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PURCHASE ORDER TERMS AND CONDITIONS 

 (revised 04/2012) 

1. APPLICABLE LAW: The contract resulting from this order shall be governed by the laws of the State of California 
2. COMPLETION OF ORDERS: LRCCD reserves the right to withhold payment until order is completed. 
3. DISCOUNTS:  Please show cash payment discount offered on your invoice in connection with any discount offered, time will be computed from date of delivery 

of the supplies or equipment, or from date correct invoices are received in the office specified by LRCCD if the latter date is later than the date of delivery.  
Payment is deemed to be made for the purpose of earning discount, on the date payment is mailed or on behalf of LRCCD. 

4. INVOICES: Invoices shall be prepared and submitted in duplicate unless otherwise specified.  Invoices shall contain Purchase order number, date, description of 
items, sizes and quantities, unit prices, extended totals, place and date of delivery.  Invoices or vouchers not on printed bill heads shall be signed by the 
CONTRACTOR or person furnishing the supplies or services.  Every invoice shall be properly itemized. If LRCCD has not received billing for product or 
services within a one year period LRCCD will not be held responsible for satisfying the debt. 

5. CHANGES:  No change or modification in terms, quantities, or specifications may be made without express authorization in writing from the LRCCD Purchasing 
Office and signed by the parties hereto, and no oral understanding or agreement not incorporated herein shall be binding on any of the parties hereto.  If unit cost 
of any item exceeds the amount shown by 10% or $250.00 whichever is less do not ship.  Contact LRCCD Purchasing at the phone number provided.  

6. BILL OF LADING: If Bill of Lading is applicable to this order, send originals to “Ship to” address and duplicate Bill of Lading with invoices to “Bill to” address. 
All correspondence, invoices, bills of lading, shipping memos, packages, etc., must show purchase order number.  If factory shipment, advise factory to comply. 

7. TRANSPORTATION CHARGES: Invoices for prepaid transportation charges must be supported by original receipted expense bills. 
8. FOB POINT AND FREIGHT CHARGES: Unless otherwise specified on this order, all items shall be delivered FOB Destination.  No charge for delivery, 

drayage, express, parcel post, packing, cartage, insurance, license fees, permits, or for any other purpose will be paid by LRCCD unless expressly included and 
itemized in the order.  Unless otherwise shown, on “FOB Shipping Point” transactions, CONTRACTOR shall arrange for lowest cost transportation, prepay and 
add freight to invoice and furnish supporting freight bills if the amount exceeds $50.00.  On “FOB Shipping Point” transactions, should any shipments under this 
purchase order be received by LRCCD in a damaged condition and any related freight loss and damage claims filed against the carrier or carriers be wholly or 
partially declined with the inference that damage was the result of the act of the shipper such as inadequate packaging or loading or some inherent defect in the 
equipment and/or material, CONTRACTOR on request of LRCCD shall at CONTRACTOR’s own expense assist LRCCD in establishing carrier liability by 
supplying evidence that the equipment and/or materials was properly constructed, manufactured, packaged, and secured to withstand normal transportation 
conditions.  Shipments that are California intrastate in nature and where freight is to be borne by LRCCD shall be tendered to carriers with written instructions that 
rate and charges may not exceed the lowest lawful rates on file with the California Public Utilities Commission. 

9. PATENT INDEMNITY: The CONTRACTOR shall hold LRCCD, its officers, agents and employees harmless from alleged liability of any nature or kind, 
including costs and attorney fees and expenses, for infringement or use of any copyrighted or uncopyrighted composition, secret process, patented or unpatented 
invention, article or appliance furnished or used in connection with the contract or purchase order. 

10. TAXES:  Certain articles sold to LRCCD are exempt from certain Federal excise taxes.  LRCCD will reimburse the CONTRACTOR for, or pay directly, all 
California State and local sales and use taxes applicable to this purchase. 

11. EQUAL OPPORTUNITY EMPLOYER: The acceptance of this purchase order by a supplier of goods and services is a certification that such supplier complies 
with all provisions of executive order 11246 and is an equal opportunity employer. 

12. GENERAL SAFETY ORDERS: All materials, supplies and services sold to LRCCD shall conform to the general safety orders of the State of California.  All 
materials, except as otherwise specified, must be new and of the best quality of their respective kinds. 

13. INDEMNIFICATION:  CONTRACTOR shall indemnify, defend and hold harmless LRCCD, its trustees, officers, agents, employees and volunteers, from any 
and all  claims, demands, suits, causes of action, damages, penalties, breaches of this agreement, infringement of patent rights, costs, expenses, violations of 
employee occupational health and safety laws, attorney fees, losses or liability, property damage, personal injuries to or death of persons, arising out of, alleged to 
have arisen out of, or relating in any way to CONTRACTOR’s work to be performed under this agreement, except if caused solely by the negligence of LRCCD.  

14. TERMINATION: LRCCD may terminate this agreement and be relieved of the payment of any consideration to CONTRACTOR should CONTRACTOR fail to 
perform the covenants herein contained at the time and in the manner herein provided.  In the event of such termination LRCCD may proceed with the work in 
any manner deemed proper by LRCCD.  The cost to LRCCD shall be deducted from any sum due the CONTRACTOR under this agreement and the balance if 
any, shall be paid the CONTRACTOR upon demand. 

15. ASSIGNMENT: Without the written consent of LRCCD, this agreement is not assignable by CONTRACTOR either in whole or in part. 
16. PUBLIC WORKS PROJECTS: CONTRACTOR must comply with Public Contract Code. 
17. CA LABOR CODE: Pursuant to Section 1700, and following, the CONTRACTOR shall pay not less than the prevailing rate of per diem wages as determined by 

the Director of the California Department of Industrial Relations.  Copies of such prevailing rate of per diem wages are on file at the Business Office of the Los 
Rios Community College District, 1919 Spanos Court, Sacramento, CA  95825.  Those copies shall be made available to any interested party upon request.  The 
CONTRACTOR shall forfeit, as penalty to the LRCCD, Fifty Dollars ($50.00) for each calendar day or portion thereof, for each workman paid less than the 
stipulated prevailing rates for any work done under the contract by him/her or by any subcontractor under him, in violation of the provisions of such Labor Code. 

18. NOTICE:  Your employees may be exposed to hazardous substances during the course of their work while on LRCCD property.  For additional information on 
the hazardous substances that your employees may be exposed to contact the LRCCD General Services Department at (916) 568-3048. 

19. INSURANCE:  CONTRACTOR shall, at all times, maintain in full force and effect the following insurance:  Workers’ Compensation, Commercial General 
Liability, Auto Liability, and Professional Liability if licensed professional.  Policy limits for each shall be at least $1,000,000 AND $3,000,000 AGGREGATE 
for bodily injury, personal injury and property damage. Any combination of General Liability and Excess Coverage can be combined to meet the Aggregate.  
LRCCD shall be named as an additional insured on CONTRACTOR’s policies.  The CONTRACTOR shall provide a certificate of insurance and required 
endorsements to comply with this section at least 15 days prior to commencement of work under this contract. The certificate shall state that LRCCD will be given 
30 days notice of any material change or cancellation in coverage. 

20. DISQUALIFIED EMPLOYEES: CONTRACTOR shall ensure that persons who perform services on LRCCD property have not been convicted of any felony, or 
any controlled substance offense or any sex offense as those terms are defined by Education Code section 87008-87010. If LRCCD determines that any person 
employed by CONTRACTOR to work on LRCCD property is incompetent, unfaithful, intemperate, disorderly, abusive or is otherwise unsatisfactory, 
CONTRACTOR shall cause that employee to be removed from working on LRCCD property immediately, and that person shall not be employed again on 
LRCCD property. 

21. WORK AUTHORIZATION: Prior to LRCCD’s acceptance of this Agreement, CONTRACTORs who are not U.S. citizens must provide verification of (a) work 
authorization status from the appropriate U.S. Department of State; (b) a copy of their U.S. visa; (c) the number of days present in the U.S.; and (d) tax treaty 
status.  LRCCD shall not make any payments to CONTRACTOR unless CONTRACTOR holds the appropriate U.S. visa.  CONTRACTOR is responsible for 
ensuring they are in possession of the appropriate visa. 

22. WARRANTY: CONTRACTOR expressly warrants that all materials, goods, equipment, services, and/or labor shall conform to the requirements set forth or 
incorporated into this order and any applicable industry standards or requirements, shall be merchantable and free from defects in workmanship, materials and/ or 
design (including latent defects), and shall perform as specified. CONTRACTOR further warrants that all materials, goods, equipment, services, and/or labor will 
be fit and sufficient for the particular purposes intended by LRCCD. Unless agreed upon otherwise between LRCCD and CONTRACTOR, the warranty period 
shall be the longer of: (a) any express warranty included in this service agreement; (b) one year after the materials, goods, equipment, services, and/or labor are 
accepted by LRCCD; or (c) any warranty period provided under any applicable California law.  







From: Haney, Brenda
To: Mabry, Morice
Cc: Heiland, Joyce; Robinson, Brian; Thiessen, Levi
Subject: PO#_0001092278_MEDIA PARTNERS_ FW: UPS Ship Notification, Tracking Number 1Z65742V0391532547
Date: Friday, April 21, 2017 2:12:10 PM
Attachments: DiversityInclusionCrossword-CrosswordPuzzle.pdf

MeetBreakingNewGroundFacilitatorGuide.pdf
MeetBreakingNewGroundFacilitatorResources-FacilitatorResources.pdf
MeetBreakingNewGroundParticipantMaterials.pdf
MeetBreakingNewGroundPowerpoint.ppt
MeetBreakingNewGroundSelfStudyGuide.pdf

Importance: High

Hi Morice –
 
Your requested  DVD – M.E.E.T BREAKING NEW GORUND from Media Partners –    has been
ordered and shipped.   UPS Tracking# is provided below.      
Due to the value of this DVD  -  when shipment arrives, our FLC Receiving Dept. will hold it in
their area and contact you to arrange pick/up or delivery, so that it is not just left in faculty
mailboxes or offices.   
 
In addition – Media Partners Sales Rep – has provided the enclosed PDF attachments of the
following  for use with this DVD  

o   Diversity Inclusion Crossword Puzzle
o   Meet Breaking New Ground Facilitator Guide
o   Meet Breaking New Ground Facilitator Resources
o   Meet Breaking New Ground Participant  Materials
o   Meet Breaking New Ground PowerPoint
o   Meet Breaking New Ground Self Study Guide

 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu

From: Shewmaker, Nicholas 
Sent: Friday, April 21, 2017 12:35 PM
To: Haney, Brenda <haneyb@flc.losrios.edu>
Subject: FW: UPS Ship Notification, Tracking Number 1Z65742V0391532547
HI Brenda,
Here is the tracking for the Media partners PO. Also the sales rep provided print material related to
the order. Can you forward this to the appropriate person?
Thanks,
Nick  

From: Kari Nelson [mailto:kari.nelson@mediapartners.com] 
Sent: Friday, April 21, 2017 12:28 PM
To: Shewmaker, Nicholas
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mailto:Morice.Mabry@losrios.edu
mailto:HeilanJ@flc.losrios.edu
mailto:RobinsB@flc.losrios.edu
mailto:ThiessL@flc.losrios.edu
mailto:haneyb@flc.losrios.edu
mailto:kari.nelson@mediapartners.com
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Diversity & Inclusion Crossword 


Complete the diversity & inclusion crossword below. 
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Across 


2. Treating people I would like to be treated; 
treating people how they would like to be 
treated 


5. Unique characteristics such as age, race, 


ethnic heritage, gender, sexual orientation, 
etc. 


9. Model that focuses on resolving problems 
and maintaining effective work relationships 


10. Type of awareness whereby one 
recognizes one’s own emotions and 
reactions to differences 


11. Happy, angry, anxious, embarrassed, etc. 


are all types of these 


12. Persistent, harmful and unequal 
treatment of someone based solely on some 
characteristic they possess or their apparent 
membership in or identification with a 
particular group 


13. Subtle, often unconscious, messages 


that devalue or discourage 


14. Bias that unknowingly and 
unintentionally influences our observations, 
judgment and actions 


 


Down 


1. Refers to legal and regulatory mandates 
prohibiting discrimination 


3. Type of competency which recognizes 
and responds effectively to diversity 
dynamics 


4. Occur when a meaning that exists in one 
culture results in a different interpretation 
in another culture 


6. Diversity and inclusion give organizations 
a competitive    


7. Gives a sense of belonging 


8. Diverse teams brings this competitive 
advantage 


 


Word Bank 


Inclusion 
EEO 
Misunderstandings 
Cultural 
Respect 
Innovation 
Diversity 
Emotions  
M.E.E.T. 
Bias 
Unconscious 
Advantage 
Self 
Micro-Inequities 
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This product is fully protected by U.S. and International Copyright Law. All text, graphics, sound, 
code, design, arrangement and content are owned by Sollah Interactive, LLC. 


Copyright ©2015 Sollah Interactive LLC, and Alexander Consulting & Training, Inc. All rights 
reserved. 


VisionPoint® and SMART-START™ are trademarks owned or claimed by Sollah Interactive, LLC. 


These Participant Materials may be reproduced for training purposes. 


These materials are intended for the personal use by the purchaser and/or end user. All other 
use, including, but not limited to, resale, rental or commercial use, is strictly prohibited, unless 
authorized in writing by Sollah Interactive, LLC. 


This product is provided as is without warranties of any kind. Sollah Interactive, LLC and its 
agents and representatives do not render any legal or professional advice. This product, and 
any accompanying video, should not be used as a substitute for professional services. If legal or 
professional advice is needed, please consult with your attorney or professional advisor. 
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READ THIS FIRST 
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Program Overview 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace is designed to 
provide participants with practical skills for recognizing and responding to the diversity and 
inclusion dynamics that are often grounded in individual and cultural differences. 


Diversity is about the unique individual, cultural and organizational characteristics that affect 
the workforce, customers and business practices.    When people from different backgrounds 
come together, they bring interests, concerns and meanings that reflect their individual and 
group experiences.  The dynamics resulting from this blending of different experiences and 
perspectives are known as diversity.  


Inclusion is about people having a sense of belonging; it gives people the feeling of being 
welcomed, respected, valued and treated fairly for who they are and what they bring or 
contribute to the organization. 


Today, many organizations recognize the competitive advantage of diversity and inclusion. 
Organizations that do this well: (1) attract and retain a diverse and talented workforce; (2) 
anticipate and satisfy the needs of a diverse and sometimes global customer base; and, (3) 
create innovative ideas and solutions by valuing, acknowledging and leveraging the diverse 
knowledge, skills and experiences of their workforce.  This advantage is not automatic or 
guaranteed; and, it requires more than the issuance of a policies and regulations. It takes 
people at all levels of the organization who are willing and able to “break new ground” in order 
to respond effectively to diversity and inclusion dynamics and create an environment that 
works for everyone. 


M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace will provide your 
employees with the understanding, skills and tools necessary to create and maintain a 
respectful and inclusive workplace. This program assists your organization in preventing 
problems and conflict based on differences, as well as provides a framework for dealing with 
these situations when they inevitably occur. The M.E.E.T.™ model focuses on resolving 
problems and maintaining effective work relationships. The result is a workplace where people 
want to come, stay and contribute. 


By the way, we recognize that your organization has its own unique culture, needs and issues. 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace was designed with 
that in mind. The program is flexible enough to be used as the foundation for new training or it 
can be easily adapted and integrated into existing training programs and initiatives. 
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Program Benefits 
Here are the benefits this program can deliver: 


For everyone: 


 Skills – your skills in communication, teamwork, conflict, resolution, diversity, and 
customer service will be enhanced 


 More confidence – you will be able to better handle sensitive issues without 
creating shame, blame or negative stereotyping 


 More productivity – you will have an easier time sharing experiences and expertise, 
and communicating with co-workers and customers; and, less down time due to 
conflict, tension or unresolved frustration 


 Sense of inclusion – that is what happens when you feel valued and respected by 
your co-workers and your organization 


 Enhanced teamwork – collaborating with others is easier when you work in a 
respectful and inclusive environment 


For the organization: 


 An employee value proposition – all things being equal, you can more easily attract 
and retain a talented and contributing workforce when you actively support an 
environment in which employees can see that diversity and inclusion are valued and 
respected 


 Improved productivity – when people understand how to effectively deal with 
sensitive issues, their teamwork and customer service are enhanced  


 Increased professionalism – creating an inclusive and respect-filled workplace sets a 
standard for appropriate and professional behavior 


 Conflict resolution – when people recognize and understand diversity and inclusion 
dynamics, think things through, and then act in respectful ways as they strengthen 
important relationships, you are better able to resolve issues quickly, keep 
problems from escalating and save time and money 
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Program Design 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace uses seven 
discussion-trigger vignettes showing examples of realistic employee interactions that occur in 
everyday situations in the workplace. Interactive activities and instructor-led discussions are 
used to assist participants in understanding the diversity and inclusion dynamics present, and 
how to apply the M.E.E.T.™ model. 


Here is how it works: 


1. After some introductory activities including a pre-course assessment, participants watch 
a video that shows examples of seven common work-related situations involving 
diversity and inclusion dynamics. Each situation is played out right up to the point where 
the employee needs to take action to maintain an inclusive and respectful workplace. 


2. You have the option of stopping the video to facilitate a discussion of the diversity and 
inclusion dynamics involved or what participants would do in a similar situation. 


3. The video will indicate the steps in the M.E.E.T.™ model as they occur and the narrator 
will provide additional information and insights about the vignette.  


4. You have the option of stopping the video at the end of each vignette to discuss the 
situation further and to summarize the key points. If there is a similar situation that is 
very common or sensitive in your organization, this would be a great opportunity to 
discuss the vignette in more detail. 


5. Throughout the training, there is content for your presentation as well as exercises that 
will provide applied learning opportunities for your participants. There are also several 
optional activities you can use or modify to enhance the learning experience, extend the 
training session or provide customized skill-building and application opportunities. 


6. At the end of the training, you will help participants identify what needs to happen in 
the organization, in their department and in their relationships with others to promote 
respect in the workplace. 


7. At the end of the training, participants will complete a post-course assessment. They will 
also be asked to fill out an evaluation sheet.  
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Learning Objectives 
After completing the program, your employees will be better able to: 


 Describe the competitive advantage of diversity and inclusion 


 Recognize “diversity moments,” i.e., diversity and inclusion dynamics as they occur 
in day-to-day interactions 


 Understand the importance of being able to recognize and respond effectively to 
situations involving diversity and inclusion issues or dynamics. 


 Recognize the influence of unconscious bias, micro messages and other subtle 
actions that lead to misunderstandings and exclusionary behaviors and practices. 


 Recognize the importance of self-awareness and self-management in building 
cultural competency 


 Use the four steps in the M.E.E.T.™ model to respond effectively to situations 
involving diversity and inclusion dynamics and promote a respectful working 
environment 


Bottom Line Goal 


 Build cultural competency 


Cultural competency means recognizing and responding to the cultural differences and 
similarities that make up the workforce and customer base, and using this 
understanding to communicate more effectively and make better decisions. 
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The Four-Step M.E.E.T.™ Model 


M.E.E.T. is a tool that can be used to create a respectful flow of communication. It helps 
everyone recognize, respond to, and resolve difficult interactions involving diversity and 
inclusion dynamics. 


It is everyone’s responsibility to M.E.E.T.™ when there is respectful communication, designed to 
resolve problems and maintain relationships, conflicts can be reduced and misunderstandings 
and miscommunication can be addressed or prevented. 


The Four-Step M.E.E.T.™ Model 
 


M- Make time to discuss 


E- Explore differences 


E- Encourage respect 


T- Take responsibility 
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How to Use This Training Kit 
This training kit is designed to provide all the information and materials you need to conduct an 
effective training session. 


The Complete Kit includes: 


1. This Facilitator Guide with multiple agenda options 


2. Facilitator Resources, which contain optional activities, handout masters and additional 
suggestions to assist facilitators 


3. PowerPoint® slides and other reference information available 


4. Reproducible Participant Materials 


5. A reproducible Self-Study Guide 


6. Video – M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace 


If you are an experienced training professional, you may choose to use this guide as a starting 
point as you prepare for training.  This will allow you to incorporate your own design, style, 
experience and examples into the session. If you are new to training or the program content, 
we encourage you to follow the step-by-step instructions and use the scripted language to help 
you stay focused on the key points and facilitate an effective session. 


As you prepare for a session, be sure to select the agenda option that best meets your 
organization’s training needs, and review the agenda from beginning to end. Determine 
whether you will use any of the optional activities provided in the Facilitator Resources section, 
and if so, where you will insert them. Estimated timeframes for each agenda option assumes a 
group size of 8 – 15 people. If your session will have fewer or more participants, it’s important 
to review each step of your agenda and decide how to best modify discussions and activities to 
accommodate your group size. 


There is always more than one way to approach setting up and positioning activities. This guide 
provides best practices, based on trainer review and general market needs. Should you have 
any questions about how to best conduct a particular activity for your organization’s unique 
needs, our subject matter experts are available to answer questions, provide ideas and help 
customize materials. 
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Definitions 
The following terms may be used in this Facilitator Guide. 


Disguised Stop: In between the set-up and resolution for each vignette there is a short music 
montage, followed by a black screen, before the narrator comes on. If you are showing the 
video in its entirety, this provides a seamless way to continue the video and provide 
participants a moment of time to reflect. If you are using an agenda that prompts discussion 
after the set-up of a vignette, this short montage of pictures gives you an opportunity to pause 
the video. 


Ground Rules: This is a set of process guidelines to help everyone stay focused and get the 
most from the training session. Some ideas for Ground Rules are: 


 Start and end on time (come back from breaks on time) 


 Turn off or mute cell phones, pagers and other handheld devices 


 Listen for understanding 


 Ask questions 


 Use “Parking Lot” for additional questions 


 Involve yourself and encourage others in exercises and discussions 


 Have fun while learning 


 Be courteous. 


You may also ask participants to if there are additional ground rules they want. 


Confidentiality: Sometimes participants have questions regarding confidentiality. You should be 
prepared to address this. For example, you may ask participants not to repeat others’ personal 
stories or experiences that they hear in the class. You may also suggest that sensitive or 
potentially controversial information be discussed privately with you. Sometimes it is helpful to 
have comment cards. Participants can make comments or ask questions anonymously and you 
can choose when and how you will address these during the class.  


Parking Lot: This is a chart or electronic document designated as a place to record questions, 
ideas and comments from participants that will either be covered later in the session or after 
the session and will require follow-up. 


Vignette: A vignette is a video-based example that is used to model incorrect and/or correct 
workplace behavior, as well as trigger participant discussion. 
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Icon Map 


 


Information you should say to participants 


 


 


An appropriate time for group discussion 


 


 


Play the video 


 


 


Use the easel and pad to record ideas and responses 


 


 


Refer participants to printed materials 


 


 


Show the appropriate PowerPoint® slide 


 







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 14 
This page may be reproduced for training purposes. 


Copyright Reminder 
This product is fully protected by U.S. and International Copyright Law. All text, graphics, sound, 
code, design, arrangement and content are owned by Sollah Interactive, LLC. 


Unless authorized in writing by Sollah Interactive, LLC, you are not permitted and it is a 
violation of Sollah Interactive’s proprietary rights to resell, rent, loan or make available to 
another organization. 


You may reproduce pages from the Participant Materials, Facilitator Resources and Facilitator 
Guide. 


For information or to report unauthorized usage, contact Sollah Interactive, LLC at (800) 330-
8880 or clientservices@sollah.com. Thank you for your cooperation! 
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PLAN THE SESSION 
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Facilitator Roles and Responsibilities 


Know your role: 


During a training session your primary role is to facilitate the process of learning. This involves 
managing the environment, encouraging participation, dealing effectively with disruptions and 
providing just the right amount of emphasis on key content points. In most cases, you do not 
need to be an expert in the content. You create the opportunity for interaction and 
participation. Participants will often share pertinent examples and relevant life experiences. 
Your task is to link participant comments and stories back to the training topic. 


Depending on your specific situation, you may also have responsibilities prior to or after a 
training session. You may be involved in pre-training assessment or session coordination, or 
may be responsible for post-training review and application. In either case, it is important to 
align your efforts with organizational policies and goals and gain frontline management 
support. 


Know how to connect: 


You may have people from a wide range of backgrounds and experiences in your session. So, 
here are some things to keep in mind to help make sure everyone gets as much out of the 
session as possible: 


1. Acknowledge reality. 


People in your session have real lives and real jobs—just like you. When you 
acknowledge that reality—with all its imperfections, challenges and frustrations—in 
your discussions about how to apply the material from the session to their workplace, 
people will feel safe enough to really open up, explore possibilities and learn. 


2. Care about the material. 


Take the time to really understand how diversity, inclusion and respect impact your 
participants on an individual and organizational level. It is useful to relate the training to 
specific organizational initiatives or vision and value statements. It’s also helpful if you 
can think about how diversity, inclusion or respect in the workplace affect you 
personally. Spend some time coming up with a few positive or humorous examples from 
your own experience. Again, the more honest and open you are, the more you will be 
able to connect with the class and the more participants will learn and enjoy the 
workshop.  


3. Welcome resistance—and don’t take it personally. 


Remember, what you are presenting will be new to many participants, and they may 
need some time to feel comfortable with the topic. Even when you are doing a great job 
as a facilitator—maybe especially when you are doing a great job—you may run into 
some pushback from participants. That may be okay. It could mean they are thinking 
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and paying attention! And remember, the best tool for dealing with resistance is the 
M.E.E.T.™ model: 


 


M – Make time to discuss: Stop to really listen to participants’ questions and concerns. 


E – Explore differences: Invite others’ viewpoints. 


E – Encourage respect: Show consideration for others’ viewpoints. 


T – Take responsibility: Be willing to help participants achieve the learning objectives 
and understand how the information and skills you are talking about in the session will 
benefit them and/or the organization. 


