 

d) All of the above 
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7. Which of the following is required when laying off an employee over the age of 40? 

a) The employee should be presented with an age discrimination waiver 

b) All documents should be in clear, easy to understand language 

c) A clear reason for termination must be given 

d) All of the above 

8. When laying off an employee over the age of 40, you should do which of the following? 

a) Avoid talking about age discrimination at all 

b) State clearly that the ADEA and OWBPA is in effect 

c) Require the employee to sign the age discrimination waiver on the spot 

d) All of the above 

9. In what year did the initial ADEA go into effect? 

a) 1953 

b) 1967 

c) 1972 

d) 1989 

10. When is it acceptable to ask the age of a prospective employee? 

a) Anytime 

b) When the candidate appears to be under the age of 40 

c) Never 

d) When the candidate appears to be over the age of 40 
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Module Nine: LGBTQ 

LGBTQ – Lesbian, Gay, Bisexual, Transgender, and Queer – people are 

currently not protected by federal law against discrimination in 

employment in the United States. Individual states and municipalities 

have nondiscrimination ordinances, but these vary widely. Many protect 

lesbian, gay, and bisexual employees but not transgender employees. 

Individual organizations operating in areas where there is no legal 

protection for LGBTQ people may craft nondiscrimination policies that 

apply internally.  It is important to understand your local laws when crafting a nondiscrimination policy 

for your organization.  

 

Phobia’s 

Homophobia is defined as a dislike of, bias against, or prejudice against gay, lesbian, 

and bisexual people. Transphobia, which is a dislike of, bias against, or prejudice against 

transgender people, operates in much the same way and is intertwined with 

homophobia. Both can create a hostile and unsafe work environment for LGBTQ 

employees. Homophobia can take the form of slurs and insults based on a person’s 

actual or perceived sexual orientation, but it can take more subtle forms such as spreading rumors or 

gossip about a person’s sexual orientation, asking invasive questions about a person’s sexual orientation 

or gender identity, excluding someone from events or activities based on their sexual orientation or 

gender identity, or making jokes about LGBTQ people. Many LGBTQ people do not disclose their sexual 

orientation or gender identity at work out of fear of homophobia and transphobia, and may even 

actively hide these aspects of themselves. This is known as being closeted or in the closet. 

 

Human Rights Campaign 

The Human Rights Campaign, also known as HRC, is the largest LGBTQ rights 

organizations in the United States. It advocates for equality through culture change 

and legislation. It currently is active in advocating for the Equality Act, which would 

provide federal level protection against discrimination for LGBTQ people. HRC 

provides education to the public on LGBTQ issues, including workplace equality 

issues, and is a resource for organizations wishing to create more equitable workplaces for LGBTQ 

employees. It provides resources for those wishing to create LGBTQ inclusive policies in the workplace 

and other domains of life. They can be found online at http://www.hrc.gov 

Strength lies in differences, not in similarities. 

Stephen R. Covey 
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Company’s Mission Equality Statement 

More and more organizations, even in states where employment discrimination against 

LGBTQ people is not prohibited, are drafting mission equality statements that express 

commitment to equality for LGBTQ employees. If you are unsure whether your 

organization has such a statement, Human Resources can tell you and provide a copy of 

such a statement if it exists. If your organization does not have such a statement, 

consider drafting one. Guidelines for creating an effective statement can be found on the HRC website 

and through the Society for Human Resources Management. 

Research shows that companies with equality statements give organizations an edge in recruiting 

qualified candidates and promote workplaces that are welcoming and inclusive of LGBTQ people and 

their allies. Organizations that do not have such statements may struggle to hire the best talent, 

especially in states where there are no state-level protections for LGBTQ people. 

This statement should include a mission and vision for promoting LGBTQ equality in the organization. It 

should also clearly state the organization’s values and commitment to nondiscrimination. It should also 

outline the procedure for filing a complaint and describe how such complaints are resolved. 

 

LGBTQ Resource Groups 

You may wish to form an LGBTQ resource group at your workplace to address issues 

facing LGBTQ employees. This group can be especially helpful if your organization 

does not already have a mission equality statement or nondiscrimination policy and 

you are located in an area that does not afford legal protections to LGBTQ 

individuals. To form a group, follow your organization’s process for creating a 

resource group. If your organization does not already have a procedure for forming a resource group, 

ask if you can create one. Recruit people to be in the resource group. They do not have to be LGBTQ to 

participate, and you may get more buy in to the group and its recommendations if you have non-LGBTQ 

members. When you create the group, you will want to create goals and a mission. Your mission could 

be as simple as working to cultivate a more inclusive environment for LGBTQ people at your 

organization. Your goals could include drafting a mission equality statement, improving the company’s 

score on the HRC equality index, or participating in LGBTQ causes in your city. 
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Case Study  

Angelita and her wife Sheri are moving to a new city in a new state so that Sheri can go to graduate 

school. Angelita is looking for a job in their new city and makes contact with a friend who works for a 

firm in her field. She asks about the company’s nondiscrimination policy for LGBTQ employees. “Don’t 

worry,” her colleague reassures her. “Everyone here is so nice. No one will treat you differently. Most 

people here are very progressive.”  