4. Make it relevant. 


Real life does not stop for people just because they are participating in a training 
session. Just like you, they probably have WAY too much to do and WAY too little time 
to do it. So if you want to cut through the noise, get their attention and then keep it, 
make sure everything you say and do is relevant to their world. 


5. Make use of organizational resources. 


Participants will better relate to the training when they see the benefits to them.  
Relating the training to organizational resources is one way to do this. Relevant policies 
and programs should be referenced; and, the availability of organizational support 
should be emphasized. Typical resources include Human Resources, Diversity and 
Inclusion Officers, EEO and HR Compliance, Legal, employee assistance programs, 
employee resource or affinity groups, diversity council, ombudsperson, alternative 
dispute resolution services, etc. Each organization has unique resources that can be 
referenced and incorporated into the training. It is important that participants know 
what to do and where to go if they have questions or concerns following the training. 
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Overview of Agenda Options 
This Facilitator Guide provides step-by-step instructions for two agenda options plus a self-
study option and one-hour briefing. 


You can reinforce key points and customize the training to your organization by selecting from 
among several optional activities that give participants the opportunity to practice and apply 
what they are learning. 


Suggestions for pre-work and optional activities can be found in the Facilitator Resources. 


The matrix on the next page will help you select the agenda option that is best for your training 
session. 
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M.E.E.T.: Breaking New Ground.™ 


Selecting the Agenda Option that is Best for Your Training Session 
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Two-Hour 
Workshop 


This agenda provides ample opportunity for exploration of key concepts. It is ideal for 
organizations wanting to provide thorough coverage of the material and plenty of time 
for discussion about how the M.E.E.T.™ model works. 


 


X 


 


X 


 


X 


 


X 


 


X 


 


X 


Half-Day 
Workshop 


This agenda expands on the two-hour workshop. Training can be customized or 
lengthened by selecting optional activities that give participants the opportunity to 
discuss, practice and apply what they are learning. It is ideal for organizations that 
want to optimize the learning experience and provide an opportunity for practical 
application. 


 


X 


 


X 


 


X 


 


X 


 


X 


 


Self-Study Self-study materials are available as an online resource and are ideal for individuals 
who missed training or are new to a work group that has previously gone through 
training on this topic. 


 


X 


  


X 


 


X 


 


X 


 


One-Hour 
Briefing or 
Orientation 


This agenda is useful for introducing the topic. It introduces the video, plays it straight 
through without pause or discussion, and provides an opportunity for reflection and 
small group discussion at the end. This is ideal introducing unconscious bias in a staff 
meeting or as a component of a conference, new employee orientation, lunch-n-learn 
or larger training program. 


X X     
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Preparation Checklist 
The checklist is a reminder of items to review prior to conducting the workshop. 


Location 


  Choose a meeting room or environment conducive for training. 


  Make sure all seats have a clear view of all visuals. 


  Make sure all seats are arranged so that participants can see you and see/talk easily to 
other participants. (A U-shaped configuration or table groups/clusters work best.) 


  Make sure you know how to adjust lighting for various activities. 


  Verify that your meeting place is accessible and equipped for participants with 
disabilities or special needs. 


Equipment 


  Test your video equipment to make sure the video plays and that the color and volume 
are correct. (If you are using the internet make sure it can access and support the video.) 


  If you are using PowerPoint® slides, test your projector to make sure it works. Ensure 
the computer you use is compatible with the projector. If you are using a computer 
other than your own, ensure it will allow you to load the PowerPoint from an external 
drive. 


 If you are using an easel and paper, make sure you have adequate paper and an extra 
pad.  


Materials 


  Facilitator Guide 


  Facilitator Resources 


  Video, M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace 


  One set of Participant Materials for each person attending the workshop, plus a few 
extras 


  Easel and pads and a fresh set of markers 


  PowerPoint® slides, easels and pads and handouts 
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Optional, but recommended 


  Refreshments 


  Information pertaining to location of restrooms and what to do in case of an emergency 


  M.E.E.T.™ Model Training Aid  
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CONDUCT THE SESSION 
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Agenda for Two-Hour Workshop 
This agenda is designed to introduce important information about diversity and inclusion in the 
workplace and the M.E.E.T.™ model using video and discussion. This version is designed as a 
“stand-alone” video-based training with small and large group interaction and discussion. 
Remember you have the flexibility of expanding or shortening the time in each step based on 
the needs of your organization and your audience. Remember to plan for additional time if you 
include all of the vignette activities or any of the optional activities found in the Facilitator 
Resources.  


 Step Item Time 


#1 Arrival of Participants N/A 


#2 Getting Started 15 minutes 


#3 Getting Focused 15 minutes 


#4 Viewing and Discussion of Vignette #1: “It’s Just an Expression.” 20 minutes 


#5 Viewing and Discussion of Vignette #2: “We Were Just Telling 
Jokes!” 


15 minutes 


#6 Viewing and Discussion of Vignette #3: “Why Don’t They Just Speak 
English?” 


10 minutes 


#7 Viewing and Discussion of Vignette #4: “Is That the Image That We 
Really Want?” 


15 minutes 


#8 Viewing and Discussion of Vignette #5: “He Doesn’t Look Nearly as 
Good in a Skirt?” 


10 minutes 


#9 Viewing and Discussion of Vignette #6: “Why Do They Have to 
Flaunt It at Work?’ 


10 minutes 


#10 Viewing Discussion of Vignette #7: “We Have a Way of Doing 
Things.“ 


10 minutes 


#11 Wrap up the Session 10 minutes 


 Total Estimated Time: 120 minutes 
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Time it takes: From the time you show up until you start the workshop 


What it is about: Managing the environment and getting people settled 


What you will need: 


 Markers 


 Name tents 


 PowerPoint Slide #1 (optional) 


 Participant Materials 


How to do it: 


 


1. Get there first! This demonstrates organization and 
excitement—and sets a good example. Be sure the 
room is set up, the equipment works, participant 
handouts are at every seat, and everything is 
arranged the way you want it. 


2. Display Slide #1 on the screen or begin playing the SMART-START™ video 15 minutes 
prior to the session start time. 


3. Greet participants as they enter the room. 


4. Ask participants to use a marker to write their names on a name tent (both sides) in 
letters that are big enough for everyone to read. 


5. Make sure each participant has a set of Participant Materials and say:  Before we talk 
more about the program, take a few minutes to fill out the Pre-Assessment on page 5 of 
your materials. Just fill out the Pre-Assessment column for now. At the end of the 
workshop, you’ll complete the Post-Assessment column, and you’ll be able to compare 
your ratings. [Give participants two minutes.] 


 


[Facilitator Note: As an option, consider asking participants to complete the Pre-Assessment as 


pre-work and bring it with them to class or send it to you before the class.]  


Two-Hour Workshop Arrival of 
Participants 


 


Step 1 
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Time it takes: 15 minutes 


What it is about: Introducing participants to the program and each other. 


What you will need: 


 Easel and chart paper 


 Markers 


 Masking Tape 


 Parking Lot 


 PowerPoint® slides #2-4 


How to do it: 


1. Introduce yourself in whatever way you feel is appropriate and welcoming. 


2. Go over session logistics, including: 


 How long the session will take 


 If and when there will be breaks 


 Where the restrooms and emergency exits are located 


 Ground rules 


 Parking Lot 


3. Review the learning objectives and agenda, Slide #2.  Say: After completing this 
program, you will be better able to: 


 


 Describe the competitive advantage of diversity and 
inclusion 


 Recognize “diversity moments,” the diversity and 
inclusion dynamics that they occur in day-to-day 
interactions. 


 Understand the importance of being able to recognize 
and respond effectively to situations involving diversity 
and inclusion issues or dynamics. 


 Recognize the influence of unconscious bias, micro 
messages and other subtle actions that lead to 


Two-Hour Workshop Getting Started Step 2 
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misunderstandings and exclusionary behaviors and 
practices. 


 Recognize the importance of self-awareness and self-
management in building cultural competency. 


 Use the four steps in the M.E.E.T.™ model to respond 
effectively to situations involving diversity and 
inclusion dynamics and promote a respectful working 
environment 


Slide #3, Say: Bottom Line Goal 


 


 Build cultural competency 


Cultural competency means recognizing and 
responding to the cultural differences and 
similarities that make up the workforce and 
customer base, and using this understanding to 
communicate more effectively and make better 
decisions. 


 


4. Slide #4, Say: the four steps in the meet model are):  


 


 Make time to discuss 


 Explore differences 


 Encourage respect 


 Take responsibility 


5. Ask participants to introduce themselves one by one (or at their tables or in assigned 
small groups. Ask each person to provide: 


 Name and Position 


 How long they have been with the organization 


 What could be the benefits of diversity and inclusion to the organization and 
themselves? 


 Any specific objectives or outcomes for the session. 
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6. Use the easel paper to record the list of benefits. As you fill up each page, tear it off and 
tape it up on the wall where everyone can see it. You will use this in Step 3 (Getting 
Focused) when you discuss the completive advantage of diversity and inclusion. 


 


[Facilitator Note: If the group is too large for individual 
introductions, consider having participants get into small 
groups to do introductions. Ask the individuals in each 
group to complete the assignment and identify a 
spokesperson to report out for the group. You may also ask 
each group to create a benefits list on easel paper and have 
each group report the benefits they came up with. Or if they 
already know each other, you can just skip to the discussion 
of benefits.] 


7. Transition to Step 3 (Getting Focused) by saying: Let’s talk more about the benefits of 
diversity and inclusion.  







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 29 
This page may be reproduced for training purposes. 


 


 


This page has intentionally been left blank. 


  







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 30 
This page may be reproduced for training purposes. 


Time it takes: 15 minutes 


What it is about: Introducing the topic of diversity and inclusion and describing what 
participants will experience and learn. 


What you will need: 


 List of benefits from Step 2 


 Participant Materials 


 PowerPoint® Slides #5-13 


How to do it: 


[Facilitator Note: Consider using Optional Activity 1 in the Facilitator Resources to introduce the 
topic of respect, help participants explore their feelings about respect from their past 
experience and define what respect means to them.] 


1. To get people focused, show slide #5 and say:  


 


We are each unique individuals - with our own gifts, skills, 
concerns and perspectives. This uniqueness is part of what 
makes us who we are as a person; and in the workplace, it 
can also be what makes us similar to, and different from, 
our co-workers.   


Show slide #5 and say:  


 


Inclusion gives a sense of belonging; it gives people a sense 
of being welcomed, valued, respected and treated fairly for 
who they are and what they bring or contribute to the 
organization. 


Show slide #6 and say:  


 


Diversity and inclusion are not the same. Ask: What is the 
value of motor oil to an engine? [Possible Responses: It 
reduces the heat and friction among the moving parts].  


Say: Inclusion is similar—it allows us to leverage the 
advantages of diversity. Diversity without inclusion focuses 
on differences without necessarily seeing similarities or 
respecting the differences. 


Two-Hour Workshop Getting 
Focused Step 3 
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There are many benefits associated with diversity and inclusion. Show slide #8:  


[Facilitator Note: Reference the list they created in their earlier responses. Supplement 


their responses with any of the information in the Case Study – Advantage of D&I on 


page 145]. 


Say: “Breaking New Ground” is about creating a common ground that emerges from our 


willingness to make time, explore differences, encourage respect and take 


responsibility.  


[Facilitator Note: Research shows that diverse groups can outperform homogenous 
groups. A common problem associated with homogeneous groups is “group think.” 
Group think is tendency to strive for unanimity or maintain a strong allegiance to the 
status quo without realistically examining alternative courses of action.  


Research also shows that diverse groups can have more difficulty working together than 
homogeneous groups. By definition diversity means difference, and difference is at the 
core of conflict situations.  


The challenge becomes how can we ensure success because of our diversity not in spite 
of it? Successful organizations, groups and teams actively look for the points of 
difference and encourage an exploration of their disagreements. They are willing to take 
the time to elicit differing viewpoints and engage a process that encourages respect. 
They use decision making methods that are inclusive and avoid creating a disadvantage 
or exclusion (e.g., averaging or “majority rule”) through a focus on completing the task 
without building consensus or finding mutually agreeable solutions 


The key is inclusion. Inclusion is directly linked to respect, trust and the positive attitudes 
associated with group cohesion. As a group becomes inclusive, its functioning is 
positively affected. For example, the interactions and communication between members 
increase; and, group member satisfaction also increases as the group provides friendship 
and support.] 


2. Show Slide #8.  


 


Review the purpose of the program and say: The purpose of 
our program, M.E.E.T.: Breaking New Ground™ is to provide 
us with some practical information, skills and tools. All of us 
are here to do a good job. And, most of us already know the 
importance of respecting each other. Yet, it’s also true that 
we all, at some time or another, may have said or done 
things that offended or even hurt people with whom we 
work. Often, these expressions are not only unintentional 
they may very well be unconscious. 
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These situations are often created by diversity and inclusion dynamics. Show Slide #9. 


 


Diversity and inclusion dynamics are the positive and 
negative reactions that occur when differences in culture, 
experience and expectations come together. This can 
sometimes result in “diversity moments.” Diversity 
moments. Diversity moments occur when diversity 
dynamics affect our relationships, behavior or 
understanding of a situation.  They are often based on 
cross-cultural misunderstandings which occur when a 
meaning that exists in one culture is interpreted differently 
in another. 


Show Slide #10.  


 


Diversity moments. Diversity moments occur when diversity 
dynamics affect our relationships, behavior or 
understanding of a situation.  They are often based on 
cross-cultural misunderstandings which occur when a 
meaning that exists in one culture is interpreted differently 
in another. 


 


Diversity moments usually occur unexpectedly when a 
person encounters a situation or misunderstanding that is 
grounded in cultural differences.  An example be using a 
hand gesture such as the “ok” sign that is acceptable in 
your culture but offensive in another. 


Diversity moments involve an unintended direction or emphasis grounded in cultural 
differences. In other words, it’s when you become aware that a diversity or inclusion 
issue is suddenly and often unintentionally dominating a situation. When this occurs, 
you may find yourself surprised, embarrassed, confused, uncomfortable or uncertain. 


Although diversity moments can result in humor that brings us together, our focus today 
in on how to recognize and respond to the diversity moments and other types of 
situations that can get in the way of teamwork, productivity and customer service.  


These situations can present challenges and difficulties which are often the result of 
different meanings and responses which are linked to differences which have to do with 
the cultures and backgrounds of the people involved.   


It’s important that we all be able to recognize these kinds of situations so we can take 
steps to avoid them whenever possible and to respond to them in an appropriate 
manner when they do occur. 
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Finally, we each have our own personal communication, conflict management and 
problem solving styles. The benefit of this training is to give us a shared set of skills to 
use with one another and throughout the organization. 


3. Review the benefits of diversity and inclusion to the participants and to the 
organization. Refer to the list of benefits that you created from participants’ 
introductions in Step 2 and supplement as appropriate from the facilitator notes.  Say: 
There are many benefits to diversity and inclusion. You came up with quite a few during 
our introductions. Let’s take a look at them. Briefly review a few of the benefits on Slide 
#12 and say: They’re very similar to the benefits you identified.  Diversity and inclusion 
provide a competitive advantage in terms of the ability to: 


 


 Attract and retain a talented workforce 


 Anticipate and satisfy customer needs 


 Produce Innovative and creative solutions and 
products 


 Do the right thing (e.g., organizational policies and 
values) 


4. Show Slide #13 and refer participants to page 8 in their Participant Materials. Briefly 
review the steps in the M.E.E.T.™ model. Say:  


 


As you watch various video vignettes, you’ll see the 
employees in the vignettes use the four steps in the 
M.E.E.T.™ model to help them deal with various issues 
involving diversity and inclusion. We’ll also be talking about 
how we can use these steps in our own workplace. The four 
steps are: 


 M – Make time to discuss 


 E – Explore differences 


 E – Encourage respect 


 T – Take responsibility 


5. Ask: What questions do you have about the information we just covered? 


6. Transition to Step 4 and say:  
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Let’s get started by talking about ways we can use 
M.E.E.T.™ to help us recognize and respond appropriately 
to “diversity moments,” i.e., situations in the workplace 
involving issues of diversity and inclusion dynamics. 
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Time it takes: 20 minutes 


What it is about: Helping participants gain a better understanding of “diversity moments” 
through an example of how seemingly innocent expressions may have a harmful impact. 


What you will need: 


 Easel 


 Participant Materials 


 Video Vignette – “It’s Just an Expression.”  


 PowerPoint Slides #14-15


How to do it: 


1. Introduce the video and say:  


 


 


The video has several segments showing different 
situations or vignettes “diversity moments.” Remember a 
diversity moment occurs when diversity or inclusion 
concerns suddenly and often unintentionally dominate a 
situation or interaction. The video narrator will emphasize 
some of the points I’ve made and then we will view the 
scenario. To prepare for watching and discussing the 
scenario, you will need to form groups of three. Within your 
group, please count off by threes. Do we have any groups 
of four? (Get strays into groups if possible. If you have a 
group of four, have the fourth person be the observer.) 


2. Transition to the video and activity and say: In the first vignette, you’ll see three 
people— Meredith, Rich and Dave. Those of you who are ones (#1 in your group of 3) 
need to watch the scene from the perspective of Meredith. The twos (#2 in your group 
of 3) need to watch the scene from the perspective of Rich. Rich will be the man on the 
phone. And the threes (#3 in your group of 3) need to watch the scene from the 
perspective of Dave, the other man in the video. 


3. Refer participants to pages in their Participant Materials, Video Observation Form: 
Vignette #1.  


Two-Hour Workshop Viewing and Discussion 
of Vignette #1: “It’s Just an Expression.” Step 4 
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Review the discussion questions and ask participants to 
take notes for their respective characters as they watch the 
video. 


4. Play the video vignette “It’s just an expression.”  


 


[Facilitator Note: Prep the video by forwarding to the “It’s 
Just an Expression.” segment. Then select and play “It’s just 
an expression.” Pause the video at the end of the scene 
(screen will go black and then show the M.E.E.T. Breaking 
New Ground™ logo).] 


5. Continue the activity and say:  


 


Each of you will now have the opportunity to defend and 
justify the behavior of your character. It doesn’t matter if 
you agree or disagree with their actions or personally 
believe what they said or did is right or wrong. Just step 
into your character’s shoes and look at it from their 
perspective. Each of you will have up to one minute to 
explain and justify your character’s behavior. After one 
minute, switch to the next person. Switch again to the third 
person after another minute. [Allow three minutes.] 


6. Stop the discussion and say:  


 


Still staying in character, each of you should now take one 
minute to discuss what your character could have done 
differently to achieve a better outcome in this situation and 
meet on common ground. [Allow three minutes.] 


7. Debrief the discussion. First, write the letters M, E, E and T (the first letters of the 
M.E.E.T.™ model) vertically on the left-hand side of a piece of chart paper, spacing them 
so that you have room to write under each letter. Then ask those in each assigned role 
to respond and record their answers next to the letter that corresponds to the 
appropriate step in the M.E.E.T.™ model. Say:  
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Rich may not have intended to be disrespectful to Dave, but 
that was the impact of the comment. Rich seemed to be 
unaware of what could be seen as unconscious bias. In this 
situation, what could Meredith have done differently to 
achieve a better outcome? 


[Possible Responses: she could have spoken up; she could have encouraged an open 
conversation; she could have supported Rich’s point of view; she could have notified a 
supervisor.] 


What could Rich have done differently to achieve a better outcome in the situation?  


[Possible Responses: he could have acknowledged Dave’s feelings and point of view more; 
he shouldn’t have become defensive, which shut the conversation down; he could have 
taken more responsibility for his comment.] 


 


Say: I want to talk specifically about Dave. Dave was 
reacting to something referred to as “micro-inequities.” 
Show Slide #14. These are repeated, subtle, often 
unconscious, messages that devalue or discourage and can 
be conveyed through facial expressions, gestures, tone of 
voice, choice of words, nuance and syntax. The 
accumulation of negative micro-messages over time can 
create the experience of bias and inequity that detracts 
from teamwork, commitment and overall performance. In 
this situation, it wasn’t just Rich’s comment that fueled 
Dave’s response; it was the culmination similar messages 
over time. 


Ask: What could Dave have done differently to achieve a better outcome in the situation?  


[Possible Responses:  he could have remained calm; he could have avoided sarcasm, which 
escalated the situation; he could have explained his feelings and perspective more clearly.] 


Say: The point is that any one of them could have done something different to get a 
different and more positive response. And, when one of us is experiencing stress the other 
can help support and resolve the situation, not make it worse. 


8. Before you start the video again, say:  


 


What you’ve just described is the M.E.E.T.™ model—you 
actually knew some of the best practices in this model for 
the co-workers to create new ground and achieve a better 
outcome! But, as you’ve probably experienced, “diversity 
moments” can be stressful and emotional, which may cause 
us not to think as clearly or react as appropriately as we’d 
like. So think of the M.E.E.T.™ model as a kind of framework 
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or anchor for the skills you already have.  It will help you 
remember and use them during those stressful and 
emotional times when you may have to deal with diversity 
and inclusion dynamics. 


Let’s look at the situation again to see what happens when the characters take some of 
your advice and the impact these best practices have on the situation. 


9. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


10. Continue by asking: Meredith, Dave and Rich used M.E.E.T.™ to resolve this issue. What 
specifically did the three of them do to successfully resolve the situation and meet on 
common ground?  


[Possible Responses: they stopped to talk about the issue; they didn’t ignore the 
situation; they explored their differences respectfully; they communicated openly; 
Meredith encouraged Rich to look at the situation differently; Dave provided additional 
detail regarding the impact of  the expression; Rich acknowledged the inappropriateness 
of his comment; Rich apologized and Dave accepted the apology;  Meredith 
acknowledge Rich was not intentionally offensive;  Rich was  open to feedback from 
Meredith and Dave.] 


11. Continue the discussion. Ask: What made the M.E.E.T.™ model work in this situation?  


 


[Possible Responses: Rich could see how his remark 
offended Dave; Rich committed to not using similar 
comments in the future; they were able to talk about the 
situation in a way that didn’t harm their working 
relationship; they will be able to maintain a cordial, 
professional relationship; it enabled all of them to take 
responsibility for resolving the situation.] 


12. Summarize the discussion. Say: 


 


Some people use the term “political correctness” in a 
negative, sarcastic or disapproving manner. Avoiding such 
phrases or finding alternative ways to express a thought is 
really a sign of respect builds trust and promotes an 
inclusive workplace. The objective of this vignette and our 
discussion was to illustrate how easily comments can 
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become unintentionally disrespectful and have a harmful 
effect on working relationships. Misunderstandings of this 
type can create serious problems when they are not 
resolved and can even contribute to a hostile work 
environment should they become prevalent, highly 
impactful or disruptive. 


Many expressions of disrespect have histories that explain why these expressions are 
offensive. These histories don’t always know or understood, sometimes even by the 
people affected. Since there is no way we can always know what may trigger a “diversity 
moment, any one of us may encounter a “diversity moment” at any time. When that 
happens, everyone can take responsibility for addressing the situation and maintaining 
the work relationship. 


[Facilitator Note: Some participants might comment that Dave was being too sensitive. If 
this happens, consider asking the participants if someone has ever stepped on their foot 
accidentally. Then ask them if they would consider themselves as being too sensitive if 
their foot hurt as a result of the person’s unintentional action. They will probably say 
“No,” to which you can respond that, even though the person did not set out to hurt 
them, the pain is nonetheless real and lasting. Say that the impact of disrespectful 
expressions in the workplace can be similar. Each of us has different areas of emotional 
sensitivity. Even if someone meant no harm and apologizes, the pain may still be there. 
In situations where a participant seems determined to make a point along the lines of 
people being too sensitive, just acknowledge the point and move on.] 


13. Show Slide 15, and say: Remember these important points: 


 


 Diversity moments are often unintended, occur 
when we least expect, and can leave us surprised, 
confused, embarrassed, guilty, fearful, frustrated 
or uncertain  


 Over time micro-inequities contribute to the 
experience of bias and inequity that detracts from 
teamwork, commitment and overall performance. 


 Anyone involved or affected by a diversity moment 
can initiate a M.E.E.T.™ conversation. 


14. Transition to Step 5. Say:  


 


We’re going to continue our discussion about “diversity 
moments” by looking at the way jokes can affect diversity 
and inclusion in the workplace. 
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Time it takes: 10 minutes 


What it is about: Recognizing how jokes can have an unintentional impact and create “diversity 
moments” based on diversity and inclusion dynamics in the workplace. 


What you will need: 


 Participant Materials 


 Video Vignette – “We’re Just Telling Jokes!” 


 PowerPoint Slide #16 


How to do it: 


1. Introduce the vignette. Ask:  


 


 


Are racial, ethnic, sexist, religious, etc., jokes in the 
workplace ever okay? Are there any exceptions? 


[Possible Responses: no; these types of jokes are not okay anytime in the workplace; 
maybe, if they’re welcomed and no one is offended.] 


What’s the problem with these kinds of jokes?  


[Possible Responses: they offend people; they show disrespect; they hurt teamwork and 
relationships, which impacts productivity/performance; it’s hard to know at what point 
the joking that was once welcomed becomes unwelcome; there’s the potential for a third 
party (e.g., another employee, visitor, vendor, contractor, repair technician) to become 
offended; a recurring or significant pattern can potential meet the definition of bullying, 
harassment or hostile environment.] 


2. Continue the discussion by saying: Most of us know not to say things to offend people. 
In American culture, however, it has been acceptable to tell “harmless” racial, ethnic, 
religious and sexual jokes as a way of making people feel included. In other words, the 
custom was to tell jokes about our differences in order to not take them so seriously. 
Today jokes and remarks in the workplace that ridicule people around these types of 
differences are considered to be a real problem. First, they may create policy or legal 
issues. Second, they may be offensive to co-workers or customers. Even when this type 
of joking is welcome or occurs among people of the same group, it may still be 
unacceptable. Third, jokes are one of those practices where impact is more important 
than intent. 


Two-Hour Workshop Viewing and Discussion 
of Vignette #2: “We’re Just Telling Jokes!” Step 5 
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3. Let’s watch a situation where jokes are being told. As you view this vignette, observe the 
diversity and inclusion dynamics present. 