Angelita replies, “That may be true, but you have to understand. Your state doesn’t have a law that 

prevents discrimination against LGBTQ people, and there is no federal law protecting us either. It’s really 

important to me to work someplace that has an explicit policy.” Her colleague is surprised to learn that 

LGBTQ people are not protected from employment discrimination. The next day he approaches his 

manager and HR representative. 

“I think we need to draft a nondiscrimination policy that applies to LGBTQ employees here. We are 

missing out some great talent because people are afraid to apply here because they don’t know if we 

are inclusive. How do we go about creating such a policy?” 

A few weeks later, employees got together to form a resource group. Together they drafted an equality 

statement and set some goals for making their workplace more explicitly supportive of LGBTQ 

employees. 
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Module Nine: Review Questions 

1. Which of the following is true of employment discrimination toward LGBTQ people? 

a) No state has laws prohibiting such discrimination 

b) There is currently no federal law prohibiting such discrimination 

c) All 50 states have laws prohibiting such discrimination 

d) Such discrimination is prohibited by federal law 

2. Which of the following is an example of homophobia or transphobia in the workplace? 

a) Excluding a gay employee from group lunches 

b) Asking a transgender employee whether she has had gender confirmation surgery 

c) All of these 

d) Spreading a rumor that an employee is bisexual 

3. What does HRC stand for? 

a) Human Rights Campaign 

b) Human Rights Coalition 

c) Human Rights Corporation 

d) Homosexual Rights Corporation 

4. HRC is currently supporting which of the following pieces of legislation? 

a) FMLA 

b) Equal Opportunity Act 

c) Gay Employee Bill of Rights 

d) Equality Act 

5. Which of the following is a reason your organization might want to have a company mission 

equality statement? 

a) It establishes commitment to LGBTQ equality in the organization 

b) The organization is in a state that does not have legal protection for LGBTQ people 

c) It signals to potential employees that the organization is committed to equality for LGBTQ 

people 

d) All of the above 

6. Which of the following should be included in your organization’s mission equality statement? 

a) The organization’s mission to promote equality for LGBTQ people 

b) The organization’s core values 

c) All of these 

d) The organization’s goals for creating equality 
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7. Which of the following is true when forming an LGBTQ resource group? 

a) It should be open to all interested employees regardless of sexual orientation or gender 

identity 

b) It should establish a mission, vision, and goals 

c) It should follow your organization’s established process for resource groups 

d) All of the above 

8. Which of the following is not a possible goal for an LGBTQ Resource Group? 

a) Raising the organization’s score on the HRC Equality Index 

b) Advocating for legislative change in their state 

c) Crafting a nondiscrimination statement for their organization 

d) Supporting LGBTQ causes in their city 

9. What is the largest LGBTQ rights organizations in the United States? 

a) GLAD 

b) NLGLA 

c) HRC 

d) PFLAG 

10. Many LGBTQ people do not disclose their sexual orientation or gender identity at work out of 

fear of homophobia and transphobia. This is known as being ___. 

a) Outside the box 

b) Inside the lines 

c) Around the corner 

d) Closeted 
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Module Ten: Sensitivity Training 

Sensitivity training refers to training that is designed to develop employees’ 

awareness and understanding of group dynamics and their role in groups. It 

is also designed to raise employees’ awareness of their own attitudes and 

biases so that they can transform their thinking and contribute to a more 

equitable workplace. It often focuses on issues such as race, gender, religion, 

and cultural difference. 

 

 

Benefits 

Sensitivity training has been shown to have many benefits. Perhaps most importantly, 

it raises awareness of cultural difference and diversity, allowing employees to better 

understand and interact with people different than themselves. It can help employees 

successfully change behaviors that might be offensive or hurtful because they are born 

of biases (both conscious and unconscious). Employees report being better able to 

make decisions because they are aware of their biases and how these might play into decision making; 

this awareness allows them to make different choices.  