[Facilitator Note: Some participants may comment that these kinds of jokes are okay if 
no one is offended. Emphasize that the video will illustrate how these kinds of jokes can 
create a problem even if there is no indication that anyone is offended. The reality is that 
if the jokes are prohibited, it does not matter who is present and who is telling them.] 


4. Play the video vignette, “We’re Just Telling Jokes!”  


 


[Facilitator Note: Prep the video by forwarding to the 
“We’re Just Telling Jokes!” segment. Then select and play 
“We’re Just Telling Jokes!” Pause the video at the end of 
the scene (screen will go black and then show the M.E.E.T. 
Breaking New Ground™ logo).] 


5. Discuss the vignette. Ask: What are the diversity and inclusion dynamics present here? 


 


[Possible Responses: The group was telling jokes with 
sexual, racial and ethnic connotations that made other 
people uncomfortable; they thought it was okay to tell 
jokes because the jokes were about their own culture, e.g., 
“equal opportunity jokes;” they might actually be violating 
a company policy against telling offensive jokes. they may 
be contributing to a hostile environment if other employees 
do not use the break room because of the offensive 
conditions; Luis is taking a stand that is different from his 
co-workers or past practices.] 


6. Refer participants to pages 11-12 in their Participant Materials, Video Observation Form: 
Vignette #2. 


 


Prepare participants to watch the conclusion of the 
vignette by saying: As we watch this scene play out, notice 
the graphics that appear showing you the steps of the 
M.E.E.T.™ model as it is used. 


7. I’d like this portion of the room (point to ½ the participants) to focus on what you liked 
about how Louis addressed the situation. Is there anything else you would have 
suggested he say or do? Write notes down on pages 12-13 of your Participant Materials.  


[Possible Responses to what you liked about what Luis did: He said hold on, did you see 
that-- Janelle and Susan? and stopped the joking; he said that they probably shouldn’t be 
saying things they wouldn’t want to hear others say; he took a risk by speaking up and 
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expressing his concern; he opened the door to further discussion by the group about the 
jokes; he gave his perspective in a respectful way.] 


8. I’d like this portion of the room (point to ½ of the participants) to focus on the group. (1) 
How would you describe their intent versus the impact of their behavior? (2) Where 
have you observed or experienced anything similar? Write notes down in your 
Participant Materials. 


[Possible Responses: (1) they were not intending to be offensive; they were just having 
fun; this situation seemed ordinary, something they do often; (2) in the cafeteria or 
break room; at the holiday party; riding in the company truck; gathering at a restaurant 
to celebrate a co-worker’s retirement, on company travel or attending a conference, 
etc.] 


9. Show the resolution of this vignette. 


 


 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


Continue by tables or small groups to discuss the 
assignment for 3 minutes.  Ask each group to report out 
with one comment (and not repeat any comment made by 
a previous group). After each group reports open the 
discussion to hear any additional comments that were not 
mentioned. 


10. Summarize the key points and say:  


 


As we discussed, most of us know not to say things to 
insult people. And telling jokes or making remarks in the 
workplace that ridicule people is disrespectful and may be 
illegal. 


It’s important to remember that allowing employees to engage in inappropriate conduct 
when it involves their group can still be a violation of policy and it may send the wrong 
signal to others who may feel they have permission to do it, too or that they’re being 
treated unfairly if they’re penalized for behavior that the other employees are 
permitted. Either response could lead to charges of illegal discrimination. In addition, 
other members of the same group could claim charges of harassment based upon the 
existence of the behavior. In any of these examples, the organization could be liable in a 
complaint or legal action for failing to correct a situation that may have had a negative 
impact upon others.  
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All things considered, if an organization becomes aware of a similar situation, the best 
thing for the organization to do is to take action to ensure that all employees refrain 
from using offensive and potentially offensive expressions in the workplace, even when 
they didn’t mean to offend anyone.  


11. Continue the discussion. Say:  


 


Before we move on, let’s clarify what we mean by the 
word “workplace” when we’re referring to jokes and 
similar behaviors that may be viewed as offensive. When 
we talk about refraining from these kinds of jokes in the 
workplace, we’re not referring to just the office or the job 
site, but to anyplace employees gather for work or work-
related activities. Common examples include meals or 
having drinks when traveling or carrying out company 
business and social events where managers or supervisors 
are present or where business is routinely discussed. 
Summarize by saying: So remember that the “workplace” 
extends beyond the office or job site. 


12. Show slide #16. Say, in summary here are the important points to remember:  


 


 Jokes and other remarks may be prohibited, no 
matter if they are welcome or involve 
members of the groups affected. 


 Work rules must be applied and enforced 
consistently, no matter who is involved or the 
intent. 


 The workplace can extend beyond the job site. 


13. Transition to Step 6 and say: Our next vignette is titled “Why don’t they just speak 
English?”   
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Time it takes: 15 minutes 


What it is about: Understanding how “diversity moments” can be created by cross-cultural 
miscommunication and misunderstandings 


What you will need: 


 Participant Materials 


 Video Vignette - “Why Don’t They Just Speak English?” 


 Slides #17-18 


How to do it: 


1. Introduce the vignette. Ask: 


 


 


What does the word “inclusion” mean or suggest to you 
when we’re talking about the workplace?  


[Possible Responses: being on the inside; not being left out; having people seek me out; 
having people ask my opinion; looking out for my interests.] 


Why is it important to make sure we don’t exclude people in the workplace?  


[Possible Responses: it’s a sign of respect; it allows us to build strong relationships and 
teamwork; it facilitates good communication; it allows us to take advantage of 
everyone’s expertise and talent; it supports employee engagement, loyalty and 
commitment.] 


Now we’re going to take a look at a situation where inclusion becomes an issue. 


2. Refer participants to pages 13-14 in their Participant Materials, Video Observation Form: 
Vignette #3. Say:  


 


You’re going to see a group of co-workers finishing up a 
meeting, and two are speaking Spanish. Write down some 
notes about what you think may be the “Diversity 
moment(s)” in this scenario. What do you think the co-
workers who don’t speak Spanish may be feeling and 
thinking? 


3. Play the video vignette, “Why Don’t They Just Speak English?” 


Two-Hour Workshop Viewing and Discussion of 
Vignette #3: “Why Don’t They Just Speak English?” Step 6 
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[Facilitator Note: Prep the video by forwarding to the “Why 
Don’t They Just Speak English?” segment. Then select and 
play “Why Don’t They Just Speak English?” Pause the video 
at the end of the scene (screen will go black and then show 
the M.E.E.T. Breaking New Ground™ logo).] 


4. Discuss the video. Ask: What is the “diversity moment” in this situation? What do you 
think the co-workers who don’t speak Spanish may be feeling and thinking about 
what’s going on in this scenario?  


 


[Possible Responses: this appears to be a recurring 
situation with co-workers speaking Spanish and others 
feeling left out; they might think Ana and Rosa are talking 
about them; they might feel that Ana and Rosa are being 
rude; they could feel left out; they might feel disrespected; 
they might feel annoyed because Ana and Rosa aren’t 
paying attention/are focusing on their own agenda.] 


What can be done to address the situation?  


[Possible Responses: they shouldn’t just walk away without saying something; they 
should share how they feel; they should talk about the impact on the team when a few 
co-workers use a language that not everyone understands; they should come to an 
agreement about how to handle language differences; team leader or supervisor should 
address this.] 


Ask: what stops people from doing these things?  


[Possible Responses: embarrassment; lack of skills; fear of conflict; concern for the 
relationship; hoping someone else will address the situation or that the person will 
somehow resolve it themselves; believing it is one-time event and not worth “making a 
big deal” about; not my problem.] 


5. Show Slide #17. Refer participants to pages in their Participant Materials, Video 
Observation Form: Vignette #3 and introduce the conclusion of vignette. Say: 


 


As we view the conclusion of this vignette, watch how 
Vicki uses the M.E.E.T.™ model to break new ground with 
Ana. Write down some notes.  Say: Notice the graphics 
that appear showing you the steps of the M.E.E.T.™ model. 
I’d like this portion of the room (indicate ¼ of the group) to 
watch for M—make time to discuss. 


This portion of the room (indicate ¼ of group) to pay 
attention to E—explore differences.  


This portion of the room (indicate ¼ of group) will pay 
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attention to the 2nd E—encourage respect.  


These final groups (point to remaining participants) 
focuses on T—take responsibility. 


6. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


7. Show Slide #17. Ask the groups to take 3 minutes to discuss what they observed, and 
report out to the larger group.  After 3 minutes, ask: How did Vicki make time to 
discuss?  How did Ana respond?  


[Possible Responses: she took Ana aside; she asked Joe if they could talk; Vicki asked Ana 
what she and Rosa were talking about; she brought the situation to Ana’s attention.] 


Ask:   


What did they do to explore differences?  


[Possible Responses: she shared the team’s feelings about/reactions to the situation; 
Ana gave her perspective which Vicki listened to and acknowledged.] 


What did they do to encourage respect?  


[Possible Responses: Vicki pointed out that everyone needs to communicate and 
understand each other; she expressed understanding of the reason that Ana and Rosa 
were speaking Spanish.] 


What did they do to take responsibility?  


[Possible Responses: Ana suggested that she would do a better job of finding a way to 
trying not to exclude others; she offered to translate for the others whenever she spoke 
Spanish in a group; Vicki indicated that she would not make assumptions or jump to 
conclusions; she attempted to connect with Ana by speaking Spanish.] 


8. Summarize the key points. Say: 
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Having diversity in the workforce is just the beginning. 
Without inclusion to support our differences involved, the 
result can be discouragement, impaired performance, 
turnover or experiences of inequality and inequity.  Being 
inclusive is a conscious act and intention because we are 
most often attracted to and comfortable with those who 
share our similarities. 


Say: With regard to speaking languages other than English, many organizations want 
and need people who speak different languages. 


Typically, there are no organization requirements that only English can be spoken at 
work. In fact, there are EEO rulings and court decisions that state that employers can’t 
keep employees from speaking other languages at work, except when there are clear 
job-related reasons having to do with safety, productivity and meeting legitimate 
requirements. 


People are drawn together by their similarities and shared experiences. Ana’s comment 
about how easy it is to communicate with someone who shares your language or how 
communicating complicated instructions is just easier in a person’s first language are 
examples of this. At the same time, these expressions of cultural similarity can create 
misunderstandings with others who feel that they’re being excluded or, worse yet, 
ridiculed. 


It’s important that we all respect the different cultures in our organization. It’s also 
important to remember that the purpose of communicating is to create a shared 
understanding. So to maintain effective working relationships, we must sometimes 
make a special effort to include others so they won’t feel excluded. For example, it’s 
common practice in some European countries, where multiple languages are used in 
conducting business, for people to announce that they are going to shift to another 
language in order to facilitate communication. This is considered to be a respectful way 
of ensuring understanding and inclusion.  


9. Show slide #18, Say: remember these important points: 


 


 Employees can speak languages other than English 
at work unless there are job-related reasons for 
speaking English only. 


 Sharing a common language usually has more to do 
with commonality and ease of communication than 
an intent to exclude, isolate or ridicule others. 


 Cross-cultural miscommunication and 
misunderstandings often contribute to diversity 
moments. 
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10. Transition to Step 7. Say:  


 


 


Next we’re going to talk about unconscious bias. 
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Time it takes: 20 minutes 


What it is about: Recognizing how unconscious bias contributes to “diversity moments” by 
influencing our perceptions, behavior and the decisions we make about others. 


What you will need: 


 Chart and easel 


 Participant materials 


 Video Vignette – “Is This the Image That We Really Want?” 


 PowerPoint Slides #14, #19-24  


How to do it: 


1. Say: 


 


 


 


 


The term bias may be used to describe both positive and 
negative mindsets towards individuals and groups. Show 
Slide #19. 


For our purposes, bias refers to the persistent, harmful and 
unequal treatment of someone based solely on some 
characteristic they possess or their apparent membership 
in or identification with a particular group. 


We are all socialized into our cultural heritage, whether we 
know it or not. We learn language, values, and beliefs as 
well as “who is one of us” and “who is not” from our 
experiences in our cultures. Because much of this learning 
takes place at an unconscious level, we are not aware of 
the fact that it exists, hence the term “unconscious” bias. 


Recent research in brain science has given some insight 
into unconscious bias; our memory holds many things, 
including unconscious biases without our awareness that 
the biases even exists or that they influence our behaviors. 


2. Say: 


Two-Hour Workshop Viewing and Discussion of 
Vignette #4: “Is This the Image That We Really Want?” Step 7 
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We don’t like to think of ourselves as having biases toward 
others. The fact is many of these biases exist in our society 
and in our memory and are sometimes expressed 
unknowingly. By being self-aware and willing to engage 
with others when bias is unintentionally implied or 
expressed we can better resolve problems and promote 
more effective working relationships. 


3. Refer participants to pages 15-16 in their participant materials. Say:  


 


This video is about unconscious bias. As you watch observe 
the difference between what people are thinking and what 
they are saying. Write down some notes about what you 
notice. What is the effect on their perceptions, behavior 
and the decisions they make? 


4. Play the video vignette: “Is this the image that we really want?” 


 


[Facilitator Note: Prep the video by forwarding to the “Is 
This the Image That We Really Want?” segment. Then 
select and play “Is This the Image That We Really Want?” 
Pause the video at the end of the scene (screen will go 
black and then show the M.E.E.T. Breaking New Ground™ 
logo).]   


5. Discuss the video. Ask: What types of biases were behind the comments made during 
the meeting? [Possible Responses: age, generation, appearance, religion, accent, gender 
identity, etc.] 


6. Ask: To what extent was there a gap between what people were thinking and what 
they actually said? [Possible Responses: people made their comments in a polite or 
socially accepted framework that hid their biases from themselves and others.] 


7. Ask:  How did the presence of unconscious bias impact the team? [Possible Responses: 
people were sometimes aware of and reacted to the negative perceptions even when 
they were not explicitly stated; unconscious bias caused them to focus on negative 
assumptions while not seeing or seeking positive attributes; impaired the quality of the 
relationships needed for good teamwork; the interpersonal dynamics interfered with 
their ability to solve problems or complete the task effectively.]  


8. Refer participants to the questions in the participant materials. Say:  
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We’re going to see Maura address the situation. As we 
view the conclusion of the vignette, watch how the 
M.E.E.T.™ model is used by the team and write down some 
notes. 


9. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


10. In pairs or trios, take 3-5 minutes to discuss what you observed.  


11. Show Slide #20. Continue by asking:  


 


What did Maura do to make time to discuss?  


[Possible Responses: Maura recognized that what was 
being said what not what people were really thinking, and 
that what they were thinking couldn’t be said; Maura told 
the team that the meeting was not going well and 
suggested that they start over with a focus on 
accomplishing the presentation instead of who should do 
it.] 


Show Slide #21. What did the team do to explore differences?  


 


[Possible Responses: Various team members supported 
Maura by identifying what was needed in the presentation. 
For example, Edgar stated that it was important to show 
their technology edge; and, Absella emphasized that the 
context for how they got to this point was important.] 


Show Slide #22. What did the team do to encourage respect?  


 


[Possible Responses: Irene acknowledged the points made 
by Edgar and Absella, and asked for other teammates’ 
opinions (i.e., Ofosu). Ofosu suggested they explore the 
different contributions that each person could make and 
modeled the suggestion by beginning with Edgar.] 
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Show Slide #23. What did the team to do take responsibility?  


 


[Possible Responses: The team continued to work together 
in a positive manner. Edgar acknowledged both the work 
of the team and Ofosu’s contribution to the teamwork 
that emerged. Maura acknowledged the positive work of 
the team and identified next steps.] 


12. Summarize the discussion and say:  


 


 


 


Bias can be expressed blatantly or through subtle micro-
messages as we discussed in an earlier vignette. Show slide 
14, micro-messages/micro-inequities are Unconscious bias 
means that the bias is out of our awareness. The most 
effective strategies for reducing “automatic” bias involve 
self-awareness and self-management as strategies to use 
to “unlearn” bias. One strategy is to be aware of common 
stereotypes and seek opportunities to recognize, 
experience and value diversity and the many examples of 
group members that disconfirm the stereotype. Another is 
to intentionally think specific counter stereotypical 
thoughts whenever you encounter a member of the group 
associated with the stereotype. Another strategy is to 
increase our intergroup and social contexts, including 
opportunities for familiarity and friendships which increase 
our ability to see people in a more individual manner. 
Finally, training such as we are having today, which 
stresses appreciation rather than elimination of group 
differences has been found to be successful in reducing 
bias. 


13. Show Slide # 24. Say, remember these key points: 


 


 Bias can be expressed blatantly or through subtle 
micro messages. 


 Societal stereotypes can unconsciously influence our 
perception, judgment, language and actions. 


 Exploring differences and encouraging respect are 
ways to counteract the possible presence of bias. 


14. Our next video shows the negative impact of bias when assumptions are reported as 
fact.  
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Time it takes: 10 minutes 


What it is about: Understanding that assumptions reported as fact can have a negative impact 
on diversity and inclusion 


What you will need: 


 Participant Materials 


 Video Vignette – “He Doesn't Look Nearly as Good in a Skirt?” 


 PowerPoint Slide #25 


How to do it: 


1. Refer participants to pages 17-18 in their Participant Materials, Video Observation Form: 
Vignette #5 and introduce the vignette. Say:  


 


You’re going to see a couple of co-workers making 
comments about another co-worker. Write down some 
notes about what you think could be the impact of 
comments like this that go unchallenged. 


2. Play the video vignette, “He Doesn't Look Nearly as Good in a Skirt?” 
 


 


[Facilitator Note: Prep the video by forwarding to the “He 
Doesn't Look Nearly as Good in a Skirt?” segment. Then 
select and play “He Doesn't Look Nearly as Good in a 
Skirt?” Pause the video at the end of the scene (screen will 
go black and then show the M.E.E.T. Breaking New 
Ground™ logo)] 


3. In pairs, discuss the video. Ask: What is the “diversity moment” in this situation? What 
diversity dynamics may be present? 


 


[Possible Responses: Carl’s comments about Gabriella, 
implying that Gabriella was promoted for reasons other 
than her qualifications or competencies, e.g., appearance/ 
sex appeal.] 


4. Ask: What were Carl and Amar’s specific behaviors that you observed? 


Two-Hour Workshop Viewing and Discussion of 
Vignette #5: “He Doesn't Look Nearly as Good in a 
Skirt?” 


Step 8 
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[Possible Responses: gossiping or spreading rumors about Gabriella; making 
assumptions about the reason for Susan’s promotion; making false statements about 
her; making comments with sexual overtones/innuendo; implying that Phil, the 
supervisor, was unfair or acted inappropriately.] 


Ask. What is the impact of this behavior?  


[Possible Responses: rumors stated as facts can hurt relationships; they can damage 
someone’s reputation; they can undermine teamwork and confidence in others; they can 
also result in a violation of company policy or the law.] 


Ask. If this behavior continues, what are the possible outcomes or consequences? 


[Possible Responses: it could destroy teamwork and open communication among them; 
Gabriella might quit; Gabriella might consider their actions as slander, harassment, 
discrimination or libelous which could lead to legal action against the company; Eddie 
hear the gossip and believe he was treated unfairly, creating dissatisfaction which could 
lead to legal action against the company; the behavior can erode trust in the 
organization’s fair employment practices.] 


Ask. If you were coaching Danny, what should he say or do in order to support 
diversity and encourage inclusion? 


[Possible Responses: Do not ignore or agree with the comments; challenge the validity of 
the comments; point out the inappropriate or disrespectful nature of the comments.] 


5. Refer participants to pages 17-18 in their Participant Materials, Video Observation Form: 
Vignette #5 and introduce the conclusion of the vignette. Say:  


 


We’re going to see Danny address the situation. As we 
view the conclusion of this vignette, watch how Danny 
uses the M.E.E.T.™ model and write down some notes. 


6. Show the resolution of this topic. 


 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


Take 2-3 minutes to compare Danny’s actions to those you 
suggested.  How did Danny support diversity and promote 
inclusion? 


[Possible Responses: Danny told Carl and Amar that he 
disagreed with Carl’s comment about Gabriella; he 
challenged the validity of Carl’s remark;  


He asked for Carl’s acknowledgement of a past situation in 
which Gabriella demonstrated leadership/initiative; 
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He suggested that Carl give both Gabriella and her boss, Phil, some credit/respect for 
promoting Gabriella; he stated that Gabriella’s promotion was deserved.] 


7. Summarize the discussion. Say:  


 


Spreading false information or accusations concerning 
employees may be a violation of organization policy. Carl 
and Amar engaged in behavior that could have a disruptive 
effect on relationships in their workplace and could be 
seen as contributing to possible harassment or a hostile 
environment situation. 


An inclusive workplace is one that discourages gossip and malicious rumors. The fact 
that the conversation took place in the workplace means that those impacted by it, such 
as Danny, have a right and a responsibility to respond. 


8. Show slide #25, Say, key points to remember are: 


 


 Gossip, and rumors stated as facts, can impair 
relationships, damage reputations and perpetuate 
stereotypes. 


 Based on the frequency and impact, consequences 
can include poor morale, turnover, bullying, hostile 
environment or illegal harassment. 


 Respect is an essential component of inclusion. 


9. Transition to Step 9. Say: Let’s look at the next vignette which shows a “diversity 
moment” based on sexual orientation.  
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Time it takes: 20 minutes 


What it is about: Recognize the diversity and inclusion dynamics that are frequently associated 
with sexual orientation and/or gender identity; introduce the “meeting organizer” structure 
that was practiced in the previous vignette. 


What you will need: 


 Participant Materials 


 Video Vignette – Why Do They Have to Flaunt it at Work? 


 PowerPoint Slides #26-29 


How to do it: 


1. Say: 


 


 


Diversity moments can often be uncomfortable and 
challenging. Show Slide #26. That’s why we need cultural 
competence.  Cultural competence is the ability to 
recognize and respond effectively to diversity and inclusion 
dynamics. Self-awareness and self-management are 
foundational to building cultural competence. 


Show slide # 27, self-awareness. Self-awareness is the 
process of understanding yourself. It means being able to 
recognize your feelings about different groups of people, 
understand the emotions associated with the feelings, and 
understand what you think and do as a result. 


 


Show slide #27, self-management. Steven Covey 
emphasized that each of us has response-ability - the 
ability to choose our response to any situation. Managing 
our emotions allows us to make these choices so we can 
choose how we respond to diversity and inclusion 
dynamics. The M.E.E.T.™ model helps us choose the best 
response to a situation. It is mostly about understanding 
emotions and responses to situations and other people; 
and, expressing emotions in a positive, affirming or 
constructive manner. 


2. Show slide 28. Say:  


Two-Hour Workshop Viewing and Discussion of 
Vignette #6: “Why Do They Have to Flaunt it at Work?” Step 9 
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The M.E.E.T.ing™ Organizer is a framework for self-
awareness and self-management. Answer these questions 
in order to organize your thinking about diversity and 
inclusion dynamics.  


Get Ready to MEET™: 


 


 What is the “Diversity Moment” (the situation 
involving diversity or inclusion dynamics)?  


 What specific Behaviors are involved? 


 What is the Impact of the situation or behavior (e.g., 
on you or others; on the team, productivity, customer 
service)? 


 What is the Consequence or possible outcome if this 
behavior continues (that you want to avoid)? 


 What is your Request (what do you want—i.e., the 
desired outcome of your M.E.E.T.ing™)? 


Say: At your tables count off 1 to 5. Based on your number, you will be responsible for 
completing the same numbered question in the worksheet for your group. Complete the 
worksheet as if you are Kim.  


3. Refer participants to pages 19-20 in their Participant Materials. 


4. Play the entire video vignette, “Why Do They Have to Flaunt it at Work? 


 


[Facilitator Note: Prep the video by forwarding to the “Why 
Do They Have to Flaunt it at Work? segment. Then play.] 


5. Say: Answer your assigned question and take a few minutes to complete the worksheet 
with your group.  


[Possible Responses: 
 
Diversity Moment—Shelley is bothered by the conversation and display of pictures 
between Tyler and Kim regarding his vacation with his partner. 
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Behavior—Shelley’s expresses disapproval verbally and nonverbally. She states “why 
does he have to flaunt that,” referencing Tyler’s sexual orientation.  


Impact—Kim is surprised, confused and concerned about Shelley’s reaction. She did not 
know Shelley felt this way.  


Consequence—It may have a negative impact on their relationship because Kim does not 
share Shelley’s concerns. It also may have a negative impact on their (Shelly/Kim) 
relationship with Tyler. It creates or represents a larger problem regarding relationships 
and organizational policies regarding sexual orientation. 


Request—Shelley to be aware of the bias expressed and the problems it causes, e.g., (1) 
appropriate behavior; Tyler did not do or say anything inappropriate that triggered 
Shelly’s feelings of discomfort and reactions; (2) using a double standard; Tyler was just 
talking about his vacation the way everyone does but Shelly is saying he should not have 
that privilege; (3) no one should have to hide who they are and who they care about 
when the manner in which they express it is within the range of acceptable behavior in 
the workplace.] 


 


[Facilitator Note:  Same sex relationships, sexual 
orientation and gender identity involve diversity dynamics 
where possibilities of intentional or unintentional exclusion 
and disrespect can occur.] 


6. Ask: How can using the M.E.E.T.ing™ Organizer help support self-awareness and self-
management? 


[Possible Responses: Avoid reactionary, impulsive and defensive responses; keeps us 
focused and on track; enables you to see total picture; enables you to focus on impact, 
consequences and solutions as opposed to blame and negative judgments; encourages 
you to be specific and assemble the facts as well as recognize when you may need more 
information; helps you get clear on the purpose of M.E.E.T.ing™ in terms of what you 
want to accomplish and the desired outcomes.] 


7. Ask:  


 


What can make these types of moments especially difficult 
has to do with the contradiction that sometimes exists 
between our stated, espoused or unexamined beliefs, and 
our actual lived values and beliefs. Again, this may have to 
do with the difference between what we consciously 
believe, say and do versus our unconscious beliefs, 
communication, and actions. 


8. Summary, show slide # 29 and say: 
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 Interactions between people of the same sex 
are sometimes interpreted as inappropriate or 
offensive when in fact the behavior is within 
the range of acceptable conduct. 


 Gender and gender identity continue to 
present significant challenges due to strongly 
held traditions, beliefs and values. 


 Watch out for double standards—i.e., norms or 
“rules” applied to some groups and not to 
others. 


9. Transition to Step 10: Let’s look at our final vignette – “We Have a Way of Doing Things.”    
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Time it takes: 20 minutes 


What it is about: Recognizing that diversity and inclusion go beyond race, gender, ethnicity, etc. 
They can and often do involve differences in organizational culture, including work styles and 
schedules, geographic and time-zone differences, occupations, and working on virtual teams. 


What you will need: 


 Chart and easel 


 Participant Materials 


 Video Vignette – We Have a Way of Doing Things. 


 PowerPoint Slide 30 


How to do it: 


1. Introduce the video. Say: 


 


Diversity moments are not always about race, gender, 
ethnicity, etc. Many and perhaps most diversity and 
inclusion dynamics involve workforce issues, such as field v 
headquarters, regional differences, departments, 
occupation, credentials, hierarchy, seniority, etc. In this 
age of buy-outs and mergers differences in organizational 
culture can be a challenge; video summary and conclusion. 


2. Play the entire video vignette, “We Have a Way of Doing Things.” 


 


[Facilitator Note: Prep the video by forwarding to the “We 
Have a Way of Doing Things.” segment. Then play.] 


3. Refer participants to pages 21-22 in their Participant Materials.   


4. Say:  


 


In conclusion, any employee can use M.E.E.T.™ at any time 
to address a situation involving diversity and inclusion 
dynamics. And, at this point, you probably realize that just 
about any situation can involves diversity inclusion 
dynamics. You never know when they are going to show 


Two-Hour Workshop Viewing and Discussion of 
Vignette #7 “We Have a Way of Doing Things.” Step 10 
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up. In this vignette, the issue was time differences that 
were impacting the performance of a virtual team. 


Ask: What are common or ordinary diversity and inclusion issues that you have 
experienced or observed that may seem minor (such as a meeting time) but could 
have significant impact on team work, productivity or customer satisfaction? 


[Possible Responses:  New employees feeling included; younger employees feeling 
discounted or not valued; union believing management not acting in good faith or 
excluding them; role confusion; marketing making promises that sales can’t deliver; etc.] 


5. Summary, show slide #30 and say: 


 


 Diversity and inclusion are not always about 
race, gender, ethnicity, etc. Many common 
workplace issues involve diversity and inclusion 
dynamics. 


 Organizational cultures are based upon long 
term beliefs and practices that are considered 
to be important enough to the success of the 
organization to be continued.  


 Unexamined beliefs and practices can 
advantage some while disadvantaging others 
and create unintended exclusion. 
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Time it takes: 10 minutes 


What it is about: Identifying individual actions participants can take to encourage and support 
an atmosphere of mutual respect; summarizing and evaluating the effectiveness of the training 


What you will need: 


 Participant Materials 


 Workshop Evaluation forms (use your own) 


 PowerPoint Slide #31-33 


How to do it: 


1. To wrap up the session, Show Slide #31 (M.E.E.T.™ model) and say: 


 


Many of you will have an opportunity to use this very 
soon. I encourage you to find ways to put what we’ve 
discussed into practice.  There are personal benefits as 
well as organizational benefits. 


OPTIONAL REVIEW OF BENEFITS  


Briefly review a few of the benefits of the training for them.  Show Slide #31 and say: For 
employees, the benefits of learning more about diversity and inclusion are: 


 


 Additional skills – your communications, teamwork, 
conflict resolution, problem solving and customer 
service skills will be enhanced 


 More confidence – you’ll be able to better handle 
sensitive issues without shame, blame or negative 
stereotyping 


 More productivity – you’ll have an easier time 
communicating with co-workers and customers and less 
down time due to conflict, tension, or unresolved 
frustration 


 A sense of inclusion – that’s what happens when you 
feel respected by your co-workers and your organization 


 Enhanced teamwork – collaborating with others is easier 
when you work in a respectful environment 


Two-Hour Workshop Wrap up the 
Session Step 11 
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2. Show slide #32. Continue by saying: For our organization, the benefits are: 


 


 An employee value proposition – all things being 
equal, we can more easily attract and retain a 
talented workforce if we actively support an 
environment in which people feel valued and 
respected 


 Improved productivity – when people understand 
how to effectively deal with sensitive issues, their 
teamwork and customer service are enhanced 


 Increased professionalism – creating a respect-filled 
workplace promotes appropriate and professional 
behavior in the workplace 


 Problem prevention – when people understand how 
to recognize issues, think things through and then act 
in a respectful way, you should be able to resolve 
issues quickly, keep problems from escalating and 
save time and money 


Before we conclude, let’s take a look at the Parking Lot. Have we addressed everything 
on it? Are there any additional questions that need to be addressed? [Answer any 
questions.] 


3. Say: 


 


Please take a few minutes to think about what we have 
covered today and how you can apply what we’ve talked 
about back on the job. What can you can take back to the 
job and implement immediately? Write them down one or 
more ideas or examples in the space provided. [Allow 2-3 
minutes.] 


4. Refer participants to page 5 in the Participant Materials, Pre- and Post-Assessment, and 
say: 


 


Let’s take a minute to look at the assessment you filled out 
at the beginning of the session. Please fill out the Post-
Assessment column and then compare to your responses 
from the Pre-Assessment column. [Allow 2-3 minutes.] 


[Facilitator Note: As an option, consider administering the Post-Assessment 30 days after 
the program as a post-training evaluation.] 
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5. Hand out the Workshop Evaluation forms, ask participants to fill them out, and then 
collect them from the participants before they leave. 


6. Thank everyone for taking time out of their busy day to attend the session and 
encourage them to use the M.E.E.T.™ approach. 
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Agenda for Half-Day Workshop 
Half-Day Workshop (4 – 4½ hours) 


This agenda provides ample time to discuss key concepts. Times indicated below include one 
15-minute break. Remember you have the flexibility of expanding or shortening the time in 
each step based on the needs of your organization and your audience. Remember to add more 
time if you include all of the vignette activities or any of the optional activities found in the 
Facilitator Resources.  


Step Item Time 


#1 Arrival of Participants N/A 


#2 Getting Started 15 minutes 


#3 Getting Focused 15 minutes 


#4 Viewing and Discussion of Vignette #1: “It’s Just an Expression.” 20 minutes 


#5 Viewing and Discussion of Vignette #2: “We Were Just Telling 
Jokes!” 


15 minutes 


#6 Viewing and Discussion of Vignette #3: “Why Don’t They Just 
Speak English?” 


10 minutes 


 Suggested BREAK 15 minutes 


#7 Exploring Differences Exercise 45 minutes 


#8 Viewing and Discussion of Vignette #4: “Is That the Image That 
We Really Want?” 


15 minutes 


#9 Viewing and Discussion of Vignette #5: “He Doesn’t Look Nearly 
as Good in a Skirt?” 


10 minutes 


#10 Viewing and Discussion of Vignette #6: “Why Do They Have to 
Flaunt It at Work?’ 


10 minutes 


#11 Viewing Discussion of Vignette #7: “We Have a Way of Doing 
Things.” 


10 minutes 


#12 How Do You M.E.E.T.™? 60 minutes 


#13 Wrap up the Session 10 minutes 


 Total Estimated Time: 240 minutes 
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Time it takes: From the time you show up until you start the workshop 


What it is about: Managing the environment and getting people settled 


What you will need: 


 Markers 


 Name tents 


 PowerPoint® Slide #1 (optional) 


 Participant Materials  


How to do it: 


 


1. Get there first! This demonstrates organization and 
excitement—and sets a good example. Be sure the 
room is set up, the equipment works, participant 
materials are at each seat, and everything is 
arranged the way you want it. 


2. Display Slide #1 on the screen 15 minutes prior to the session start time. 


3. Greet participants as they enter the room. 


4. Ask participants to use a marker to write their names on a name tent (both sides) in 
letters that are big enough for everyone to read. 


5. Ask participants to complete the pre-assessment in the participant materials. Make sure 
each participant has a set of Participant Materials and say: Take a few minutes to fill out 
the Pre-Assessment on page 5 of your materials. Just fill out the Pre-Assessment column 
for now. At the end of the workshop, you’ll complete the Post-Assessment column, and 
you’ll be able to compare your ratings. [Give participants 2-3 minutes.] 


[Facilitator Note: As an option, consider asking participants to complete the Pre-
Assessment as pre-work and bring it with them to class or send it to you before the 
class.] 


 
 


 


Half-Day Workshop Arrival of 
Participants Step 1 







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 76 
This page may be reproduced for training purposes. 


 


This page has intentionally been left blank. 


  







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 77 
This page may be reproduced for training purposes. 


Time it takes: 15 minutes 


What it is about: Introducing participants to the program and each other 


What you will need: 


 Easel and chart paper 


 Markers 


 Masking Tape 


 Parking Lot 


 PowerPoint® Slides #2-4 


How to do it: 


 


1. Introduce yourself in whatever way you feel is 
appropriate and welcoming. 


2. Go over session logistics, including: 


 How long the session will take 


 If and when there will be breaks 


 Where the restrooms and emergency exits are located 


 Ground rules 


 Parking Lot 


 


 


Review the learning objectives and agenda, Slide #2.  Say: 
After completing this program, you will be better able to: 


 Describe the competitive advantage of diversity and 


inclusion 


 Describe diversity and inclusion dynamics as they occur 


in day-to-day interactions and lead to diversity 


Half-Day Workshop Getting Started Step 2 
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moments 


 Explain the importance of recognizing and responding 


to diversity moments when misunderstandings based 


upon different cultural meanings have a negative 


impact on a relationship or accomplishing a task.  


 Describe the influence of unconscious bias, micro 


messages and societal stereotypes on our judgment, 


communication and actions. 


 Show Slide #3. Use the four steps in the M.E.E.T.™ 


model to respond effectively to situations involving 


diversity and inclusion dynamics and promote a 


respectful working environment 


Bottom Line Goal 


 Build cultural competency 


Cultural competency means recognizing and responding to the cultural differences and 
similarities that make up the workforce and customer base, and using this understanding to 
communicate more effectively and make better decisions. 


 


Slide #4. The Four-Step M.E.E.T.™ Model 


M.E.E.T. is a tool that can be used to create a respectful flow of communication. It 
helps everyone recognize, respond to, and resolve difficult interactions involving 
diversity and inclusion dynamics. 


It is everyone’s responsibility to M.E.E.T.™. When there is respectful communication, 
designed to resolve problems and maintain relationships, conflicts can be reduced and 
misunderstandings and miscommunication can be addressed or prevented. 


x  


M-Make time to discuss 


E- Explore differences 


E- Encourage respect 


T-Take responsibility 
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3. Ask participants to introduce themselves one by one (or at their tables or in assigned 
small groups. Ask each person to provide: 


 Name and Position 


 How long they have been with the organization 


 What could be the benefits of diversity and inclusion to the organization and 
themselves? 


 Any specific objectives or outcomes for the session. 


4. Use the easel paper to record the list of benefits. As you fill up each page, tear it off and 
tape it up on the wall where everyone can see it. You will use this in Step 3 (Getting 
Focused) when you discuss the competitive advantage of diversity and inclusion. 


 


[Facilitator Note: If the group is too large for individual 
introductions, consider having participants get into small 
groups to do introductions. Ask the individuals in each 
group to complete the assignment and identify a 
spokesperson to report out for the group. You may also ask 
each group to create a benefits list on easel paper and 
have each group report the benefits they came up with. Or 
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if they already know each other, you can just skip to the 
discussion of benefits.] 


5. Transition to Step 3 (Getting Focused) by saying:  


 


Let’s talk more about the benefits of diversity and 
inclusion. 
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Time it takes: 15 minutes 


What it is about: Introducing the topic of diversity and inclusion and describing what 
participants will experience and learn 


What you will need: 


 List of benefits from Step 2 


 Participant Materials 


 PowerPoint® Slides #5-13 


How to do it: 


 


[Facilitator Note: Consider using Optional Activity 1 in the 
Facilitator Resources to introduce the topic of respect, help 
participants explore their feelings about respect from their 
past experience and define what respect means to them.] 


1. To get people focused, show Slide #5. Say: 


 


We are each unique individuals - with our own gifts, skills, 
concerns and perspectives. This uniqueness is part of what 
makes us who we are as a person; and in the workplace, it 
can also be what makes us similar to, and different from, 
our co-workers.  Inclusion gives a sense of belonging. It is 
the assurance that the diversity we bring is welcomed, 
valued, respected and treated fairly. 


Show slide #6 and say: 


 


Diversity and inclusion are not the same. Ask: What is the 
value of motor oil to an engine? 


[Possible Responses: It reduces the heat and friction among 
moving parts.] 


Say, Inclusion is similar—it allows us to leverage the 
advantages of diversity. Diversity without inclusion focuses 
on differences without necessarily seeing similarities or 
respecting the differences. 


Show slide #7. 


Half-Day Workshop Getting Focused Step 3 
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There are many benefits associated with diversity.   


[Facilitator Note: Reference the list they created in their 
earlier responses. Supplement their responses with any of 
the information in the Case Study – Advantage of D&I on 
page 145]. 


 


 
Say: “Breaking New Ground” is about creating a common 
ground that emerges from our willingness to make time, 
explore differences, encourage respect and take 
responsibility.  


“Breaking New Ground” is about creating a common ground, which emerges from our 
willingness to make time, explore differences, encourage respect and take 
responsibility.  


[Facilitator Note: Research shows that diverse groups can outperform homogenous 
groups. A common problem associated with homogeneous groups is “group think.” 
Group think is tendency to strive for unanimity or maintain a strong allegiance to the 
status quo without realistically examining alternative courses of action.  


Research also shows that diverse groups can have more difficulty working together than 
homogeneous groups. By definition diversity means difference, and difference is at the 
core of conflict situations.  


The challenge becomes how can we ensure success because of our diversity not in spite 
of it? Successful organizations, groups and teams actively look for the points of 
difference and encourage an exploration of their disagreements. They are willing to take 
the time to elicit differing viewpoints and engage a process that encourages respect. 
They use decision making methods that are inclusive and avoid creating a disadvantage 
or exclusion (e.g., averaging or “majority rule”) through a focus on completing the task 
without building consensus or finding mutually agreeable solutions. 


The key is inclusion. Inclusion is directly linked to respect, trust and the positive attitudes 
associated with group cohesion. As a group becomes inclusive, its functioning is 
positively affected. For example, the interactions and communication between members 
increase; and, group member satisfaction also increases as the group provides friendship 
and support.] 


2. Show Slide #8. Review the purpose of the program and say: 
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The purpose of our program, M.E.E.T.: Breaking New 
Common Ground™, is to provide us with some practical 
information, skills and tools. All of us are here to do a good 
job. And, most of us already know the importance of 
respecting each other. Yet, it’s also true that we all, at 
some time or another, may have said or done things that 
offended or even hurt people with whom we work. Often, 
these expressions are not only unintentional they may very 
well be unconscious. 


These situations are often created by diversity and inclusion dynamics. 


 


Show Slide #10. Say: 


 


Show Slide #9. Say: Diversity and inclusion dynamics are 
the reactions that occur when differences in culture, 
experience and expectations come together. This can 
sometimes result in “diversity moments.”  Diversity 
moments. Diversity moments occur when diversity 
dynamics affect our relationships, behavior or 
understanding of a situation. 


 


They are often based on cross-cultural misunderstandings 
which occur when a meaning that exists in one culture is 
interpreted differently in another. 


Show Slide #11. Say: 


 


 


Diversity moments usually occur unexpectedly when a 
person encounters a situation or misunderstanding that is 
grounded in cultural differences.  An example be using a 
hand gesture such as the “ok” sign that is acceptable in 
your culture but offensive in another. Diversity moments 
involve an unintended direction or emphasis grounded in 
cultural differences. In other words, it’s when you become 
aware that a diversity or inclusion issue is suddenly and 
often unintentionally dominating a situation. When this 
occurs, you may find yourself surprised, embarrassed, 
confused, uncomfortable or uncertain. 
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Although diversity moments can result in humor that brings us together, our focus today 
in on how to recognize and respond to the diversity moments and other types of 
situations that can get in the way of teamwork, productivity and customer service. 


These situations can present challenges and difficulties which are often the result of 
different meanings and responses which are linked to differences which have to do with 
the cultures and backgrounds of the people involved. 


It’s important that we all be able to recognize these kinds of situations so we can take 
steps to avoid them whenever possible and to respond to them in an appropriate 
manner when they do occur. 


Finally, we each have our own personal communication, conflict management and 
problem solving styles. The benefit of this training is to give us a shared set of skills to 
use with one another and throughout the organization. 


3. Review the benefits of diversity and inclusion to the participants and to the 
organization. Refer to the list of benefits that you created from participants’ 
introductions in Step 2 and supplement as appropriate from the facilitator notes.  Say:  
There are many benefits to diversity and inclusion. You came up with quite a few during 
our introductions. Let’s take a look at them. 


Briefly review a few of the benefits and then show Slide #12 and say: These are very 
similar to the benefits you identified.  Diversity and inclusion provide a competitive 
advantage in terms of the ability to: 


 


a) Attract and retain a talented workforce 


b) Anticipate and satisfy customer needs 


c) Innovation and creative solutions 


d) Do the right thing (e.g., organizational policies 
and values) 


4. Show Slide #13 and refer participants to page 8 in their Participant Materials. Briefly 
review the steps in the M.E.E.T.™ model. Say: 


 


As you watch various video vignettes, you’ll see the 
employees in the vignettes use the four steps in the 
M.E.E.T.™ model to help them deal with various issues 
involving diversity and inclusion. We’ll also be talking 
about how we can use these steps in our own workplace.  


The four steps are: 
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M – Make time to discuss 


E – Explore differences 


E – Encourage respect 


T – Take responsibility 


5. Ask: What questions do you have about the information we just covered? 


6. Transition to Step 4 and say: 


 


Let’s get started by talking about ways we can use 
M.E.E.T.™ to help us recognize and respond appropriately 
to diversity moments, situations in the workplace involving 
issues of diversity and inclusion. 
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Time it takes: 20 minutes 


What it is about: Helping participants gain a better understanding diversity moments through 
an example of how seemingly innocent expressions may have a harmful impact. 


What you will need: 


 Flipchart 


 Participant Materials 


 Video Vignette – “It’s Just an Expression.” 


 PowerPoint® Slides #14-15 


How to do it: 


1. Introduce the video and say: 


 


 


 


The video has several segments showing different 
situations or vignettes involving diversity moments. 
Remember a diversity moment occurs when a diversity or 
inclusion issue or concern suddenly and often 
unintentionally dominate a situation or interaction. The 
video narrator will emphasize some of the points I’ve 
made and then we will view the scenario. To prepare for 
watching and discussing the scenario, you will need to 
form groups of three. Within your group, please count off 
by threes. Do we have any groups of four? 


[Facilitator Notes: Get strays into groups if possible. If you 
have a group of four, have the fourth person be the 
observer.] 


2. Transition to the video and activity and say: In the first vignette, you’ll see three 
people— Meredith, Rich and Dave. Those of you who are ones (#1 in your trio) need to 
watch the scene from the perspective of Meredith. The twos (#2 in your trio) need to 
watch the scene from the perspective of Rich. Rich will be the man on the phone. And 
the threes (#3 in your trio) need to watch the scene from the perspective of Dave, the 
other man in the scenario. 


3. Refer participants to pages in their Participant Materials (pages 9-10), Video 
Observation Form: Vignette #1. 


Half-Day Workshop Viewing and Discussion of 
Vignette #1: “It’s Just an Expression.” Step 4 







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 89 
This page may be reproduced for training purposes. 


 


Review the discussion questions and ask participants to 
take notes for their respective characters as they watch 
the video. 


4. Play the video segment, “Introduction,” and the vignette “It’s Just an Expression.”  


 


[Facilitator Note: Prep the video by forwarding to the “It’s 
Just an Expression.” segment. Then select and play “It’s 
Just an Expression.” Pause the video at the end of the scene 
(screen will go black and then show the M.E.E.T. Breaking 
New Ground™ logo).] 


5. Continue the activity and say: 


 


Each of you will now have the opportunity to defend and 
justify the behavior of your character. It doesn’t matter if 
you agree or disagree with their actions or personally 
believe what they said or did is right or wrong. Just step 
into your character’s shoes and look at it from their 
perspective. Each of you will have up to one minute to 
explain and justify your character’s behavior. After one 
minute, switch to the next person. Switch again to the 
third person after another minute. [Allow three minutes.] 


6. Stop the discussion and say: 


 


Still staying in character, each of you should now take one 
minute to discuss what your character could have done 
differently to achieve a better outcome in this situation 
and meet on common ground. [Allow three minutes.] 


7. Debrief the discussion. 


 


First, write the letters M, E, E and T (the first letters of the 
M.E.E.T.™ model) vertically on the left-hand side of a piece 
of chart paper, spacing them so that you have room to 
write under each letter. Then ask those in each assigned 
role to respond and record their answers next to the letter 
that corresponds to the appropriate step in the M.E.E.T.™ 
model. 


Say: Rich may not have intended to be disrespectful to 
Dave, but that was the impact of the comment. Rich 
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seemed to be unaware of what could be seen as 
unconscious bias. In this situation, what could Meredith 
have done differently to achieve a better outcome? 


[Possible Responses: she could have spoken up; she could have encouraged an open 
conversation; she could have supported Rich’s point of view; she could have notified a 
supervisor.] 


What could Rich have done differently to achieve a better outcome in the situation?  


[Possible Responses: he could have acknowledged Dave’s feelings and point of view 
more; he shouldn’t have become defensive, which shut the conversation down; he could 
have taken more responsibility for his comment.] 


 


Let’s talk about Dave. Dave was reacting to something 
referred to as “micro-inequities.” Show Slide #14. These 
are repeated, subtle, often unconscious, messages that 
devalue or discourage and can be conveyed through facial 
expressions, gestures, tone of voice, choice of words, 
nuance and syntax. The accumulation of negative micro-
messages over time can create the experience of bias and 
inequity that detract from teamwork, commitment and 
overall performance. In this situation, it wasn’t just Rich’s 
comment that fueled Dave’s response; it was the 
culmination of similar messages over time. 


Ask: What could Dave have done differently to achieve a better outcome in the 
situation?  


[Possible Responses:  he could have remained calm; he could have avoided sarcasm, 
which escalated the situation; he could have explained his feelings and perspective more 
clearly.] 


Say: The point is that any one of them could have done something different to get a 
different and more positive response. And, when one of us is experiencing stress the 
other can help support and resolve the situation, not make it worse. 


8. Before you start the video again, say: 


 


What you’ve just described is the M.E.E.T.™ model—you 
actually knew some of the best practices in this model for 
the co-workers to create new ground and achieve a better 
outcome! But, as you’ve probably experienced, diversity 
moments can be stressful and emotional, which may cause 
us not to think as clearly or react as appropriately as we’d 
like. So think of the M.E.E.T.™ model as a kind of 
framework or anchor for the skills you already have.  It will 
help you remember and use them during those stressful 
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and emotional times when you may have to deal with 
diversity and inclusion dynamics. 


Let’s look at the situation again to see what happens when the characters take some of 
your advice and the impact these best practices have on the situation. 


9. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


10. Continue by asking: Meredith, Dave and Rich used M.E.E.T.™ to resolve this issue. What 
specifically did the three of them do to successfully resolve the situation and meet on 
common ground?  


[Possible Responses: they stopped to talk about the issue; they didn’t ignore the 
situation; they explored their differences respectfully; they communicated openly; 
Meredith encouraged Rich to look at the situation differently; Dave provided additional 
detail regarding the impact of  the expression; Rich acknowledged the inappropriateness 
of his comment; Rich apologized and Dave accepted the apology;  Meredith 
acknowledge Rich was not intentionally offensive;  Rich was  open to feedback from 
Meredith and Dave.] 


11. Continue the discussion. Ask: What made the M.E.E.T.™ model work in this situation?  


 


[Possible Responses: Rich could see how his remark 
offended Dave; Rich made the commitment not to use 
similar comments in the future; they were able to talk 
about the situation in a way that didn’t harm their working 
relationship; they will be able to maintain a cordial, 
professional relationship; it enabled all of them to take 
responsibility for resolving the situation.] 


12. OPTIONAL ACTIVITY: Continue the discussion. 
 
Say: Most of us have probably had the experience of Meredith, Rich and Dave in which 
someone unintentionally used a word or phrase or engaged in a practice in the 
workplace that offended us. In the past, certain words or practices may have been 
tolerated because we used them at home or among friends and brought them into the 
workplace. But today, many words or practices have become unacceptable in the 
workplace or are becoming less acceptable because of their negative impact on the 
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work environment. What are some examples of words, phrases, or practices that are 
unacceptable in the workplace now or are becoming less and less acceptable?  


[Possible Responses: using the word “girls” or “gals” to refer to women; referring to 
people of Asian heritage as “Orientals; “saying “man hours” instead of “person hours;” 
referring to people with disabilities as “handicapped;” using negatively intended 
adjectives such as “ghetto,” “gay” or “retarded;” eliminating the use of profanity at 
work; and eliminating the use of terms of endearment like “sweetie” or “honey.”] 


13. Summarize the discussion. Say:  


 


Some people use the term “political correctness” in a 
negative, sarcastic or disapproving manner. Avoiding such 
phrases or finding alternative ways to express a thought is 
really a sign of respect, builds trust and promotes an 
inclusive workplace. The objective of this vignette and our 
discussion was to illustrate how disrespectful expressions 
can have a harmful effect on working relationships. 
Misunderstandings of this type can create serious 
problems when they are not resolved and can even 
contribute to a hostile work environment should they 
become prevalent, disruptive or highly impactful. 