Sensitivity training has also been shown to improve employees’ communication skills. As they become 

aware of differences in communication style, including forms of communication that might be hurtful, 

they can change their communication behaviors. This leads to a more harmonious and productive 

workplace. Finally, sensitivity training helps to foster an inclusive workplace environment by establishing 

that biases are unacceptable and encouraging employees to change behavior and speak up when they 

see bias in action. It can also promote a workplace environment where differences are valued. 

  

Tell me and I forget, teach me and I may 

remember, involve me and I learn.    

Benjamin Franklin 
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Training Content 

The content of sensitivity training can vary. You may choose to focus a training on 

a specific area, such as gender or race. Alternatively, your organization may want 

to do a broader sensitivity training around a number of issues. It is important to 

create content that is engaging, interactive, and informative. It is also important to 

avoid as much as possible presenting the material in a way that promotes shame 

or guilt among participants. Training should include company policies and procedures for dealing with 

bias, but the focus should not be on punishment and consequences. Instead, the goal is for employees 

to reflect and potentially change their behavior. Including scenarios for participants to evaluate and 

opportunities to engage in honest self-reflection is key to constructing a quality sensitivity training.  

Seek to motivate your participants by describing what they will gain from the training, such as increased 

self-insight and understanding. Tie the learning to their experiences and invite them to share those 

experiences at appropriate times. Perhaps most importantly, make the training interactive. If the 

participants are disengaged, they will not benefit from the training. Build in times for them to interact 

with each other and with the material itself. 

You can create your own sensitivity training based on what you observe in your workplace, company 

policies, and expressed needs. You can also hire an outside training company to facilitate sensitivity 

training. 

 

Method(s) of Delivery 

Ideally, sensitivity training should be delivered in person in a group setting. This 

allows for the greatest opportunities for interaction and shared learning. If delivered 

in person, training should be done in a space where there is room for participants to 

spread out and interact. It is also key that the training is not just a trainer talking or 

reading a PowerPoint in the front of the room. Build in icebreakers, times for quiet 

reflection, interactive exercises, and periodic knowledge checks. Also, build in time for breaks, since this 

material can be overwhelming. 

Online delivery is an option for sensitivity training as well. Though it lacks the interactive component of 

in person group training, it can be an effective method of delivery. When creating an online sensitivity 

training, you will likely use a program such as PowerPoint. However, it is key to create engaging content 

with videos, sound clips, interactive knowledge checks, and clearly stated goals and tasks.  
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Assess Effectiveness 

It is important to assess the effectiveness of your sensitivity training program. 

While one indicator of success may be a decline in reported bias incidents, there 

are other more immediate ways to assess effectiveness. One way is to give 

participants a pretest and posttest to see whether their knowledge has changed 

over the course of the training. You can also ask participants to complete reflective writing exercises 

that discuss what they have learned and how they will behave differently (if at all) going forward now 

that they have completed training. If you build interactive knowledge checks, you may be able to assess 

knowledge and change this way; using quizzes or interactive software can be effective. Perhaps one of 

the most used and most effective forms of assessment is a post-training survey where you have 

participants rate the training, what they have learned, and how valuable they found the training. 

 

Case Study  

BLR Company has decided to conduct a sensitivity training. As the organization has grown and become 

more diverse, it has become clear that some employees are not sure how to appropriately engage with 

people who are very different from them. There have been reports of jokes about immigrants, 

interactions in which one party has felt bullied, and statements made in meetings expressing bias 

against women. The organization tasks Eugene and Mary with building a sensitivity training and 

delivering it to his colleagues.  

Eugene is unsure how to create this training, so he goes online and looks at several different packages 

that are available. He notices that all the training materials stress that the goal is for people to grow and 

change, and not to feel shame or guilt over having had biases. He and Mary begin to create a 4-hour 

training that will incorporate discussion of company policies about nondiscrimination, opportunities for 

employees to reflect on their own biases and past behavior, and exercises in which employees will 

explore difference and learn new ways of engaging with people. They will assess the program through a 

pre and posttest and a survey, as well as through interactive quizzes built into the slides of training 

content.  
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Module Ten: Review Questions 

1. Which of the following is not a goal of sensitivity training? 

a) To encourage employee awareness of their own biases 

b) To encourage employees to feel shame or guilt about having biases 

c) To enable employees to make different choices when interacting with difference 