Many expressions of disrespect have histories that explain why these expressions are 
offensive. These histories don’t always know n or understood, sometimes even by the 
people affected. Since there is no way to know what may trigger a “diversity moment, 
“any one of us may encounter a “diversity moment” at any time. When that happens, 
everyone can take responsibility for addressing the situation and maintaining the work 
relationship. 


[Facilitator Note: Some participants might comment that Dave was being too sensitive. If 
this happens, consider asking the participants if someone has ever stepped on their foot 
accidentally. Then ask them if they would consider themselves as being too sensitive if 
their foot hurt as a result of the person’s unintentional action. They will probably say 
“No,” to which you can respond that, even though the person did not set out to hurt 
them, the pain is nonetheless real and lasting. Say that the impact of disrespectful 
expressions in the workplace can be similar. Each of us has different areas of emotional 
sensitivity. Even if someone meant no harm and apologizes, the pain may still be there. 
In situations where a participant seems determined to make a point along the lines of 
people being too sensitive, just acknowledge the point and move on.] 


14. Show Slide 15. Say, key points to remember: 
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 Diversity moments often unintended and occur 
when we least expect them; they can leave us 
surprised, confused, embarrassed, guilty, 
fearful, frustrated or uncertain  


 The accumulations of micro-messages over 
time can contribute to the experience of bias 
and inequity and can erode teamwork, 
commitment and overall performance. 


 Anyone involved or affected can initiate a 
M.E.E.T.™ conversation 


Bottom Line 
 


 When you experience a diversity moment, it’s 
important to focus on the meaning or impact 
from the other person’s perspective 


15. Transition to Step 5. Say:  


 


We’re going to continue our discussion about diversity 
moments by looking at the way jokes can affect diversity 
and inclusion in the workplace. 
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Time it takes: 10 minutes 


What it is about: Recognizing how jokes can have an unintentional impact and create “diversity 
moments” based on diversity and inclusion dynamics in the workplace. 


What you will need: 


 Participant Materials 


 Video Vignette - “We’re Just Telling Jokes!” 


 Slide #16 


How to do it: 


1. Introduce the vignette. Ask: Are racial, ethnic, sexist, religious, etc., jokes in the 
workplace ever okay? Are there any exceptions?  


 


 


[Possible Responses: No; these types of jokes are not 
okay anytime in the workplace; maybe, if they’re 
welcomed and no one is offended.] 


What’s the problem with these kinds of jokes?  


[Possible Responses: They offend people; they show 
disrespect; they hurt teamwork and relationships, 
which impacts productivity/performance; it’s hard to 
know at what point the joking that was once welcomed 
becomes unwelcome; there’s the potential for a third 
party (e.g., another employee, visitor, vendor, 
contractor, repair technician) to become offended; a 
recurring or significant pattern can potential meet the 
definition of bullying, harassment or hostile 
environment.] 


2. Continue the discussion by saying: 


 


 


Most of us know not to say things to offend people. In 
American culture it has been acceptable to tell 
“harmless” racial, ethnic, religious and sexual jokes as a 
way of making people feel included. In other words, 
the custom was to tell jokes about our differences in 
order to not take them so seriously. Today jokes and 
remarks in the workplace that ridicule people around 


Half-Day Workshop Viewing and Discussion of 
Vignette #2: “We’re Just Telling Jokes!” Step 5 
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these types of differences are considered to be a real 
problem. First, they may create policy or legal issues. 
Second, they may be offensive to co-workers or 
customers. Even when this type of joking is welcome or 
occurs among people of the same group, it may still be 
unacceptable. Third, jokes are one of those practices 
where impact is more important than intent. Let’s 
watch a situation jokes are being told. As you view the 
scene, observe the diversity and inclusion dynamics 
present in this situation or hostile environment.] 


[Facilitator Note: Some participants may comment that these kinds of jokes are okay if 
no one is offended. Emphasize that the video will illustrate how these kinds of jokes can 
create a problem even if there is no indication that anyone is offended, the reality is that 
if the jokes are prohibited it does not matter who may be present when they are told or 
who is telling them.] 


3. Play the video vignette, “We’re Just Telling Jokes!” 


 


[Facilitator Note: Prep the video by forwarding to the 
“We’re Just Telling Jokes!” segment. Then select and 
play “We’re Just Telling Jokes!” Pause the video at the 
end of the scene (screen will go black and then show 
the M.E.E.T. Breaking New Ground™ logo).] 


4. Discuss the vignette. Ask: What are the diversity and inclusion dynamics present here? 


 


[Possible Responses: The group was telling jokes with 
sexual, racial and ethnic connotations that made other 
people uncomfortable; they thought it was okay to tell 
jokes because the jokes were about their own culture, 
e.g., “equal opportunity jokes” - they might actually be 
violating a company policy against telling offensive 
jokes. They may be contributing to a hostile 
environment if other employees do not use the break 
room because of the offensive conditions; Luis is taking 
a stand that is different from his co-workers or past 
practices.] 


5. Refer participants to pages 11-12 in their Participant Materials, Video Observation Form: 
Vignette #2. Prepare participants to watch the conclusion of the vignette by saying: 
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As we watch this scene play out, notice the graphics 
that appear showing you the steps of the M.E.E.T.™ 
model as it is used. 


6. I’d like this portion of the room (point to ½ of the participants) to focus on what you 
liked about how Luis addressed the situation. Is there anything else you would have 
suggested he say or do? Write notes down on in your Participant Materials. 


[Possible Responses to what you liked about what Luis did: He said hold on, did you see 
that-- Janelle and Susan? and stopped the joking; he said that they probably shouldn’t be 
saying things they wouldn’t want to hear others say; he took a risk by speaking up and 
expressing his concern; he opened the door to further discussion by the group about the 
jokes; he gave his perspective in a respectful way.] 


7. I’d like this portion of the room (point to ½ the participants) to focus on the group. (1) 
How would you describe their intent versus the impact of their behavior? (2) Where 
have you observed or experienced anything similar? Write notes down on in your 
Participant Materials. 


[Possible Responses: (1) They were not intending to be offensive; they were just having 
fun; this was typical of what they do often; (2) in the cafeteria or break room; at the 
holiday party; riding in the company truck; gathering at a restaurant to celebrate a co-
worker’s retirement, on company travel or attending a conference, etc.] 


8. Show the resolution of this vignette. 


 


[Facilitator Note: Restart the video at the previous 
pause point.] 
 


Continue by tables or small groups to discuss the 
assignment for 3 minutes.  Ask each group to report 
out with one comment (and not repeat any comment 
made by a previous group). After each group reports 
open the discussion to hear any additional comments 
that were not mentioned. 


9. Summarize the key points and say: 


 


As we discussed, most of us know not to say things to 
insult people. And telling jokes or making remarks in 
the workplace that ridicule people is disrespectful and 
may be illegal. 
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It’s important to remember that allowing employees to engage in inappropriate conduct 
when it involves their group can still be a violation of policy and it may send the wrong 
signal to others who may feel they have permission to do it, too or that they’re being 
treated unfairly if they’re penalized for behavior that the other employees are 
permitted. Either response could lead to charges of illegal discrimination. In addition, 
other members of the same group could claim charges of harassment based upon the 
existence of the behavior.  In any of these examples, the organization could be liable in a 
complaint or legal action for failing to correct a situation that may have had a negative 
impact upon others.  


All things considered, if an organization becomes aware of a similar situation, the best 
thing to do is to take action to ensure that all employees refrain from using offensive 
and potentially offensive expressions in the workplace, even when they didn’t mean to 
offend anyone. 


10. Continue the discussion. Say: 


 


Before we move on, let’s clarify what we mean by the 
word “workplace” when we’re referring to jokes and 
similar behaviors that may be viewed as offensive. When 
we talk about refraining from these kinds of jokes in the 
workplace, we’re not referring to just the office or the job 
site, but to anyplace employees gather for work or work-
related activities. Common examples include meals or 
having drinks when traveling or carrying out company 
business, and social events where managers or supervisors 
are present or where business is routinely discussed. 
Summarize by saying: So remember that the “workplace” 
extends beyond the office or job site. 


11. Slide #16 In summary, say: 


 


 


 


 Jokes and other remarks may be prohibited, no 
matter if they are welcome or involve 
members of the groups affected  


 Work rules must be applied and enforced 
consistently, no matter who is involved or the 
intent 


 The workplace can extend beyond the job site 


Bottom Line: 


 We must be willing to listen, consider the 
impact of our behavior, and make adjustments. 
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Time it takes: 15 minutes 


What it is about: Understanding how “diversity moments” can be created by cross-cultural 
miscommunication and misunderstandings 


What you will need: 


 Participant Materials 


 Video Vignette – “Why Don’t They Just Speak English?” 


 Slides #17-18 


How to do it: 


1. Introduce the vignette. Ask: What does the word “inclusion” mean or suggest to you 
when we’re talking about the workplace?  


 


[Possible Responses: Being on the inside; not being left out; 
having people seek me out; having people ask my opinion; 
looking out for my interests.] 


Why is it important to make sure we don’t exclude people in the workplace?  


[Possible Responses: it’s a sign of respect; it allows us to build strong relationships and 
teamwork; it facilitates good communication; it allows us to take advantage of 
everyone’s expertise and talent; it supports employee engagement, loyalty and 
commitment.] 


Now we’re going to take a look at a diversity moment involving a cross-cultural 
misunderstanding in which inclusion becomes an issue. 


2. Refer participants to pages 13-14 in their Participant Materials, Video Observation Form: 
Vignette #3. Say: 


 


You’re going to see a group of co-workers finishing up a 
meeting, and two are speaking Spanish. Write down some 
notes about what you think may be the diversity moments. 
What do you think the co-workers who don’t speak 
Spanish may be feeling and thinking? 


3. Play the video vignette, “Why Don’t They Just Speak English?” 


Half-Day Workshop Viewing and Discussion of 
Vignette #3: “Why Don’t They Just Speak English?” Step 6 
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[Facilitator Note: Prep the video by forwarding to the “Why 
Don’t They Just Speak English?” segment. Then select and 
play “Why Don’t They Just Speak English?” Pause the video 
at the end of the scene (screen will go black and then show 
the M.E.E.T. Breaking New Ground™ logo).] 


4. Discuss the video. Ask: What do you think is the diversity moment in this situation. 
What do you think the co-workers who don’t speak Spanish may be feeling and 
thinking?  


 


[Possible Responses: This appears to be a recurring 
situation with co-workers speaking Spanish and others 
feeling left out; they might think Ana and Rosa are talking 
about them; they might feel that Ana and Rosa are being 
rude; they could feel left out; they might feel disrespected; 
they might feel annoyed because Joe and Rosa aren’t 
paying attention/are focusing on their own agenda.] 


What can be done to address the situation?  


[Possible Responses: They shouldn’t just walk away without saying something; they 
should share how they feel; they should talk about the impact on the team when a few 
co-workers use a language that not everyone understands; they should come to an 
agreement about how to handle language differences; team leader or supervisor should 
address this.] 


Ask: What stops people from doing these things? 


[Possible Responses: Embarrassment; lack of skills; fear of conflict; concern for the 
relationship; hoping someone else will address the situation or that the person will 
somehow resolve it themselves; believing it is one-time event and not worth “making a 
big deal” about; not my problem.] 


5. Show Slide #17. Refer participants back to their Participant Materials, Video Observation 
Form: Vignette #3 and introduce the conclusion of vignette. Say: 


 


As we view the conclusion of this vignette, watch how 
Vicki uses the M.E.E.T.™ model to break new ground with 
Ana. Write down some notes.  Say: Notice the graphics 
that appear showing you the steps of the M.E.E.T.™ model. 
I’d like this portion of the room (indicate ¼ of the group) to 
watch for M—make time to discuss. This portion of the 
room (indicate ¼ of group) to pay attention to E—explore 
differences. This portion of the room (indicate ¼ of group) 
will pay attention to the 2nd E—encourage respect. These 
final groups (point to remaining participants) focus on T—
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take responsibility. 


6. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


7. Show Slide #17. Ask the groups to take 3 minutes to discuss what they observed, and 
report out to the larger group.  After 3 minutes, ask: How did Vicki make time to 
discuss?  How did Ana respond?  


[Possible Responses: She took Ana aside; she asked Joe if they could talk; Vicki asked Ana 
what she and Rosa were talking about; she brought the situation to Ana’s attention.] 


Ask: What did they do to explore differences?  


[Possible Responses: He shared the team’s feelings about/reactions to the situation; Ana 
gave her perspective which Vicki listened to and acknowledged.] 


Ask: What did they do to encourage respect?  


[Possible Responses: Vicki pointed out that everyone needs to communicate and 
understand each other; she expressed understanding of the reason that Ana and Rosa 
were speaking Spanish.] 


Ask: What did they do to take responsibility?  


[Possible Responses: Ana suggested that she would do a better job of finding a way to 
trying not to exclude others; she offered to translate for the others whenever she spoke 
Spanish in a group; Vicki indicated that she would not make assumptions or jump to 
conclusions; she attempted to connect with Ana by speaking Spanish.] 


8. OPTIONAL DISCUSSION. Say: Let’s turn this situation around. Ask groups to discuss and 
report out on 2 questions: 


 


(1) What are the ways that people who speak English as a 
second language may feel excluded at work?  


[Possible Responses: Not understand or write English 
fluently or quickly; not understand jokes or idiomatic 
language; need additional time to read and comprehend or 
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write; treated as if they are not intelligent or competent; 
misunderstood; unable to advance due to unimportant or 
unnecessary communications requirements or biases.] 


As we get an increasing diverse workforce in terms of language and culture, what is at 
least one thing you/we can do to help people be included? 


[Possible Responses: Patience; asking how I can be of assistance; using commonly known 
words and avoiding slang and jargon.] 


9. Summarize the key points. Say: 
 
Having diversity in the workplace is just the beginning. Without inclusion to support our 
differences I the results discouragement, impaired performance, turnover or 
experiences of inequality and inequity.  Being inclusive is a conscious act and intention 
because we are most often attracted to and comfortable with those who share our 
similarities. 


10. With regard to speaking languages other than English, many organizations want and 
need people who speak different languages. 


Typically, there are no organization requirements that only English can be spoken at 
work. In fact, there are Equal Employment Opportunity Commission (EEOC) rulings and 
court decisions that state that employers can’t keep employees from speaking other 
languages at work, except when there are clear job-related reasons having to do with 
safety, productivity and meeting legitimate requirements. 


People are drawn together by their similarities and shared experiences. Ana’s comment 
about how easy it is to communicate with someone who shares your language or how 
communicating complicated instructions is just easier in a person’s first language are 
examples of this dynamic. At the same time, these expressions of cultural similarity can 
create misunderstandings with others who feel that they’re being excluded or, worse 
yet, ridiculed. 


It’s important that we all respect the different cultures in our organization. It’s also 
important to remember that the purpose of communicating is to create a shared 
understanding. So to maintain effective working relationships, we must sometimes 
make a special effort to include others so they won’t feel excluded. For example, it’s 
common practice in some European countries, where multiple languages are used in 
conducting business, for people to announce that they are going to shift to another 
language in order to facilitate communication. This is considered to be a respectful way 
of ensuring understanding and inclusion.   


11. Show Slide #18, Say, remember these key points: 
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 Employees can speak languages other than 
English at work unless there are job-related 
reasons for speaking English only 


 Sharing a common language has more to do 
with commonality and ease of communication 
than an intent to exclude, isolate or ridicule 
others 


 Cross-cultural miscommunication and 
misunderstandings often contribute to 
diversity moments  


Bottom Line 


 


 Diversity without inclusion is not enough. 
Inclusion is how we optimize our diversity 
potential. 


12. Transition to the next step. Say: 


 


Next we’re going to take a break and when we return, we 
will practice exploring differences and encouraging 
respect. 
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Time it takes: 45 minutes 


What it is about: Gaining insight into exploring differences and encouraging respect 


What you will need: 


 Easel and Chart Paper  


How to do it: 


1. Introduce the exercise. Say:  


 


We all have expectations of behavior, events, and people 
and even of ourselves. These expectations can be stated 
and explicit (very clear and out in the open) or unstated 
and implicit (unspoken or assumed). 


 


Say: We are often aware of this challenge when we cross international lines.  What we 
sometimes overlook, however, is the fact that these differences can exist within our 
own organization. This diversity of experiences means that how we think of or define 
respect can differ from person to person and from group to group—even from one 
region of the country to another.  For purposes of inclusion, it’s important not only to 
treat people as we want to be treated, but also to treat people in the respectful manner 
that is meaningful to them. 


Diversity and inclusion dynamics often involve an unmet expectation or a violation of 
our expectations. This means that a powerful way we can respond to situations 
involving diversity and inclusion dynamics is to identify the expectations involved and 
agree upon new behaviors. This is what Breaking New Ground is all about. 


Our next exercise will give us some insight into the M.E.E.T.™ model with a focus on 
exploring differences, encouraging respect, and taking responsibility for an inclusive 
workplace. 


2. Ask participants to choose and form affinity groups that are relevant to the organization 
[Facilitator Note: Use or adapt the list below] or have participants count off by fives to 
form five groups and then assign each group a designation using the list below as a 
guide. Use groups that are relevant to the organization.  


 Working parents (or single parents) 


 Younger workers (under 30) 


 Older workers (over 60) 


Half-Day Workshop Exploring Differences 
and Encouraging Respect Exercise Step 7 
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 Women 


 Racial/ethnic minority (e.g., Hispanic; African American; Asian/Pacific Islander) 


 White men 


 Gay/lesbian/bi-sexual/transgender community 


 Caregiver (for elderly and/or person with a disability) 


 Foreign born/English as second language 


 Geographic region  


 Occupation (e.g., administrative professional; uniformed) 


 Persons with a disability 


 


[Facilitator Note: Participants may ask why “white men” is 
a group but “white women” is not. You can explain that the 
groups are based not on just one distinction but on 
experiences people in the group have had. Women as a 
group (women of all races) have had issues and 
experiences not shared by men.] 


3. Once participants are in their groups, say: You have now become members of a group. 
Ones–you are a part of [designation] group. Twos–you are part of a [designation] group. 
Threes–you are part of [designation] group. Fours–you are part of the [designation] 
group. And fives you are part of the [designation] group. 


 


 


 


 


[Facilitator Note: Sometimes you may get responses along 
the lines of “this is stereotyping: or “I’m not willing to 
myself into a specific group because that is the opposite of 
what we should be doing” or because I’m an individual. It 
may be helpful in such an instance to explain that these 
groups do exist in society and in the organization and our 
purpose is to explore differences and encourage respect. 
We are better able to do this when we increase awareness 
about the groups and how the people in them may be 
impacted. An option is to assign groups as opposed to self-
identify, or to indicate they do not have to be a member of 
the group just have an interest in the group. Another 
option is to create a group called “individuals” or 
something similar.] 


 


Say: As a group, you need to answer three questions as if you are actually a member 
of the group:  
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 What I like about being a member of this group is . . . 


 What I want others to understand about my group is . . .  


 What I never want to hear about my group again is . . . 


[Facilitator Note: Have the three questions written on a flipchart or whiteboard.] 


4. Allow ten minutes for the groups to discuss the questions. 


5. At the end of 10 minutes, Say: Pick a spokesperson to report to the class the answers to 
your questions. Which group wants to begin? 


 


[Facilitator Note: As each group finishes, give them praise, 
clap, etc., to acknowledge their effort. Continue to choose 
groups until all groups have presented.] 


6. Summarize the exercise by asking the following questions: What was it like being in 
the group?  


[Possible Responses: we felt proud; I could see where people could misunderstand people 
in this or not value them; I learned things I didn’t know.] 


What did you notice about each group’s responses? What were the recurring themes, 
similarities and differences?  


[Possible Responses: people want to be recognized and valued for what they contribute; 
they don’t want to feel disrespected or excluded; people don’t want to hear statements 
that reinforce commonly-held stereotypes.] 


7. Summarize exercise. Say: What everyone wanted was to be treated with respect. What 
they didn’t want was to be characterized by negative stereotypes. 


 


What we just did was M.E.E.T.™, and we’re going to 
encourage you to keep having these conversations. It’s 
usually a good practice to treat people the way you want 
to be treated yourself; and it’s even better to treat people 
they way they want to be treated. Often the only way you 
will know what respect means to someone else is to ask. 


8. Transition to Step 8. Say: Let’s continue our discussion by learning more about 
unconscious bias. 
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Time it takes: 20 minutes 


What it is about: Recognizing how unconscious biases contribute to diversity moments by 
influencing our perceptions, behavior and the decisions we make about others. 


What you will need: 


 Chart and easel 


 Participant Materials 


 Video – Is This the Image That We Really Want? 


 Slides #19-24 


How to do it: 


1. Slide #19. Say:  


 


 


 


The term bias may be used to describe both positive and 
negative mindsets towards individuals and groups. For our 
purposes, it refers to the persistent, harmful and unequal 
treatment of someone based solely on some characteristic 
they possess or their apparent membership in or 
identification with a particular group. We are all socialized 
into our cultural heritage, whether we know it or not. We 
learn language, values, and beliefs as well as “who is one 
of us” and “who is not” from our experiences in our 
cultures. Because much of this learning takes place at an 
unconscious level, we are not aware of the fact that it 
exists, hence the term “unconscious” bias.  Recent 
research in brain science has given some insight into 
unconscious bias; our memory holds many things, 
including unconscious biases without our awareness that 
the biases even exists or that they influence our behaviors. 


2. Say: 


 


We don’t like to think of ourselves as having biases toward 


others. The fact is many of these biases exist in our society 


and in our memory and are sometimes expressed. By 


being self-aware and willing to engage with others when 


bias is unintentionally implied or expressed we can better 


resolve problems and promote more effective working 


Half-Day Workshop Viewing and Discussion of 
Vignette #4: “Is This the Image That We Really Want?” Step 8 
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relationships. 


Say: We don’t like to think of ourselves as having biases toward others. The fact is many 
of these biases exist in our society and in our memory and are sometimes expressed. By 
being self-aware and willing to engage with others when bias is unintentionally implied 
or expressed we can better resolve problems and promote more effective working 
relationships. 


3. Refer participants to pages 15-16 in their Participant Materials. Say: 


 


This video is about unconscious bias. As you watch observe 


the difference between what people are thinking and what 


they are saying. Write down some notes about what you 


notice. What is the effect on their perceptions, behavior 


and the decisions they make? 


4. Play the video vignette: “Is that the image we really want?” 


 


[Facilitator Note: Prep the video by forwarding to the “Is 


This the Image That We Really Want?” segment. Then 


select and play “Is This the Image That We Really Want?” 


Pause the video at the end of the scene (screen will go 


black and then show the M.E.E.T. Breaking New Ground™ 


logo).] 


5. Discuss the video. Ask: What types of biases were behind the comments made during 
the meeting? 


[Possible Responses: Age, generation, appearance, religion, accent, gender identity, etc.] 


Ask: To what extent was there a gap between what people were thinking and what 
they actually said? 


[Possible Responses: People made their comments in a polite or socially accepted 
framework that hid their biases from themselves and others.] 


Ask:  How did the presence of unconscious bias impact the team? 


[Possible Responses: People were sometimes aware of and reacted to the negative 
perceptions even when they were not explicitly stated; unconscious bias caused them to 
focus on negative assumptions while not seeing or seeking positive attributes; impaired 
the quality of the relationships needed for good teamwork; the interpersonal dynamics 
interfered with their ability to solve problems or complete the task effectively.] 
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6. Refer participants to page 18 of their materials. 


 


Say: We’re going to see Maura address the situation. As 


we view the conclusion of the vignette, watch how the 


M.E.E.T.™ model is used by the team and write down some 


notes 


7. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


 


8. In pairs or trios, take 3-5 minutes to discuss what you observed. 


9. Show Slide #20. Continue by asking: 


 


 


What did Maura do to make time to discuss?  


[Possible Responses: Maura recognized that what was being said what not what people 
were really thinking, and that what they were thinking couldn’t be said; Maura told the 
team that the meeting was not going well and suggested that they start over with a 
focus on accomplishing the presentation instead of who should do it.] 


 


 


Show Slide #21. What did the team do to explore 
differences? 


[Possible Responses: Various team members supported Maura by identifying what was 
needed in the presentation. For example, Edgar stated that it was important to show 
their technology edge; and, Absella emphasized that the context for how they got to this 
point was important.] 
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Show Slide #22. What did the team do to encourage 
respect? 


[Possible Responses: Irene acknowledged the points made by Edgar and Absella, and 
asked for other teammates’ opinions (i.e., Ofosu). Ofosu suggested they explore the 
different contributions that each person could make and modeled the suggestion by 
beginning with Edgar.] 


 


 


Show Slide #23. What did the team to do take 
responsibility? 


[Possible Responses: The team continued to work together in a positive manner. Edgar 
acknowledged both the work of the team and Ofosu’s contribution to the teamwork that 
emerged. Maura acknowledged the positive work of the team and identified next steps.] 


10. Slide #24. 


 


Summarize the discussion and say: 


Bias can be expressed blatantly or through subtle micro-
messages as we discussed in an earlier vignette. 
Unconscious bias means that the bias is out of our 
awareness and it influences are perception, judgment, 
language and actions. Exploring differences and 
encouraging respect are ways to counteract the possible 
presence of bias. 


Bottom Line: Self-awareness and self-management are 
strategies for “unlearning” bias and building cultural 
competency 


11. OPTIONAL DISCUSSION 


 


Say: Unconscious bias is learned behavior. Although it is 
unconscious, we can get clues or cues that it is exist. For 
example, the term alief is an automatic or habitual belief-
like attitude, particularly one that is in tension with a 
person’s explicit beliefs. What are possible strategies for 
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“unlearning” bias? [Various Responses] 


The most effective strategies for reducing “automatic” bias involve self-awareness and 
self-management as strategies to use to “unlearn” bias. One strategy is to be aware of 
common stereotypes and seek opportunities to recognize, experience and value 
diversity and the many examples of group members that disconfirm the stereotype. 
Another is to intentionally think specific counter stereotypical thoughts whenever you 
encounter a member of the group associated with the stereotype. Another strategy is to 
increase our intergroup and social contexts, including opportunities for familiarity and 
friendships which increase our ability to see people in a more individual manner. Finally, 
training such as we are having today, which stresses appreciation rather than 
elimination of group differences has been found to be successful in reducing bias. 


12. Our next video shows the negative impact of bias when assumptions are reported as 
fact. 
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Time it takes: 10 minutes 


What it is about: Understanding that assumptions reported as fact can have a negative impact 
on diversity and inclusion 


What you will need: 


 Participant Materials 


 Video Vignette – “He Doesn’t Look Nearly as Good in a Skirt?” 


 Slide #25 


How to do it: 


1. Refer participants to pages 17-18 in their Participant Materials, Video Observation Form: 
Vignette #5 and introduce the vignette. Say:  


 


You’re going to see a couple of co-workers making 
comments about another co-worker. Write down some 
notes about what you think could be the impact of 
comments like this that go unchallenged. 


2. Play the video vignette, “He Doesn’t Look Nearly as Good in a Skirt?” 


 


[Facilitator Note: Prep the video by forwarding to the “He 
Doesn’t Look Nearly as Good in a Skirt?” segment. Then 
select and play “He Doesn’t Look Nearly as Good in a 
Skirt?” Pause the video at the end of the scene (screen will 
go black and then show the M.E.E.T. Breaking New 
Ground™ logo).] 


3. In pairs, discuss the video. Ask:  


 


 


What are the diversity moments in the situation? What 
diversity dynamics may be present? 


[Possible Responses: Gabriella walking by; Amar not immediately understanding Carl’s 
meaning; Carl implying that Gabriella was promoted for reasons other than her 
qualifications or competencies, e.g., appearance/ sex appeal, and expecting everyone to 
agree.]  


Half-Day Workshop Viewing and Discussion of 
Vignette #5: “He Doesn’t Look Nearly as Good in a 
Skirt?” 


Step 9 
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4. Ask: What were Carl and Amar’s specific behaviors that you observed? 


[Possible Responses: gossiping or spreading rumors about Gabriella; making 
assumptions about the reason for Susan’s promotion; making false statements about 
her; making comments with sexual overtones/innuendo; implying that Phil, the 
supervisor, was unfair or acted inappropriately.] 


Ask, what is the impact of this behavior?  


[Possible Responses: rumors stated as facts can hurt relationships; they can damage 
someone’s reputation; they can undermine teamwork and confidence in others; they can 
also result in a violation of company policy or the law.] 


Ask. If this behavior continues, what are the possible outcomes or consequences? 


[Possible Responses: It could destroy teamwork and open communication among them; 
Gabriella might quit; Gabriella might consider their actions as slander, harassment, 
discrimination or libelous which could lead to legal action against the company; Eddie 
hear the gossip and believe he was treated unfairly, creating dissatisfaction which could 
lead to legal action against the company; the behavior can erode trust in the 
organization’s fair employment practices.] 


Ask, if you were coaching Danny, what should he say or do in order to support 
diversity and encourage inclusion? 


[Possible Responses: Do not ignore or agree with the comments; challenge the validity of 
the comments; point out the inappropriate or disrespectful nature of the comments.] 


5. Refer participants to pages 17-18 in their Participant Materials, Video Observation Form: 
Vignette #5 and introduce the conclusion of the vignette. Say: 


 


We’re going to see Danny address the situation. As we 
view the conclusion of this vignette, watch how Danny 
uses the M.E.E.T.™ model and write down some notes. 


6. Show the resolution of this topic. 


 


[Facilitator Note: Restart the video at the previous pause 
point.] 


 


Take 2-3 minutes to compare Danny’s actions to those you 
suggested. Ask: How did Danny support diversity and 
promote inclusion? 
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[Possible Responses: Danny told Carl and Amar that he disagreed with Carl’s comment 
about Gabriella; he challenged the validity of Carl’s remark; he asked for Carl’s 
acknowledgement of a past situation in which Susan demonstrated leadership/initiative; 
he suggested that Carl give both Gabriella and her boss, Phil, some credit/respect for 
promoting Gabriella; he stated that Gabriella’s promotion was deserved.] 


7. Summarize the discussion. Show Slide #25. Say: 


 


Spreading false information or accusations concerning 
employees may be a violation of organization policy. Carl 
and Amar engaged in behavior that could have a disruptive 
effect on relationships in their workplace and could be 
seen as contributing to possible harassment or a hostile 
environment situation. 


An inclusive workplace is one that discourages gossip and malicious rumors. The fact 
that the conversation took place in the workplace means that those impacted by it, such 
as Danny, have a right and a responsibility to respond. 


8. Transition to Step 10. Say:  


 


Let’s look at the next vignette which describes diversity 
and inclusion dynamics that are often associated with 
sexual orientation. 
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Time it takes: 20 minutes 


What it is about: Recognize the diversity and inclusion dynamics that are frequently associated 
with sexual orientation and/or gender identity; introduce the “meeting organizer” structure 
that was practiced in the previous vignette. 


What you will need: 


 Participant Materials 


 Video Vignette – “Why do They Have to Flaunt it at Work?” 


 PowerPoint® Slides #18, #26-29 


How to do it: 


1. Say: 


 


 


 


Diversity moments can often be uncomfortable and 
challenging. Show Slide #26. 


Say: We’ve mentioned the cultural competency and the 
importance of self-awareness and self-management in 
building cultural competence. 


 


Show Slide #27. 


Say: Self Awareness. Self-awareness is the process of 
understanding yourself. It means being able to recognize 
your feelings about different groups of people, understand 
the emotions associated with the feelings, and understand 
what you think and do as a result. 


Self Management. It’s the ability to restrain impulses, 
manage feelings and express differences in ways that lead 
to positive outcomes. 


 Steven Covey emphasized that each of us has response-
ability - the ability to choose our response to any situation. 
Managing our emotions allows us to make these choices 
so we can choose how we respond to diversity and 
inclusion dynamics. The M.E.E.T.™ model helps you choose 
the best response to a situation. It is mostly about being 


Half-Day Workshop Viewing and Discussion of 
Vignette #6: “Why Do They Have to Flaunt it at 
Work?” 


Step 10 
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able to control your emotions and responses to situations 
and other people; and, it also about expressing positive 
emotions to others. 


2. Show Slide #28. Say: The M.E.E.T.ing™ Organizer is a framework for self-awareness and 
self-management. Answer these questions in order to organize your thinking about 
diversity and inclusion dynamics.  


 


 


 


 


Get Ready to M.E.E.T.™: 


 What is the “Diversity Moment” (the situation 
involving diversity or inclusion dynamics)?  


 What specific Behaviors are involved? 


 What is the Impact of the situation or behavior 
(e.g., on you or others; on the team, 
productivity, customer service)? 


 What is the Consequence or possible outcome 
if this behavior continues (that you want to 
avoid)? 


 What is your Request (what do you want—i.e., 
the desired outcome of your M.E.E.T.ing™)? 


Say: At your tables count off 1 to 5. Based on your number, you will be responsible for 
completing the same numbered question in the worksheet for your group. Complete 
the M.E.E.T.ing™ Organizer worksheet template as if you are Kim.  


3. Refer participants to pages 19-20 in their Participant Materials. 


4. Play the entire video vignette, “Why do They Have to Flaunt it at Work?” 


 


[Facilitator Note: Prep the video by forwarding to the “Why 
do They Have to Flaunt it at Work?” segment. Then play.] 


5. Say: Answer your assigned question and take a few minutes to complete the worksheet 
with your group.  


[Possible Responses: 


Diversity Moment—Shelley is bothered by the conversation and display of pictures 
between Tyler and Kim regarding his vacation with his partner. 
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Behavior—Shelley’s expresses disapproval verbally and nonverbally. She states “why 
does he have to flaunt that,” referencing Tyler’s sexual orientation.  


Impact—Kim is surprised, confused and concerned about Shelley’s reaction. She did not 
know Shelley felt this way.  


Consequence—It may have a negative impact on their relationship because Kim does not 
share Shelley’s concerns. It also may have a negative impact on their (Shelly/Kim) 
relationship with Tyler. It creates or represents a larger problem regarding relationships 
and organizational policies regarding sexual orientation. 


Request—Shelley to be aware of the bias expressed and the problems it causes, e.g., (1) 
appropriate behavior; Tyler did not do or say anything inappropriate that triggered 
Shelly’s feelings of discomfort and reactions; (2) using a double standard; Tyler was just 
talking about his vacation the way everyone does but Shelly is saying he should not have 
that privilege; (3) no one should have to hide who they are and who they care about 
when the manner in which they express it is within the range of acceptable behavior in 
the workplace.] 


[Facilitator Note:  Same sex relationships, sexual orientation and gender identity involve 
diversity dynamics where possibilities of intentional or unintentional exclusion and 
disrespect can occur.] 


6. Ask: How can using the M.E.E.T.ing™ Organizer help support self-awareness and self-
management? 


 


[Possible Responses: Avoid reactionary, impulsive and 
defensive responses; keeps us focused and on track; 
enables you to see total picture; enables you to focus on 
impact, consequences and solutions as opposed to blame 
and negative judgments; encourages you to be specific and 
assemble the facts as well as recognize when you may 
need more information; helps you get clear on the purpose 
of M.E.E.T.ing™ in terms of what you want to accomplish 
and the desired outcomes.] 


OPTIONAL DISCUSSION (1): 


 


Say: Gender and Gender identity can create diversity 
moments when strongly held beliefs and 
traditions are challenged by unexpected expressions of 
identity or same-sex relationships. 


For example, when Andrew, announces that he is 
undergoing gender reassignment and that the following 
week she will begin living her life as a woman, Andrea, the 
result is confusion and some negative responses from 
other employees. These are often new considerations for 
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many organizations. 


[Facilitator Notes: Before initiating this discussion become familiar with your 
organization’s policies on sexual orientation and gender identity. If your organization has 
an employee resource group such as GLOBE (gay, lesbian and other bi-sexual employees) 
they may also be able to give you additional information. Adjust the facilitator’s 
comments to reflect your organization’s expectations and requirements. In the 
facilitator’s resource materials review the key concepts, i.e., alief, aversive racism, micro-
messages, etc. The purpose of this optional discussion is to encourage self-awareness 
and self-management. It is not to debate the right or wrong of anyone’s beliefs. You may 
ask participants to discuss the questions in pairs or small groups.] 


 


Ask: In this scenario, do you think Tyler may have been 
aware of Shelley’s concerns? Why or why not? [yes, he 
would be aware because he would be sensitive to this 
kind of response;] What do you think the impact could 
be? 


[Possible Response: Avoid Shelley; tension in his 
relationship with Kim, who is a friend of Shelley; concern 
about the extent to which Shelley’s views are shared by 
other co-workers; hypersensitivity to behaviors and 
comments in the future.] 


Say: We talked before about micro-inequities. No matter the words we say, our actual 
communication (what others understand about and from us) is influenced by our 
expression, gestures and tone of voice. In fact, research as shown that only a small 
percentage of brain processes verbal communication.  Micro-inequities relating to 
characteristics such as race, ethnicity, religion, gender and gender identity can have 
negative effects.  


Ask: In general, what are other examples of negative micro-messages you have 
experienced or observed? 


[Possible Answers: “Talking” to women without making eye contact; “forgetting” or 
mispronouncing a name (that should be known); mistakenly introducing someone as 
someone else of the same race; jokes that make fun of religion or disability; presumption 
that a certain race or gender can do something better; language that shifts from 
individual to group, e.g., “why can’t you people...;” failing to acknowledge presence or a 
contribution; “tune-out”; move or lean away.] 
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Say: We can intentionally counter micro-inequities through 
the practice of micro-affirmations. Micro-affirmations are 
subtle or small acknowledgements of a person's value and 
accomplishments. They may take the shape of positive 
feedback or public recognition. 


Ask: What are examples of positive micro messages you 
have experienced or observed? 


[Possible Responses: Nod; appear engaged or interested; say a “difficult” name correctly; 
be consciously inclusive; asking rather than telling; use equal and descriptive vs. superior 
and evaluative language; active listening; good manners and civility.] 


OPTIONAL DISCUSSION (2) 


 


Say: Gender and gender identity can create diversity 
moments because of cultural and societal strongly held 
beliefs and traditions. Let’s discuss the situation from this 
perspective for a few minutes. 


[Facilitator Notes: before initiating this discussion be familiar with your organization’s 
policies on sexual orientation and gender identity. If your organization has an employee 
resource group such as GLOBE (gay, lesbian and other bi-sexual employees) they may 
also be able to give you additional information. Adjust the facilitator’s comments to 
reflect your organization’s expectations and requirements. In the facilitator’s resource 
materials review the key concepts, i.e., alief, aversive racism, micro-messages, etc. The 
purpose of this optional discussion is to encourage self-awareness and self-
management. It is not to debate the right or wrong of anyone’s beliefs. You may ask 
participants to discuss the questions in pairs or small groups.] 


 


Say: Shelley was having a diversity moment. Ask: What 
were some of the signs? 


[Possible Responses: She was uncomfortable, confused, uncertain, etc. caused by Tyler’s 
sexual orientation when he discussed going on vacation with a same sex partner; she 
was surprised, confused, uncertain, etc. when her friend, Kim, did not share her views.] 


Say: Shelley agreed to think about this further. This is an example of how you can have a 
M.E.E.T.ing™ with yourself. 


 First, is the self-awareness that she needs to make time to reflect about this 
situation and not attempt to ignore it, put it out of her mind, or pretend it didn’t 
happen? 
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 Second, is explore differences. Shelley’s discomfort may be caused by the stress she 
is experience from her own conflicting experiences and beliefs. It is what happens 
when we are confronted with new information that conflicts with existing beliefs, 
ideas, or values. It is a normal reaction to actively avoid situations and information 
which conflicts with our beliefs, ideas and values and to seek people and 
experiences that confirm them. Sometimes it is because we, ourselves, hold 
contradictory beliefs.  


For example, many people will say that women should not be treated differently than 
men in terms of employment for which they are qualified; yet, many of the same people 
(men and women) expressed uncertainty and discomfort when they learned their airline 
pilot was a woman.  That is an example of an alief, a belief (often unconscious) that we 
hold that is different than our stated or explicit belief. Such a contradiction creates a 
diversity moment and can also be the source of unconscious bias.  


 


Say: In order to encourage respect, we have to see the 
humanity in the other person. 


Take responsibility has to do with both self-awareness and self- management. It is 
important for Shelley to be aware of the presence of her beliefs and the possible impact 
on others in the workplace.  It doesn’t mean that Shelley has to change her beliefs and 
values, it does mean she has to be aware of the impact of her behavior as well as 
manage her behavior in accordance with workplace expectations and requirements. On 
one hand Shelley believes that everyone should be treated with respect and civility in 
the workplace; on the other hand, she disagrees with Tyler’s orientation and life 
choices. It is the conflict between these two beliefs that creates her diversity moment.  


 


Say: There is research on phobias that can be helpful. At 
the extreme of bias continuum is phobic behavior, which is 
the result of an excessive fear or aversion which leads to 
considerable anxiety or stress. 


Ask: What are examples of phobias that you have observed or experienced? [possible 
answers are fear of heights, fear of small spaces, fear of crowds, fear of snakes, fear of 
crossing bridges, etc.) Ask. Is the phobia rational? 


[Possible Answer: No; in unique and isolated situations.] 


Ask: Does that matter to the person with the phobia? 


[Possible Answer: No; their experience is real to them.] 
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Ask: Remember, I said at the extreme end of bias is phobic behavior. If we look at 
what it takes to overcome phobias we can also learn some strategies for unlearning 
bias. What are ways to overcome phobias? 


[Possible Answers: Intentional Exposure; Positive Experience that counters the fear or 
aversion; practice different responses to the stress and anxiety the phobia generates.]  


 


Say: Unlearning bias is not easy. And it is not a matter of 
will power. Where will power comes in to play is in the 
willingness to make the effort.  And the willingness to 
minimize the impact of our biases on others in the 
workplace. 


 


7. Ask: What can make these types of moments especially difficult has to do with the 
contradiction that sometimes exists between our stated, espoused or unexamined 
beliefs, and our actual lived values and beliefs. Again, this may have to do with the 
difference between what we consciously believe, say and do versus our unconscious 
beliefs, communication, and actions. 


8. Summary, show Slide #29 and say: 


 


 Interactions between people of the same sex 
are sometimes interpreted as inappropriate or 
offensive when in fact the behavior is within 
the range of acceptable conduct. 


 Gender and gender identity continue to 
present significant challenges due to strongly 
held traditions, beliefs and values. 


 Watch out for double standards—i.e., norms or 
“rules” applied to some groups and not to 
others. 


9. Transition to Step 11: Let’s look at our final vignette – “We Have a Way of Doing Things.”   
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Time it takes: 20 minutes 


What it is about: Recognizing that diversity and inclusion go beyond race, gender, ethnicity, etc. 
They can and often do involve differences in organizational culture, including work styles and 
schedules, geographic and time-zone differences, occupations, and working on virtual teams. 


What you will need: 


 Chart and easel 


 Participant Materials 


 Video Vignette – “We Have a Way of Doing Things.” 


 PowerPoint® Slide #30 


How to do it: 


[Facilitator Note: Consider using Optional Activity 3 in place of the exercise in this step to allow 
participants to practice applying all four steps of the M.E.E.T.™ model instead of just one step as 
in the exercise below.] 


1. Introduce the conclusion of the video. Say: 


 


As we’ve been discussing, we need to take responsibility to 
recognize and respond to diversity and inclusion dynamics 
involving co-workers or customers. 


2. Introduce the video. Say: 


Diversity and inclusion is not always going to be about race, gender, ethnicity, etc. Many 
and perhaps most diversity and inclusion involve workforce diversity, such as field v 
headquarters, regional differences, departments, occupation, credentials, hierarchy, 
seniority, etc. In this age of buy-outs and mergers differences in organizational culture 
can be a challenge. 


3. Play video. 


 


[Facilitator Note: Play video “We Have a Way of Doing 
Things.” and run to the end of the video vignette.]  


Refer participants to pages 21-22 in their Participant 
Materials. 


Half-Day Workshop Viewing and Discussion of 
Vignette #7: “We Have a Way of Doing Things.” Step 11 
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4. Say:  


 


 


 


Any employee can use M.E.E.T.™ at any time to address a 
situation involving diversity and inclusion dynamics. And, 
at this point, you probably realize that just about any 
situation can involves diversity inclusion dynamics. You 
never know when they are going to show up. In this 
vignette, the issue was time differences that were 
impacting the performance of a virtual team. 


Ask: What are common or ordinary diversity and 
inclusion issues that you have experienced or observed 
that may seem minor (such as a meeting time) but could 
have significant impact on team work, productivity or 
customer satisfaction? 


 


[Possible Responses:  New employees feeling included; younger employees feeling 
discounted or not valued; union believing management not acting in good faith or 
excluding them; role confusion; marketing making promises that sales can’t deliver; etc.] 


5. Summary, show Slide #30 and say: 


 Diversity and inclusion are not always about race, gender, ethnicity, etc. Many 
common workplace issues involve diversity and inclusion dynamics. 


 Organizational cultures are based upon long term beliefs and practices that are 
considered to be important enough to the success of the organization to be 
continued.  


 Unexamined beliefs and practices can advantage some while disadvantaging others 
and can create unintended exclusion. 


6. Transition to Step 12. We will spend the remainder of the class applying what we have 
learned and discussed to our organization. 
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Time it takes: 60 minutes 


What it is about: Reviewing the M.E.E.T.™ model, examining each letter of the M.E.E.T.™ model 
in more detail, and applying each part of the model. 


What you will need: 


 Participant Materials 


 PowerPoint® Slide #31 


How to do it: 


[Facilitator Note: Consider using Optional Activity 3 in place of the exercise in this step to allow 
participants to practice applying all four steps of the M.E.E.T.™ model instead of just one step 
as in the exercise below.] 


1. Introduce the conclusion of the video. Say: 


 


As we’ve been discussing, we need to take responsibility to 
recognize and respond to diversity and inclusion dynamics 
involving co-workers or customers. 


2. Say: It’s up to us to take advantage of our diversity to help make us more productive and 
more successful. To do that, we’ve got to make an effort to build awareness and 
recognize and respond to diversity and inclusion dynamics we may observe or 
experience. 


3. Now let’s examine the M.E.E.T.™ model in more detail. 


4. Introduce the exercise. Say: 


 


We’ve seen seven different situations today where the 
M.E.E.T.™ model was used. We saw the characters making 
time to discuss, exploring differences, encouraging respect 
and taking personal responsibility. Now we’re going to 
review each step in more detail, which will allow us to 
complete an exercise later in which we apply the model to 
an organizational situation. 


Half-Day Workshop How Do You 
M.E.E.T.™? Step 12 







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 129 
This page may be reproduced for training purposes. 


 


5. Refer participants to page 27 in their Participant 
Materials, M.E.E.T.: Breaking New Ground™ and 
review each step in the model. 


6. Show Slide #31. Say: 


 


Let’s look at each step of the M.E.E.T.™ model, starting 
with M – Make time to discuss. 


[Facilitator Note: Briefly review each bullet point.] 


Here’s an example of what someone might say to “make 
time to discuss” in the workplace: “Sue, there’s something 
I need to talk to you about. Can you meet me for coffee at 
break? We can meet in the conference room down the 
hall.” 


 


Say: Now let’s review the first E – Explore differences.  


[Facilitator Note: Briefly review each bullet point.] 


Here’s an example of what someone might say to “explore 
differences” in the workplace: “The problem is that when 
you convene meetings at the end of the day you keep 
convening meetings at the end of the day, I can’t make 
them because of my childcare commitments. I’m 
committed to the project but I have other commitments, 
too. That’s my sense of concern. I’d like to hear your 
perspective.” 


Exploratory questions help you minimize bias and pre-conceptions about the other 
person by asking for information on what is really on their mind in an open and 
nonthreatening way.   


Say: Let’s move on to the second E – Encourage respect. 


[Facilitator Note: Briefly review each bullet point.] 


Here’s an example of what someone might say to “encourage respect” in the workplace: 
“Jim, I want to acknowledge that you’ve put a lot of time into this project. You say you 
are committed to its success and I’ve seen your commitment.” 


Say: Now let’s review T – Take responsibility. 


[Facilitator Note: Briefly review each bullet point and ask for examples of what this 
might look like.] 


Here’s an example of what someone might say to “take responsibility” in the workplace: 
“It’s our responsibility to make sure that all parts of the project are completed on time, 
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and your part must be completed before mine. I don’t want to miss any more 
milestones and I’m hoping we can work this out without getting anyone else involved. 
What can we work out between the two of us that allows us both to be successful?” 


7. Introduce the exercise. 


 


Say: Now that we’ve reviewed the model, you’re going to 
identify a real world situation you can use to apply it. 
Before we do that, we need to form groups of four. [Ask 
participants to count off by fours or assign them into four 
groups.] 


 


Refer participants to page 30 in their Participant Materials, 
M.E.E.T.: Breaking New Ground ™ Worksheet, and say: 


 


Individually think about an example when the M.E.E.T.™ 
model could have been used to promote a mutually 
respectful working environment. The example can be one 
involving a co-worker, a manager or a customer. Or better 
yet, it could be something that you need to deal with now. 
First, describe a difficult conversation that you have had or 
need to have. Next, identify the diversity and inclusion 
dynamics that are present in that situation. Write down 
answers to these questions in the space provided on the 
worksheet. [Allow three minutes.] 


8. Continue the exercise. Say:  


 


In a few minutes, your group’s going to demonstrate how 
to use one letter of the M.E.E.T.™ model to deal with one 
of the examples the members of your group wrote down. 
So first, take a few minutes for each group member to 
read aloud the example they wrote down where the 
M.E.E.T.™ model could be used or could have been used to 
promote a mutually respectful working environment. Once 
you’ve discussed everyone’s examples, choose one to 
apply one letter of the M.E.E.T.™ model. [Allow eight 
minutes.] 


9. Continue the exercise by asking each group to share the example they chose.  Each 
group is going to complete the M.E.E.T.ing™ Organizer worksheet template and 
demonstrate the model with an emphasis on the letter they were assigned.  They will 
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describe the situation, behavior, impact, consequences and request and then 
demonstrate, through a role play or skit, the step in the model they were assigned. 


10. Say: 


 


Group One: you’re going to focus on the “M” of the 
M.E.E.T.™ model (Make time to discuss) to deal with the 
example you select. 


Group Two: you’re going to focus on the first “E” of the 
M.E.E.T.™ model (Explore differences). 


Group Three: you’re going to focus on the second “E” of 
the M.E.E.T.™ model (Encourage respect). 


And Group Four: you’re going to focus on the “T” of the 
M.E.E.T.™ model (Take responsibility). Your group will 
demonstrate to the large group how your letter of the 
M.E.E.T.™ model will help address the example you select.  
Each group briefs the class on the answers to the 
questions in the M.E.E.T.ing™ Organizer worksheet 
template before demonstrating the step. 


11. Say:  


 


You’ll have a total of 20 minutes to pick an experience, 
complete the M.E.E.T.ing™ Organizer Worksheet 
Template, and prepare a demonstration about applying 
your letter of the M.E.E.T.™ model to your example. You 
can use the appropriate space on page 17 to write down 
notes for your demonstration. What questions to you have 
about the assignment? [Allow 20 minutes for preparation.] 


12. Ask each group to report out and demonstrate its assigned step. 


OPTIONS: [Facilitator Notes: Rather than have the group demonstrate one step in the 
model, you can have the class present all steps as part of their presentation. Another 
option is to have groups complete this assignment in trios, with each group explaining 
the meeting organizer and having 2-3 groups volunteer to present the demonstration. A 
third option is an instructor led role play, where you are the person they are having the 
meeting with and you guide them to a successful conclusion.] 