d) To promote a more inclusive and productive workplace 

2. Which of the following are benefits of sensitivity training? 

a) It promotes a culture of inclusiveness in the workplace 

b) It helps employees feel empowered to speak up when they see bias in action 

c) All of these 

d) It helps employees learn new behaviors and ways of communicating 

3. Which of the following is not true of quality sensitivity training content? 

a) It should be lecture-based 

b) It should be interactive 

c) It should be engaging 

d) It should motivate participants to learn 

4. Which of the following is not a way to motivate participants in a sensitivity training? 

a) Explain that they will develop greater self-insight 

b) Explain that they will learn more about how to work well with others 

c) Explain that they will be helping to promote a more inclusive workplace 

d) Explain that not completing the training will result in disciplinary action 

5. Which of the following is true of in-person delivery of sensitivity training? 

a) It is the preferred method of delivery 

b) It allows for greater interaction among participants 

c) It can be done with in-house created content or purchased materials 

d) All of the above 

6. Which of the following is true of online delivery of sensitivity training? 

a) It is the preferred method of delivery 

b) It allows for greater interactivity 

c) It is not the preferred method of delivery but can be effective 

d) It is more effective than in person delivery 

  

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 46   Atlantic Speakers Bureau and Human Skills Development  

7. Which of the following are ways to assess the effectiveness of sensitivity training? 

a) Using a pre- and posttest to see how participant knowledge has changed 

b) Use interactive knowledge checks and quizzes 

c) Have participants complete a survey after training 

d) All of the above 

8. Which of the following is an indication of an effective sensitivity training? 

a) Increased reports of bias in the workplace 

b) Decreased reports of bias in the workplace 

c) Greater employee turnover 

d) None of these 

9. According to this module, which of these is designed to develop employees’ awareness and 

understanding of group dynamics and their role in groups? 

a) Sensitivity training 

b) Promotional training 

c) Job training 

d) Refresher training 

10. Sensitivity training should be based on: 

a) A national template 

b) The company’s individual needs 

c) A state-wide template 

d) What the minority of employees feels is necessary 

.  
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Module Eleven: Handling Diversity Complaints 

Hopefully, you will never have to handle a diversity complaint in 

your organization. However, even in workplaces with a positive, 

inclusive culture and well-trained employees, diversity complaints 

can arise. It is vital that your organization has clear processes for 

reporting, investigating, and resolving diversity complaints.  

 

 

 

 

Create a Step-by-Step Process 

It is important to create a step by step process for diversity complaints. This process 

should take employees through the process from the act of reporting to resolution. 

The process should be clear, easily understandable, and readily available to 

employees. It should be incorporated into training and be communicated to 

employees on a regular basis.  

Your process should include these steps. You may wish to include further steps depending on your 

organizational structure and needs. 

• To whom diversity complaints should be reported, including their location and contact 

information. 

• How to report a diversity complaint. Creating an accessible standard form is considered 

best practice. 

• The time frame for filing a report. 

• What documentation, if any, is required or recommended. 

• The steps involved in investigating the complaint. 

• A time frame for the investigation. 

• Procedure for if the complaint is found to be without merit. 

• Procedure for if the complaint is found to be with merit. 

Respectful communication under conflict or 

opposition is an essential and truly awe-inspiring 

ability. 

Bryant McGill 
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Publish the Process 

Once a diversity complaint process has been created, it must be published. It is 

important that the process be published in accessible formats and be available 

for any employee to review at any time.  

It is best practice to publish the process in multiple ways. Just as offices display a 

poster from the Equal Employment Opportunity Commission in a conspicuous 

place such as a breakroom, you should consider publishing your procedure in the same way. You should 

distribute the process via email to all employees, include it in any employee handbooks (physical or 

digital), store a digital copy on a network or shared drive, place it on the HR website, and keep printed 

copies in Human Resources. It should be easy for any employee who needs to file a complaint or who is 

considering filing a complaint to find the process. 

 

Train Employees 

Once a step by step process for handling diversity complaints has been created and 

published, it will be necessary to train employees on the process. This may be part 

of larger training on diversity issues in the workplace done at onboarding or at 

regular intervals, or may be a stand-alone training. All new employees should be 

trained in the process at onboarding, and current employees should be trained on a regular basis. 

Having employees retake the training on an annual or other regular basis is considered best practice.  

Training may be offered in person and in groups, or it may be self-paced and online. Create training 

materials that walk employees through the complaint process, including stressing confidentiality of 

complaints and the fact that retribution is prohibited. It might be useful to also refresh employees on 

what types of issues may warrant a complaint. Be sure to include contact information for relevant 

individuals in Human Resources for any subsequent questions. 
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Retaliation 

It is important to protect employees who lodge a diversity complaint from 

retaliation. Retaliation occurs when someone – not necessarily the person 

accused – engages in negative action toward a person who has filed a complaint. 

Federal law prohibits retaliation of any kind for filing a diversity complaint. 