13. Debrief the exercise. Ask: What appears to be the most difficult step of the M.E.E.T.™ 
model?  
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[Possible Responses: being willing to take the time or make 
the effort to M.E.E.T.™; having an attitude of interest and 
curiosity in order to explore differences; practicing respect 
and civility in the face of different values, perspectives or 
“wrongness;” recognizing my contribution to the problem 
and taking responsibility for the desired outcome or 
solution.] 


What seems relatively easy?  


[Possible Responses: Identifying situations in which to use the model.] 


What might keep us from using M.E.E.T.™?  


[Possible Responses: We’re not sure how the other person(s) will respond; it takes 
courage; I’m not rewarded or encouraged to use it; it’s new to me.] 


What motivates you or is the benefit to you, our organization and others in using 
M.E.E.T.™?  


[Possible Responses: It will help me lead by example; it will help us deal with tough 
situations involving respect; it will encourage open communication; it will build 
teamwork.] 


What other observations did you or your group discover?  


[Possible Responses: Various answers.] 


14. Summarize the session. 


 


Say: M.E.E.T.: Breaking New Ground.™ Building Respect in 
the Inclusion in the Workplace, is designed to give you 
information, techniques and practical approaches to 
resolving problems in a way that supports effective work 
relationships. Sometimes we solve problems in ways that 
damage or impair important relationships and sometimes 
we maintain the relationships while allowing the problem 
to remain unresolved. Neither of these approaches offers 
the much effective result of improving the relationship 
through the process used to resolve the conflicts behind 
the problem. M.E.E.T.: Breaking New Ground.™ helps us 
reframe the choice that often exists between you or me, or 
right or wrong, win or lose, to a focus on a collaborative 
us. This mutual regard can result in joint problem solving 
that builds respect and inclusion in the workplace.  It helps 
us find smaller solutions now that can prevent the need to 
address bigger issues in the future. 
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15. Transition to Step 13. Say: Let’s wrap up our session with some final activities. 


[Facilitator Note: Consider using Optional Activity 4 before moving to Step 13 to help 
participants identify a variety of actions they can take to support a respectful and 
inclusive work environment.]  
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Time it takes: 10 minutes 


What it is about: Identifying actions participants can take to encourage and support an 
atmosphere of mutual respect; summarizing and evaluating the effectiveness of the training 


What you will need: 


 Participant Materials 


 Workshop Evaluation forms (use your own) 


 PowerPoint® Slides #32-33 


How to do it: 


1. To wrap up the session, say:  


 


Before we conclude, let’s take a look at the Parking Lot. 
Ask: Have we addressed everything on it? Are there any 
additional questions that need to be addressed? [Answer 
any questions.]  


2. OPTIONAL CLOSING SUMMARY: Briefly review a few of the benefits of the training for 
them.  Show Slide #32 and say:  


 


For employees, the benefits of learning more about 
diversity and inclusion are: 


 Additional skills – your communications, 
teamwork, conflict resolution, problem solving 
and customer service skills will be enhanced 


 More confidence – you’ll be able to better 
handle sensitive issues without shame, blame 
or negative stereotyping 


 More productivity – you’ll have an easier time 
communicating with co-workers and customers 
and less down time due to conflict, tension, or 
unresolved frustration 


 A sense of inclusion – that’s what happens 
when you feel respected by your co-workers 
and your organization 


Half-Day Workshop Wrap up the 
Session Step 13 
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 Enhanced teamwork – collaborating with 
others is easier when you work in a respectful 
environment 


3. Show Slide #33. Continue by saying: For our organization, the benefits are: 


 


 An employee value proposition – all things 
being equal, we can more easily attract and 
retain a talented workforce if we actively 
support an environment in which people feel 
valued and respected 


 Improved productivity – when people 
understand how to effectively deal with 
sensitive issues, their teamwork and customer 
service are enhanced 


 Increased professionalism – creating a respect-
filled workplace promotes appropriate and 
professional behavior in the workplace 


 Problem prevention – when people understand 
how to recognize issues, think things through 
and then act in a respectful way, you should be 
able to resolve issues quickly, keep problems 
from escalating and save time and money 


4. Refer participants to page 18 in the Participant Materials, Building Cultural Competency, 
and say: 


 


Please take a few minutes to think about what we have 
covered today and how you can apply what we’ve talked 
about back on the job. What are two things that you can 
take back to the job and implement immediately? Talk to 
the person next to you and write down your commitment 
in the space provided. [Allow 2-3 minutes.] 


5. Ask for volunteers to share their answers with the group. 


[Facilitator Note: Ask for volunteers and give them a token or prize for making their 
commitment public.] 


6. Refer participants to page 5 in the Participant Materials, Pre- and Post-Assessment, and 
say: 
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Let’s take a minute to look at the assessment you filled out 
at the beginning of the session. Please fill out the Post-
Assessment column and then compare to your responses 
from the Pre-Assessment column. 


[Facilitator Note: As an option, consider administering the Post-Assessment 30 days 
after the program as a post-training evaluation.] 


7. Hand out the Workshop Evaluation forms, ask participants to fill them out. Collect them 
from the participants before they leave. 


8. Thank everyone for taking time out of their busy day to attend the session and 
encourage them to use the M.E.E.T.™ approach. 
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Agenda for One-Hour Briefing or Orientation 
Workshop (1 hour) 


This agenda is useful for introducing the topic. It introduces the video, plays it straight through 
without pause or discussion, and provides an opportunity for reflection and small group 
discussion at the end. This is ideal introducing unconscious bias in a staff meeting or as a 
component of a conference, new employee orientation, lunch-n-learn or larger training 
program. 


 


Step Item Time 


#1 Arrival of Participants N/A 


#2 Getting Started 15 minutes 


#3 Viewing of M.E.E.T.: Breaking New Ground.™ Respect and 
Inclusion in the Workplace 


35 minutes 


#4 Wrap up the Session 10 minutes 


 Total Estimated Time: 60 minutes 
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Time it takes: From the time you show up until you start the workshop. 


What it is about: Managing the environment and getting people settled  


What you will need: 


 PowerPoint® Slide #1 (optional) 


How to do it: 


 


1. Display Slide #1 on the screen a few minutes prior 
to the session start time. 


 


2. Greet participants as they enter the room or log onto the online presentation/meeting. 


 


 


 


 


  


One-Hour Workshop Arrival of 
Participants Step 1 
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Time it takes: 15 minutes 


What it is about: Introducing the topic of diversity and inclusion and describing what 
participants will experience and learn 


What you will need: 


 PowerPoint® Slides #5-13 


How to do it: 


1. To get people focused, show Slide #5. Say:  


 


We are each unique individuals - with our own gifts, skills, 
concerns and perspectives. This uniqueness is part of what 
makes us who we are as a person; and in the workplace, it 
can also be what makes us similar to, and different from, 
our co-workers.  Inclusion gives a sense of belonging. It is 
the assurance that the diversity we bring is welcomed, 
valued, respected and treated fairly. 


Show Slide #6 and say: 


 


Diversity and inclusion are not the same. Ask: What is the 
value of motor oil to an engine? 


[Possible Responses: It reduces the heat and friction among 
moving parts.] 


Say: Inclusion is similar—it allows us to leverage the 
advantages of diversity. Diversity without inclusion focuses 
on differences without necessarily seeing similarities or 
respecting the differences. 


Show Slide #7. There are many benefits associated with diversity. 


 


Say: “Breaking New Ground” is about creating a common 
ground that emerges from our willingness to make time, 
explore differences, encourage respect and take 
responsibility.  


“Breaking New Ground” is about creating a common 
ground, which emerges from our willingness to make time, 
explore differences, encourage respect and take 
responsibility. 


One-Hour Workshop Getting Started Step 2 
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[Facilitator Note: Research shows that diverse groups can outperform homogenous 
groups. A common problem associated with homogeneous groups is “group think.” 
Group think is tendency to strive for unanimity or maintain a strong allegiance to the 
status quo without realistically examining alternative courses of action.  


Research also shows that diverse groups can have more difficulty working together than 
homogeneous groups. By definition diversity means difference, and difference is at the 
core of conflict situations.  


The challenge becomes how can we ensure success because of our diversity not in spite 
of it? Successful organizations, groups and teams actively look for the points of 
difference and encourage an exploration of their disagreements. They are willing to take 
the time to elicit differing viewpoints and engage a process that encourages respect. 
They use decision making methods that are inclusive and avoid creating a disadvantage 
or exclusion (e.g., averaging or “majority rule”) through a focus on completing the task 
without building consensus or finding mutually agreeable solutions. 


The key is inclusion. Inclusion is directly linked to respect, trust and the positive attitudes 
associated with group cohesion. As a group becomes inclusive, its functioning is 
positively affected. For example, the interactions and communication between members 
increase; and, group member satisfaction also increases as the group provides friendship 
and support.] 


2. Show Slide #8. Review the purpose of the program and say: 


 


 


The purpose of our program, M.E.E.T.: Breaking New 
Common Ground™, is to provide us with some practical 
information, skills and tools. All of us are here to do a good 
job. And, most of us already know the importance of 
respecting each other. Yet, it’s also true that we all, at 
some time or another, may have said or done things that 
offended or even hurt people with whom we work. Often, 
these expressions are not only unintentional they may very 
well be unconscious. 


 


 


These situations are often created by diversity and 
inclusion dynamics. Show Slide #9. Diversity and inclusion 
dynamics are the reactions that occur when differences in 
culture, experience and expectations come together. This 
can sometimes result in “diversity moments.”  Diversity 
moments. Diversity moments occur when diversity 
dynamics affect our relationships, behavior or 
understanding of a situation.  Show Slide #10. They are 
often based on cross-cultural misunderstandings which 
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occur when a meaning that exists in one culture is 
interpreted differently in another. 


Show Slide #11. 


 


 


Diversity moments usually occur unexpectedly when a 
person encounters a situation or misunderstanding that is 
grounded in cultural differences.  An example be using a 
hand gesture such as the “ok” sign that is acceptable in 
your culture but offensive in another. Diversity moments 
involve an unintended direction or emphasis grounded in 
cultural differences. In other words, it’s when you become 
aware that a diversity or inclusion issue is suddenly and 
often unintentionally dominating a situation. When this 
occurs, you may find yourself surprised, embarrassed, 
confused, uncomfortable or uncertain. 


Although diversity moments can result in humor that brings us together, our focus today 
in on how to recognize and respond to the diversity moments and other types of 
situations that can get in the way of teamwork, productivity and customer service. 


These situations can present challenges and difficulties which are often the result of 
different meanings and responses which are linked to differences which have to do with 
the cultures and backgrounds of the people involved. 


It’s important that we all be able to recognize these kinds of situations so we can take 
steps to avoid them whenever possible and to respond to them in an appropriate 
manner when they do occur. 


Finally, we each have our own personal communication, conflict management and 
problem solving styles. The benefit of this training is to give us a shared set of skills to 
use with one another and throughout the organization. 


3. Review the benefits of diversity and inclusion to the participants and to the 
organization. Refer to the list of benefits that you created from participants’ 
introductions in Step 2 and supplement as appropriate from the facilitator notes.  


Say:  There are many benefits to diversity and inclusion. You came up with quite a few 
during our introductions. Let’s take a look at them. 


Briefly review a few of the benefits and then show Slide #12 and say: These are very 
similar to the benefits you identified.  Diversity and inclusion provide a competitive 
advantage in terms of the ability to: 
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a) Attract and retain a talented workforce 


b) Anticipate and satisfy customer needs 


c) Innovation and creative solutions 


d) Do the right thing (e.g., organizational policies 
and values) 


4. Show Slide #13 and refer participants to page 9 in their Participant Materials. Briefly 
review the steps in the M.E.E.T.™ model. 


Say: As you watch various video vignettes, you’ll see the employees in the vignettes use 
the four steps in the M.E.E.T.™ model to help them deal with various issues involving 
diversity and inclusion. We’ll also be talking about how we can use these steps in our 
own workplace. The four steps are: 


 


M – Make time to discuss 


E – Explore differences 


E – Encourage respect 


T – Take responsibility 


5. Ask: What questions do you have about the information we just covered? 


6. Transition to Step 4 and say:  


 


Let’s get started by talking about ways we can use 
M.E.E.T.™ to help us recognize and respond appropriately 
to diversity moments, situations in the workplace involving 
issues of diversity and inclusion. 


  







M.E.E.T.: Breaking New Ground.™ - Facilitator Guide 


©2015 Sollah Interactive, LLC.  Page 143 
This page may be reproduced for training purposes. 


Time it takes: 35 minutes 


What you will need: 


 Video - M.E.E.T.: Breaking New Ground™ 


How to do it: 


 


 


1. Now we’ll watch the video M.E.E.T.: Breaking New 
Ground™ and explore diversity and inclusion 
through a series of real-life scenarios. 


 


2. Play the M.E.E.T.: Breaking New Ground™ video. 


 


 


 


  


One-Hour Workshop View Video Step 3 
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Time it takes: 10 minutes 


What it is about: Identifying actions participants can take to encourage and support an 
atmosphere of mutual respect; summarizing and evaluating the effectiveness of the training 


What you will need: 


 PowerPoint® Slides #32-33 


How to do it: 


1. Briefly review a few of the benefits of the training for them.  Show Slide #32 and say:  


 


 


For employees, the benefits of learning more about 
diversity and inclusion are: 


 Additional skills – your communications, 
teamwork, conflict resolution, problem 
solving and customer service skills will be 
enhanced 


 More confidence – you’ll be able to better 
handle sensitive issues without shame, 
blame or negative stereotyping 


 More productivity – you’ll have an easier time 
communicating with co-workers and customers 
and less down time due to conflict, tension, or 
unresolved frustration 


 A sense of inclusion – that’s what happens 
when you feel respected by your co-
workers and your organization 


 Enhanced teamwork – collaborating with others is 
easier when you work in a respectful environment 


2. Show Slide #32. Continue by saying: For our organization, the benefits are: 


 


 An employee value proposition – all things 
being equal, we can more easily attract and 
retain a talented workforce if we actively 
support an environment in which people feel 
valued and respected 


 Improved productivity – when people 


One-Hour Workshop Wrap up the 
Session Step 4 
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understand how to effectively deal with 
sensitive issues, their teamwork and customer 
service are enhanced 


 Increased professionalism – creating a respect-
filled workplace promotes appropriate and 
professional behavior in the workplace 


 Problem prevention – when people understand 
how to recognize issues, think things through 
and then act in a respectful way, you should be 
able to resolve issues quickly, keep problems 
from escalating and save time and money 


3. Say:  


 


 


Please take a few minutes to think about what we have 
covered today and how you can apply what we’ve talked 
about back on the job. What are two things that you can 
take back to the job and implement immediately? Talk to 
the person next to you and write down your commitment 
in the space provided. [Allow 2-3 minutes.] 


4. Ask for volunteers to share their answers with the group. 


[Facilitator Note: Ask for volunteers and give them a token or prize for making their 
commitment public.] 


5. Thank everyone for taking time out of their busy day to attend the session and 
encourage them to use the M.E.E.T.™ approach.  
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Case Study: The Competitive Advantage of Diversity & 
Inclusion 
 
Attract & Retain a Diverse and Talented Workforce 
Promoting diversity and inclusion helps organizations: 


 Attract & retain the best talent from a wide range of sources. 


 Create an environment which understands and appreciates differences. 


 Establish a respectful, professional and accountable workplace. 


 Develop a positive reputation in its industry and community, and among its 
potential hires. 


 Encourage differing viewpoints to enhance problem solving & decision-making. 


 


Anticipate, Meet and Exceed Customer Expectations 


Promoting diversity and inclusion helps organizations anticipate, meet and satisfy customer 
expectations. For many organizations, growth is often driven by expansion into new geographic 
markets or into new customer bases.  Note: Use actual examples from your organization’s 
marketing or communications department or research examples from your industry.   


A well-known example is Harley Davidson whose sales dropped nearly 25% during the 
2008/2009 recession. Through sophisticated customer service and market analysis, targeted 
outreach, and changes to approaches to sales and service, they have more than tripled sales as 
a result of a new focus on women, younger riders, and members of minority groups--customers 
who had not been a significant part of their customer base in the past. Although going after 
those new markets may appear easy and obvious the Harley organization had to make 
significant efforts and investment in order to become aware of the unique characteristics of 
these groups in terms of what would attract them and what would turn them off. They also 
needed to know how these groups felt about their product as well as the images associated 
with their company. Many women for example wanted a wider range of colors and more 
respectful treatment from sales personnel that took them seriously. Harley listened and 
responded in a way that exceeded sales expectations.   


 


 


A diverse workforce can often provide insights and perspectives that can 
enable the organization to improve customer service as well as grow into 
new markets. 


 


There are many examples of companies’ failure to this in terms of cross cultural 
misunderstandings and blunders. For example, a company printed the ok finger sign on each 
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page of its catalog without realizing that in many parts of Latin America that gesture is 
considered to be obscene. It was a marketing disaster and six months of work was lost.   


In another example Disney World’s first European site outside of Paris encountered numerous 
culturally-based problems they failed to anticipate, mostly because they treated Europeans as if 
they were Americans. Attendance projections were miscalculated because they were based on 
parks and peak attendance patterns in the United States not practices in France.  For example, 
most Europeans stayed less than the 4-5 days predicted because they viewed theme parks as 
day excursions not as an extended destination for vacations. Customers were unable to get 
wine with their meals.  Disney’s policy of serving no alcohol in the Park caused astonishment in 
a culture where a glass of wine at lunch is a given. And, Europeans tended to have fixed times 
for meals with more people than expected showing up at the same time resulting in 
exceedingly long lines and delays. By their second year of operation Euro Disney had reported 
losses of more than two billion dollars. 


Innovation 


It is widely recognized that a greater number of innovative ideas and solutions are created from 
a group of people with different perspectives and backgrounds than from a homogeneous 
group whose members have similar experiences and who often act and think alike.  For 
example, in 1999 Ford assigned 30 women engineers to redesign the Windstar minivan to make 
it more user friendly for their target market, women with children. This unfrequented initiate 
resulted increased sales due to design improvements such as square cup holders for juice 
boxes, reverse sensing systems that beeped to warn backing up drivers of objects in the way; 
sliding doors on each side that could be opened by clicks on the key fob, built-in child seats, 
handling similar to a car v a truck, front and rear climate and sound systems, and high safety 
ratings.   


Doing the Right Thing 


Commitment to diversity and inclusion is often a commitment to fair employment practices. An 
inclusive environment is one in which decisions and working conditions are more likely to be 
free from illegal discrimination and workplace harassment, including sexual harassment, 
bullying and other prohibited behaviors. 


[Facilitator Note: Reference the organization’s core values and diversity and inclusion policy, as 
appropriate.] 
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Sample Invitation 
Congratulations! 


You have been invited to attend a workshop entitled M.E.E.T.: Breaking New Ground™ Respect 
and Inclusion in the Workplace. 


Our workforce and customer base are continuing to become increasingly diverse. This training 
is designed to help you recognize and respond to the diversity and inclusion dynamics that are 
often grounded in individual and cultural differences. This workshop will assist you in dealing 
effectively with the individual and cultural differences that impact relationships with co-
workers, customers and other stakeholders who are critical to the success of our organization. 


We will be taking a look at things such as: 


 What is the competitive advantage of diversity and inclusion? 


 What is cultural competency and how to build it? 


 How to respond effectively and appropriately to diversity and inclusion dynamics in 
the workplace? 


 How, when and why use the four-step M.E.E.T.™ model? 


 And much more . . . 


Through a variety of activities, video demonstrations and discussions you will be able to 
describe the dynamics often associated with diversity and inclusion, use the four steps in the 
M.E.E.T.™ model to help promote a respectful and inclusive working environment. 


With this invitation, I have included pre-work. Please complete the pre-work and bring it with 
you to the workshop. 


If you have any questions, please contact [insert contact information]. In the meantime, I look 
forward to seeing you! 


Date: [insert date] 


Time: [insert time] 


Location: [insert location] 


Confirm to: [insert confirmation address] 
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Suggestions for Pre-work 
Assigning pre-work before the workshop can help engage participants in the workshop content 
even before they arrive. If you would like to include pre-work as part of the workshop design, 
we have included some suggestions below for integrating pre-work into the workshop. 


Suggestion #1 


Ask participants to make a list of both organizational and individual benefits that can arise from 
creating a workplace that actively supports diversity and inclusion. Refer to this list in the 
introduction to the program (see PowerPoint Slides 32 and 33). 


Suggestion #2 


Ask participants to define what respect means to them and give an example. Refer to this 
definition in the introduction to the program and/or in Optional Activity 1. 


Suggestion #3 


Ask participants to identify several examples of situations in the workplace where inclusion is or 
was an issue or concern. These examples can be situations involving coworkers, supervisors or 
customers. Refer to these examples in Optional Activity 3. 
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Facilitation Tips 
As the facilitator, your job is to make sure the participants attending the workshop have the 
opportunity, environment and resources available to learn something useful about supporting 
an organization committed to diversity, inclusion and respect. 


You do not have to be a subject matter or content expert to conduct this training. You do need 
to become familiar, comfortable and confident in delivering these materials.  In addition to the 
facilitator guide and facilitator resources, you should identify and acquire the organization 
specific information and support that you may need.  


As a facilitator you should be prepared to contribute your relevant viewpoints, insights and 
examples in an appropriate manner. In addition, you might consider reviewing the topic with a 
human resources representative or diversity official from your organization in order to identify 
and prepare to address questions that participants may have about your organization’s 
diversity, inclusion and relevant HR/EEO policies. 


If you need information, coaching or assistance, or are seeking professional facilitation services 
to customize or deliver this program to your organization, contact Sollah Interactive, LLC at 800-
300-8880. 







M.E.E.T.: Breaking New Ground™ 


©2015 Sollah Interactive, LLC  Page 9 
This page may be reproduced for training purposes 


This page has intentionally been left blank. 







Facilitator Resources 


©2015 Sollah Interactive, LLC  Page 10 
This page may be reproduced for training purposes 


DURING THE SESSION 
SUPPLEMENTAL ACTIVITIES 
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SMART-START™ Activity - It Just Takes a Little Respect 
Time it takes: 30 — 35 minutes (15 minutes prior to session start time, 15 — 20 minutes after 
session begins) 


What it is about: Opening the session on a positive note 


What you will need: 


 Video - SMART-START®: It Just Takes a Little Respect 


 Blank index cards 


How to do it: 


 


1. Fifteen minutes prior to the session start time and while 
participants are arriving, have the SMART-START® video 
playing. Set the DVD control to automatically loop.  


2. When you are ready to begin your session, turn the video 
off and explain that you will refer to it in a few minutes. 
Then use this activity as part of your introduction after the 
participants have introduced themselves (either to 
conclude Step 1 or during Step 2). 


3. Ask each person to take 3 minutes and respond to the following questions using an 
index cards. Break the group into smaller groups of three to five people and ask them to 
talk within their groups to answer the following three questions on the index card: 


 


 How does supporting diversity and inclusion benefit 
the organization or create a better workplace? 


 In what ways can we demonstrate or promote 
inclusion in our workplace? 


 What is one of your best practices related to 
promoting respect in our workplace? 


4. Break the group into smaller groups of three to five people and ask each person to read 
aloud what they wrote and discuss the similarities and differences. 


5. Debrief the whole group by asking for volunteers to share any highlights from their 
small group discussion. 


6. Transition into the next activity by summarizing that it’s important to keep in mind that 
we all want the same things: to be welcomed, respected, valued and treated fairly for 
who we are and what we bring. Encourage participants to keep these goals in mind 
during the remainder of the workshop. 
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Facilitator Note: This activity may also be used as an energizer during and/or immediately 
following a break. If used in this manner, be sure to transition into the next activity by 
drawing a connection to what has been discussed so far and how the video relates to the 
next set of activities. 
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Optional Activity 1: Encourage Respect 
Time it takes: 20 minutes 


What it is about: Exploring and discussing participants’ definitions of respect and the 
importance of respect. 


What you will need:  


 Handout #4 — Encourage Respect Worksheet (page 37) 


How to do it:  


1. Make sure each participant has a copy of the handout. Begin the discussion by saying: 


 


We’re going to do an exercise that will allow you to examine 
what respect means to you. 


 


2. Refer to Handout #2 — Encourage Respect Worksheet and say: Complete this 
worksheet by answering the questions in both Part 1 and Part 2. [Allow ten minutes.] 


3. Assign participants into groups of three or four (depending on class size). Once they are 
in groups, say:  


 


In your groups, have each person read their definition of respect 
from Part 2 of the worksheet. Then, as a group, come up with a 
group definition of respect and list some best practices related to 
this definition. Write your definition and best practices on an 
easel chart page so you can present it to the large group. You’ll 
have five minutes to do this. 


4. Ask each small group to present its definition of respect along with a couple of 
recommended best practices. Say:  


 


Let’s start with this group. [Choose one.] Post and present your 
definition of respect and your best practices. 


[Facilitator Note: As each group finishes, acknowledge its effort 
by giving praise, clapping, etc.] 


5. Continue to choose groups until all groups have presented. 
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6. Debrief the discussion by asking: What themes did you hear in all these definitions? 
What elements did the definitions have in common? 


[Possible Responses: common courtesy such as “please and thank you” set the tone for 
respect; Golden Rule—treat people the way you want to be treated; Platinum Rule—
treat people the way they want to be treated; disrespect creates distrust and conflict] 


7. Continue to debrief. Ask:  


 


If we could put the best practices you identified into action, what 
could be the impact on our workplace? 


[Possible Responses: diversity would be recognized and valued as 
important; it would be more inclusive; people would feel valued; 
people could do their best; conflict would be reduced; we could 
work through conflict more easily; teamwork would improve; 
productivity would increase; we could build stronger 
relationships] 
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Optional Activity 2: Reflecting on Identity and Diversity 
Time it takes: 25 minutes 


What it is about: Reflecting on those factors that have shaped participants’ personal identity 


What you will need:  


 Handout #5 — Reflecting on Identity and Diversity Worksheet (page 38) 


How to do it: 


1. Make sure each participant has a copy of the handout. Introduce the exercise by saying:  


 


Respect for, and responsiveness to, individual differences are 
critical to developing and maintaining effective relationships in 
the workplace. Our focus on workforce diversity and inclusion 
underscores the importance of demonstrating respect for 
individual differences, such as personal styles, work habits, 
physical characteristics and life circumstances. 