Retaliation includes but is not limited to: 

• Reprimanding the employee who filed a complaint without reason 

• Giving the employee lodging the complaint a performance evaluation lower than it should be 

• Firing the employee lodging the complaint without cause 

• Threatening the employee to withdraw the complaint 

• Threatening the employee with firing or demotion 

• Demoting the employee without cause 

• Transferring the employee to a less desirable position 

• Giving the employee less desirable work shifts 

• Not scheduling the employee for work shifts even though they are available 

Your organization should have a clear policy for dealing with retaliation. That policy should be published 

and employees should be trained on it. 

 

Case Study  

Devon’s manager has been pressuring him to go out for drinks after work for several months. Devon 

keeps reiterating that he doesn’t drink alcohol and, since he takes the train, prefers to head home 

directly after work. His manager offers to drive him home, and says that they can go to a bar and Devon 

can have something without alcohol. This all makes Devon uncomfortable, especially since he knows 

that his manager is a married man. Devon tells his office mate about the manager’s advances. “I don’t 

know what to do. I’m super uncomfortable, but it’s not like he’s actually done anything to me. Besides, I 

have a performance evaluation coming up, and I really need a raise. I’m afraid if I keep putting him off, 

he’ll give me a bad review.” 

Devon’s office mate assures Devon that the manager’s behavior is inappropriate and encourages Devon 

to file a complaint with HR. Devon replies that he wouldn’t even know how to start. His office mate 

shows him the step by step process for reporting a complaint, which is on the shared drive. Together 

they download the complaint form and Devon fills it out. “And remember,” his office mate says, “he’s 

legally not allowed to retaliate against you. Your complaint is confidential, but even if he finds out, he 

can’t give you a bad review as revenge. If he does, HR will take care of it.” 

Devon filed the complaint the next day and felt assured the HR would resolve the matter. 
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Module Eleven: Review Questions 

1. Which of the following is true of establishing a process for handling diversity complaints? 

a) It is only needed in large organizations 

b) It should be a step-by-step process 

c) It should be a general outline that is open to interpretation 

d) It is unnecessary 

2. What should be included in your process for handling diversity complaints? 

a) The person or people to whom complaints should be reported 

b) A time frame for filing complaints 

c) All of these 

d) A time frame for investigating complaints 

3. Which of the following is true of publishing your complaint process? 

a) It should be published in multiple formats 

b) It only needs to be in the employee handbook 

c) It is not necessary to publish the process unless asked 

d) It should be published only in electronic format 

4. Which of the following is a consideration when publishing your organization’s complaint 

process? 

a) It should be in clear, easy to follow language 

b) It should be published in multiple formats 

c) It should be easy for employees to access 

d) All of these 

5. When should employees be trained on the complaint process? 

a) At onboarding only 

b) When an accusation is leveled against them 

c) When an accusation is leveled at any employee in the organization 

d) At onboarding and on an ongoing basis 

6. How should training on the complaint process be delivered? 

a) In person in a group format 

b) Online and self-paced 

c) All of these 

d) In conjunction with other sensitivity or diversity training 
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7. Which of the following is not an example of retaliation? 

a) Giving an employee who has filed a complaint an unwarranted bad performance review 

b) Threatening an employee with termination if they do not withdraw their complaint 

c) Changing an employee who has filed a complaint to a less desirable schedule 

d) Complaining to a colleague about a complaint filed against you 

8. Retaliation for filing a diversity complaint is forbidden by which of the following? 

a) Discretionary company policy 

b) Federal law 

c) FMLA 

d) None of these 

9. The complaint process should address which of the following? 

a) Reporting, investigating, and resolving 

b) Reporting 

c) Investigating and resolving 

d) Reporting and resolving 

10. When is retaliation allowed? 

a) If an individual is verbally reprimanded for the incident 

b) If an individual is criminally charged for the incident 

c) If an individual’s job is terminated because of the incident 

d) Never 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to Workplace Diversity is just beginning.  Please take a 

moment to review and update your action plan. This will be a key 

tool to guide your progress in the days, weeks, months, and years to 

come. We wish you the best of luck on the rest of your travels!  

 

 

 

 

Words from the Wise 

Robert Kennedy: Ultimately, America’s answer to the intolerant man is diversity. 
 
George Bernard Shaw: Progress is impossible without change, and those who cannot change 
their minds cannot change anything. 
 
René Dubos: Human diversity makes tolerance more than a virtue; it makes it a requirement 
for survival. 
 
Tim Cook: You can focus on things that are barriers or you can focus on scaling the wall or 
redefining the problem. 
 
Michelle Obama: You should never view your challenges as a disadvantage. Instead, it’s 
important for you to understand that your experience facing and overcoming adversity is 
actually one of your biggest advantages. 

Different roads sometimes lead to the same 

castle. 

George R.R. Martin 
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