It also recognizes that many people have had experiences as 
members of groups and cultures that have fundamentally shaped 
their individual identities. In these situations, separating 
individual identity from group membership may not be possible, 
as the two are closely connected. 


In this exercise, you’ll have an opportunity to reflect on those 
factors that you feel shaped your own sense of identity (i.e., who 
you are). 


2. Refer to Handout #3 — Reflecting on Identity and Diversity Worksheet and say:  


 


We’re going to do an exercise that will give you the opportunity 
to reflect on those factors that you feel shaped your own sense of 
identity (—i.e., who you are). 


First, take about five minutes to individually answer the questions 
on this worksheet. 


3. Ask participants to briefly share their answers either with a partner or a small group. 
[Allow five minutes.] 


4. Debrief the exercise. Ask: What did you notice when comparing your answers to 
questions 1 and 2? 


[Possible Responses: some things are the same; what people notice about me isn’t all of 
who I am; I’m more than people see on the surface] 
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5. Continue the discussion. Ask:  


 


Why is it useful for us to think about this? 


[Possible Responses: we could make assumptions about people 
that aren’t true and act on the assumptions, which would make 
people feel disrespected; it could help us avoid 
misunderstandings; there’s more to people than meets the eye; it 
increases our understanding about others; it will make using 
M.E.E.T. ™ easier] 


6. Conclude the exercise. Say: Keep these ideas in mind to help you recognize and use 
M.E.E.T. ™ to respond to diversity and inclusion dynamics. [Thank everyone for their 
participation.] 
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Optional Activity 3: M.E.E.T. ™ Skills Practice 
Time it takes: 45 — 60 minutes 


What it is about: Examining each step of the M.E.E.T. ™ model in detail and allowing 
participants to practice using M.E.E.T. ™ 


What you will need:  


 Handout #1 — Summary of M.E.E.T. ™ in Action (page 31) 


 Handout #5  --  M.E.E.T. ™ing Organizer Worksheet Sample and Template 


 Hand out #6 — M.E.E.T.™ Skills Practice Worksheet (page 39) 


How to do it: 


1. Make sure each participant has copies of all the handouts. Begin the discussion by 
saying:  


 


During the workshop we discussed seven different situations in 
which employees used M.E.E.T. ™ to take action when diversity 
and inclusion dynamics were present or creating diversity 
moments. 


We saw people make time to discuss the situation, explore 
differences, encourage respect and take personal responsibility. 
Now we’re going to practice using M.E.E.T. ™ at work by applying 
it to one of our own situations. Let’s look at Handout #1 and 
review each step in the process in more detail. 


2. Review M.E.E.T. ™ using Handout #1 and say: 


 


 


 


 


 


 


Let’s review each step of M.E.E.T. ™ [Walk through each bullet 
point and ask for examples of what this might look like. Be 
prepared to share your own example for each step of M.E.E.T. ™] 


M — Make time to discuss 


(Example of “Make time to discuss”: Dan, do you have a few 
minutes? There’s something important I need to talk to you 
about.) 


E — Explore differences 


(Example of “Explore differences”: I’m used to using the online 
system and when schedules aren’t kept current in the system, I 
start to question other things that might not be current or on 
schedule. That’s my perspective. What’s yours?) 


E — Encourage respect 
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(Example of “Encourage respect”: Dan, I respect your time; I 
know that you’re busy, too.) 


T — Take responsibility 


(Example of “Take responsibility”: How can we make sure that 
everything is up to date? I can schedule regular status meetings if 
you think that can help.) 


 


3. Say: As we move into the activity, I encourage you to refer to Handout #1, Summary of 
M.E.E. T. ™ in Action. 


4. Conduct the activity. Say:  


 


Let’s count off by four and get into groups. We are going to apply 
M.E.E.T. ™ to a real situation. First, take the next two minutes to 
respond individually to the first item on H a n d o u t  # 4  by 
describing a situation where M.E.E.T.™ could be applied in your 
workplace. The situation can be one involving a boss, coworker, 
employee, customer, supplier or team of individuals. [Allow two 
minutes.] 


5. Continue the activity. Say:  


 


You’ll be completing the M.E.E.T.™ing Organizer Template, 
Handout #5 (page 40) w i t h  your group. First, share the 
situations you wrote down. Then, as a group, select one situation 
(or create a composite situation) to focus on. 


You’ll have 20 minutes to work in your groups. What questions 
do you have? Answer any questions and say: Remember, “to 
demonstrate” means to show us—not just tell us—so be sure to 
time to prepare a demonstration [Allow 20 minutes for planning.] 


6. Ask each group to demonstrate how they applied M.E.E.T. ™ Say:  


 


Okay. It’s time to see the demonstrations. 


To the specific group, ask: Are there any other observations or 
insights your group would like to share with everyone? 


[Acknowledge responses and thank everyone for his/her 
participation.] 


7. After all the groups presents, ask the following questions of the whole group: 
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What appears to be the most difficult step of the M.E.E.T.™ model? 


[Possible Responses: managing emotional responses; avoiding knee jerk reactions; 
listening when I know I’m right; dealing with someone who is difficult or unwilling to 
cooperate] 


What seems relatively easy? 


[Possible Responses: following the structure; using the template] 


What might keep us from using M.E.E.T. ™? 


[Possible Responses: we’re not sure how the other person(s) will respond; it takes 
courage; I’m not rewarded or encouraged to use it; it’s new to me] 


What can be the benefit to you, our organization and others of using M.E.E.T. ™? 


[Possible Responses: it will help me lead by example; it will help us deal with tough 
situations involving respect; it will encourage open communication; it will build 
teamwork] 


What other observations did you or your group discover? 


[Possible Responses: it takes practice; it helps with clear communication; it helps get 
focused on what’s really important] 


8. Summarize the session. Say: Remember that it’s up to us to create a respectful and 
inclusive work environment. Choose to take advantage of the differences that can  help  
your organization be more productive and successful; And, when diversity moments 
occur, remember to: 


 Make time to discuss the situation 


 Explore and acknowledge different perspectives 


 Encourage respect 


 Take personal responsibility 
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Optional Activity 4: Next Steps: Start, Stop and Continue 
Time it takes: 40 — 45 minutes 


What it is about: Allowing participants to identify things they can immediately do to create a 
respectful work environment using what they’ve learned about the M.E.E.T.™ model 


What you will need:  


 Easel and chart paper 


 One sheet of chart paper for each of three small groups 


 Handout #1 — Summary of M.E.E.T.™ in Action 


How to do it:  
 


1. Introduce the activity by saying:  


 


We’ve learned a lot about the importance of creating a respectful 
workplace. Now we’re going to talk about some next steps we 
can start, stop or continue to do to create a respectful work 
environment. 


2. Refer to Handout #1 and say:  


 


First, take a few minutes to review this handout individually and 
highlight any items that seem especially pertinent to you. [Allow 
five minutes for individual work.] 


3. Say: As we begin to discuss what we can start doing, stop doing or continue doing to 
create a respectful work environment, I encourage you to refer to this handout. 


4. Ask participants to count off by threes to form three groups. Once they are in their 
groups, say:  


 


Each group should select a recorder and a spokesperson. 


Group one, you’ll be talking about what we, as individuals, can 
start doing to support a respectful workplace. 


Group two, you’ll be talking about what we, as individuals, can 
stop doing to support a respectful workplace. 


Group three, you’ll be talking about what we, as individuals, can 
continue doing to support a respectful workplace. List your 
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responses on your chart paper. What questions do you have 
before we get started? [Allow about 15 minutes.] 


[Facilitator Note: As an option, consider asking the groups to 
identify actions for supporting a respectful workplace from three 
perspectives: what the organization, supervisors/managers and 
employees can start, stop or continue doing.] 


 


5. Ask each group’s spokesperson to report highlights of their discussion. [Allow about five 
minutes per group.] 


[Time-saver Option: Ask participants to walk around the room and read what the groups 
have written on the chart paper.] 


6. Say:  


 


Based on what we’ve seen written, we now have some specific 
steps we can take to support a respectful workplace. I encourage 
you to think about which ideas seem most pertinent and easy for 
you to implement and commit to putting them into action. 
[Thank everyone for their participation.] 


 







M.E.E.T.: Breaking New Ground™ 


©2015 Sollah Interactive, LLC  Page 25 
This page may be reproduced for training purposes 


Optional Activity 5: Similarities 
Time it takes: 20 minutes 


What it is about: The goal is to find others who share similar characteristics. 


What you will need:  


 Handout #2 (facilitator to hand out prior to starting activity) 


 Optional Prize 


1. Introduce the activity by saying:  


 


You have the next 5 minutes to find 4 or more people you have 
something in common with. The more similarities you find the better. 
You can’t use anything obvious such as we both are men, or be both 
wear glasses, or we both work in the same department. You have to talk 
to the person. And, you have to get up move around the room. You 
cannot use any of the people who are currently sitting immediately next 
to you [or at your table]. Write your findings in your handout. 


2. As everyone is moving around, after the first 90 seconds, keep giving 1 minute warnings.  
When time is up, ask people to stay where they are with that last person. 


 


 


 


 


 


Say: Remain where you are for the next couple of minutes. If you need to 
sit, that’s fine, just grab a chair. The last person you spoke with is your 
partner for the next few minutes. 


Ask: Who had 10 or more commonalities? [either keep moving up or 
keep moving down with numbers until you find someone with the 
longest list] 


Say: I’m going to have _XXX__ read the list, if it’s also on your list mark it 
off. Then we’ll keep going until we hear most of the examples. 


Say: Who had the next longest list? Ok, read your examples that have not 
already been mentioned.  


[After you’ve done this a few times ask the group generally about other 
examples.] 


 


 


Say: Has anyone here ever seen an iceberg or glacier? It’s huge; like a 
mountain of ice. And yet, as big and overwhelming as it is, we only see 
about 10% --90% is below the surface. And it’s what you can’t see that is 
actually most important. 


About 90% of an iceberg is beneath the water line and cannot be seen. 
Similar to an iceberg, very little can be determine about a person based 
solely on outside appearances. Our experiences, our beliefs, values and 
opinions, all the things that make us unique, are below the outer surface. 
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We often hear of the sinking of the Titanic as one of the worse maritime 
disasters. What happened was the ship struck a huge iceberg and sank. 
How could the ship’s Captain allow this happen? The answer is that 
without the aid of sonar technology the Captain did not realize that the 
invisible underwater mass of the iceberg extended into the path of the 
ship.  


I’m making an analogy; a comparison. As people, we make a big deal and 
a lot of assumptions about others based on what we can see on the 
surface without giving consideration to what may beneath.  Take 3 
minutes and talk to your partner. What’s lesson can we learn from the 
iceberg? 


[Possible Responses: what’s really important about who we are is below 
the surface; we can’t get past our assumptions without a conversation or 
engaging one another; we sometimes find differences interesting and 
educational; we are all diverse based on unique combinations of 
similarities and differences; the fact is you really can’t judge a book by its 
cover; we may have to go beyond what we see to recognize the 
similarities and differences that may be important.] 


In summary, diversity includes such factors as age, race, ethnic heritage, 
gender, sexual orientation, work experience, first language, income, 
family status, military experience, religion, communication style, work 
style, education, position, geographic location, mental/physical abilities, 
and other unique characteristics. Inclusion is the willingness to go below 
the surface to connect and discover value through our similarities and 
differences. 


Option: Give a prize to the person with the longest list. 
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Optional Activity 6: Building Cultural Competency: Diversity 
Awareness 
Time it takes: 20 minutes 


What it is about: Raise your awareness of cultural diversity in your experience and life. 


What you will need:  


 Handout #3 (facilitator to hand out during the activity) 


1. Introduce the activity by saying: 


 


Answer the following questions: 


Do you frequently interact with people who are different from you?  In 
terms of: 


 Race/ethnicity? 


 Sexual orientation? 


 Religious beliefs or practices? 


2. Ask: Are you inclusive across lines of difference? Why or why not? 


3. Give participants handout #3. 


 


The worksheet has a series of questions and columns representing 
dimensions of diversity. Mark the most appropriate category for each 
question. Choose only one race category although you can mark non-
Christian or LGBT categories whenever it is appropriate.  If an item does 
not apply, feel free to skip it or change it to more accurately reflect your 
experience. The colors and categories are displayed in the chart below. 
Complete the worksheet by shading in the block completely. 
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Optional Activity 7: Closing the Session 
Time it takes: 15 minutes 


What it is about: Remembering that we are more similar than different. 


What you will need:  


 Two $5 bills 


  One Orange  


1. Introduce the activity by holding up the orange and saying: 


 


If I’ve never seen an orange before, by looking at this orange do I know 
everything about this orange?  [Possible Response: no] 


Lift orange and smell it and ask, What about now? 
[possible response: no] 


Begin to peel the orange, and Ask, what about now? 
[possible response: no] 


Begin to pull apart a slice, and Ask, what about now? 
[possible answer: no] 


2. Continue to hold up  the orange aside and say: 


 


There is so much more to this orange. If I just taste the peel that would be 
different to tasting a seed or a slice or drink a glass of juice. Right? Well 
this is just a piece of fruit; think about how much more complex a human 
being is. Just like we can’t just look at or observe an orange.  We can 
never know or understand everything there is to know about another 
person. And just like going beyond the outer covering, the physical 
attributes, what makes us who we are our experiences, our beliefs and 
values. It is all of these similarities and differences that create our 
diversity. 


3. Set the orange aside and hold up the $5 bill. 


 


Ask, who would like this $5 bill, no strings attached. [possible responses: 
yes, hands raised]. Choose one person.  


And say, ok you can have it. But before I give it to you [pause 
dramatically, and crumple it] Ask, do you still want it?  [possible 
responses: yes, I can still spend it] 


[Dramatically drop it to the floor and stomp on it and then pick it up.] Ask, 
do you still want it? [possible responses: yes, I can still spend it] 


Why would you still want it? It’s crumpled and dirty? [possible responses:  
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the value doesn’t change; I can still spend it]  


[hand the person the other $5 bill…while holding the one you stomped 
and crumpled up before the group] 


4. Continue – driving home the point of the exercise. 


 


Say: This $5 bill has the same value no matter what it has experienced.  
That’s the point I want to make about us as individuals. No matter our 
diversity, our experiences, beliefs and values, at the core we are all 
human beings and like this $5 bill our value doesn’t change. In the midst 
of conflict, difference or a diversity moment, I encourage you to respect 
and remember that we can all value and connect with each other at this 
most fundamental and human level. We all want to feel welcomed, 
valued, respected and treated fairly.  


[Facilitator Notes: Sometimes participants comment on the “defacement 
“of the $5. This exercise is not defacement; defacement makes currency 
unfit to be used. Specifically: 


Defacement is generally defined as mutilates, cuts, disfigures, perforates, 
unites or cements together, or does any other thing to any bank bill, draft, 
note, or other evidence of debt issued by any national banking 
association, Federal Reserve Bank, or Federal Reserve System, with intent 
to render such item(s) unfit to be reissued.] 
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DURING THE SESSION 


SLIDES, CHARTS AND HANDOUTS 
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PowerPoint Slides, Charts and Handouts 
PowerPoint Slides: For your convenience, we have included “thumbnail” icons of the 
PowerPoint slides throughout the Facilitator Guide in the place that each slide is being 
referenced.  


Charts: Charts used in this program can be prepared in advance by the facilitator or created by 
the participants during each activity. 


Handouts: Masters of the handouts are found on the following pages. You may reproduce 
these documents as often as you like or use them as a starting point to create any other visual 
aid you believe would enhance the learning experience. 
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Handout #1 — Summary of M.E.E.T. in Action 


MAKE TIME TO DISCUSS – Recognize and respond to diversity moments 
when you become aware of a problem or concern. 


Steps What You Can Say 


 Communicate your need to M.E.E.T. 


 Suggest a time and place. 


 Use a courteous and considerate tone. 


 Assess the situation and prepare to 
describe it in 30-seconds or less (refer to 
M.E.E.T.™ing Organizer) 


 There’s something I’d like to discuss. 


 Please step over here for a minute? 


 I would like to talk to you. 


 Can we talk for a few minutes in private? 


 Does this time work for you? 


 


 


 


EXPLORE DIFFERENCES – Be open to other viewpoints; do not assume 
you know it all. Ask to hear the other side. 


Steps What You Can Say 


 In 30 seconds or less, explain the 
problem, situation, need, or concern from 
your perspective. 


 Invite the other person’s perspective. 


 Reframe your statement to include the 
other side. 


 This is important because… 


 The way I look at this is… 


 What is your perspective? 


 If I understand what you are saying… 


 Here’s how I relate to what you just said… 
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ENCOURAGE RESPECT – Everyone is entitled to their perspective 
even when you do not agree or understand. 


Steps What You Can Say 


 Encourage two-way communication 


 Use active listening 


 Summarize or clarify what you hear to test 
your understanding 


 Be positive and affirming with respect to 
your words, tone and body language. 


 Stay in the present (avoid unnecessary 
references to the past). 


 What the best way to have this 
conversation? 


 I see your side... 


 Help me understand… 


 I really appreciate the way you… 


 This is important to both of us… 


 Here’s how we could relate 
better/differently in the future… 


 


 


 


 


TAKE RESPONSIBILITY – Do what you can to influence the 
outcome and model the behavior you want to see. 


Steps What You Can Say 


 State what you need and your willingness 
to help the other person with what they 
need 


 Reach agreement 


 End on a positive note 


 Follow-up 


 How about we agree to... 


 Can you…? 


 I’ll try to… 


 I’m glad we talked 


 Let’s try this for a couple of weeks 
and see what we think and how 
we feel… 
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Handout #2 — Similarities Worksheet 
Instructions: The goal is to find others who share similar characteristics. Move around the room 
and talk to at least four (4) people in four (4) minutes. You must find 4 people who share at least 
one thing in common with you. This can be size of family, education, geographical roots, 
personality or behavior style, military experience, or some other characteristic. Try to avoid the 
obvious and find many different things in common.  


 


Name of Person Similarities 
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Handout #3 — Diversity Awareness Worksheet 
The worksheet has a series of questions and columns representing dimensions of diversity. 
Mark the most appropriate category for each question. 


Step 1: Choose only one race category although you can mark the non-Christian or LGBT 
categories whenever it is appropriate.  If an item does not apply, feel free to skip it or change it 
to more accurately reflect your experience. The colors and categories are displayed in the chart 
below. Complete the worksheet by shading in the block completely. 


 


Color Group 


Yellow White/Caucasian/European  


Purple African American/Black of African Descent 


Salmon Asian/Pacific Islander/East Indian 


Green Native American 


Light Blue Hispanic/Latino 


Orange Mixed Race/Multi-Cultural (Individuals) 


Gray Non-Christian 


Turquoise Gay, Lesbian, Bi-Sexual or Transgender  Status 


 Step 2: After completing the worksheet below by shading in the squares completely, 
reflect upon/discuss the following questions: 


 What columns have the most responses? What does your visual representation 
show? 


 What did you learn about your experience with diversity and inclusion from this 
exercise? 


 What is one action you can take to build diversity awareness or promote inclusion? 
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1. I am:         


2. My parents are:         


3. Most members of my family are:         


4. Most of my friends growing up were:         


5. Most of my teachers  while growing up were:         


6. Most of my friends now are:         


7. Who I go to lunch or coffee with most often at 
work: 


       
 


8. My supervisor or manager is:         


9. The senior leaders of my organization are:         


10. My hairdresser/barber is:         


11. My primary doctor is:         
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12. My dentist is:         


13. Most of my neighbors are:         


14. My favorite musician or singer or television or 
movie star is: 


       
 


15. Most members of the civic, social or business 
associations I belong to are: 


       
 


16. Most people that I play sports or other 
recreational activities with are: 


       
 


17. My hero or role model growing up (if different 
from above) was: 


       
 


18. Who I worship with most often (if I practice 
religious observance) is: 


       
 


19. Who I last had over socially to my home (or visited 
theirs) was: 


       
 


20. My current or past romantic partner/significant 
other/spouse is: 
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Handout #4 — Encourage Respect Worksheet 
Part 1 


1. Describe a time when you felt respected. 


 


What was the effect on your feelings and/or behavior? 


 


2. Describe a time when you felt disrespected. 


 


What was the effect on your feelings and/or behavior? 


 


3. Describe a time when you were respectful of another person. 


 


What was the effect on you? On them? 


 


4. Describe a time when you were disrespectful of another person. 


 


What was the effect on you? On them? 


 


Part 2 


In order to respond to the questions above, you used a definition of respect. What is it?  


For me, respect is: 
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Handout #5 — Reflecting on Identity and Diversity Worksheet 
Respect for, and responsiveness to, individual differences are critical to developing and 
maintaining effective relationships in the workplace. Our focus on workforce diversity and 
inclusion underscores the importance of demonstrating respect for individual differences, such 
as personal styles, work habits, physical characteristics and life circumstances. 


It also recognizes that many people have had experiences as members of groups and cultures 
that have fundamentally shaped their individual identities. In these situations, separating 
individual identity from group membership may not be possible, as the two are closely 
connected. 


In this exercise, you’ll have an opportunity to reflect on those factors that shaped your own 
sense of identity—i.e., who you are. Answer the questions below in the space provided: 


1. What three things about you most represent who you are? 


a)  
 


b)  
 


c)  
 


2. What are the three things that others notice about you first or most often? 


a)  
 


b)  
 


c)  
 


3. How are your answers to questions 1 and 2 similar? How are they different? Why is it 
useful for you to think about this? 
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Handout #6 — M.E.E.T.™ Skills Practice Worksheet 


1. Describe a real situation involving an issue or concern, or perhaps a difficult 
conversation you need to have. 
 


 


2. In your group, read your example out loud; listen to others’ examples. 
 


 


3. Select one example for the group’s presentation (or create a composite). 
 


 


4. Complete the M.E.E.T.™ing Organizer Template. 
 


 


5. Describe how M.E.E.T.™ can be used in this situation. 


M – 
 


E – 
 


E – 
 


T –  
 


6. Prepare a two to five minute demonstration or role play showing how your group 
applied the M.E.E.T. ™ approach to address the situation you selected. 
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Handout #7 — M.E.E.T.™ing Organizer Worksheet Template 


DESCRIBE NOTES 


DIVERSITY MOMENT  


What is diversity or inclusion 
dynamic in the situation? 
What is the issue, problem or 
concern? 


 


BEHAVIOR 


What is the observable 
behavior? 


 


IMPACT 


What is the impact on you or 
others? On teamwork, 
productivity or customer 
service? Impact on rules, 
regulations, policies or 
procedures? 


 


CONSEQUENCES 


What will happen if this 
continues? What 
consequences do you want 
to avoid? 


 


REQUEST 


What do you want? What do 
you need in terms of 
support? 
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Handout #8 — M.E.E.T.™ing Organizer Worksheet (Example) 


DESCRIBE CRITICAL 
QUESTIONS 


KEY POINTS EXAMPLE 


1. Diversity 
Moment 


What is the 
situation—the 
diversity or 
inclusion issue, 
problem or 
concern? 


 Be descriptive; accurate; 
and keep to the facts 


 Avoid judgments or 
subjective language 


Lee just met with his supervisor 
who told him he did not get the 
promotion. It was the 4th time 
this year that he had been 
passed over. 


2. Behavior What is the 
behavior? 


 Give examples of specific 
behavior 


 Avoid exaggerations, 
assumptions or 
attribution of intent 


When he asked his supervisor, 
Fernando, why he was passed 
over, Fernando told him that in 
the interview he did not “shine” 
as well as the other candidate. 


3. Impact What is the impact 
on you or others? 
On teamwork, 
productivity or 
customer service? 
Are any rules, 
regulations, 
policies, procedures 
affected? 


 Be precise 


 Use examples that are 
meaningful 


 If the impact is 
insignificant this may be 
about personal style or 
preference  or relational 
concerns 


He sees this as example of the 
“bamboo ceiling’ and that 
Asians can’t advance from 
technical positions to 
management. He also wonders 
is the reference to “shine” was 
an unfair comment reflecting 
bias against his more reserved 
culture. He notes that “shining” 
was not one of the required 
criteria advertised for the job.  


4. 
Consequences 


What are the 
consequences if this 
situation or 
behavior continues? 
What are the 
possible outcomes 
you want to avoid? 


 Describe the possible 
outcome if the situation 
or behavior continues. 


 Describe what you are 
prepared to do if the 
behavior continues. 


After four times of not being 
promoted, Lee is discouraged 
and may look for advancement 
elsewhere.  If he doesn’t get a 
better explanation for his non-
selection, he may feel he has to 
file a discrimination complaint 
in order to be treated fairly. 


5. Request What do you want? 
What do you need 
in terms of 
support? 


 Describe the behavior 
you want (not the 
behavior you don’t 
want) 


 Be clear about the 
desired outcome of the 
meeting 


Lee wants feedback on what he 
needs to do for career 
advancement; he wants his 
supervisor’s support; he wants 
the meeting to clear the air and 
build trust and respect. 
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Glossary of Terms and Key Concepts 


1. Bullying is behavior that is offensive, abusive, intimidating, malicious or insulting, or 
abuse of power conducted by an individual or group against others, which makes the 
recipient feel upset, threatened, humiliated or vulnerable, which undermines their self-
confidence, and may cause them to suffer stress. Note: Bullying may meet the definition 
of unlawful harassment when it involves behavior associated with a person’s race, 
national origin, gender, religion or any other protected class. It may also meet the 
definition of retaliation if it’s linked to an employee’s participation in a protected 
activity. See B. Key Concept: EEO, for additional information. 


2. Cultural competency means recognizing and responding appropriately to the cultural 
differences and similarities that make up the workforce and customer base, and using 
this understanding to communicate more effectively and make better decisions. 


3. Diversity refers to the unique individual, cultural and organizational characteristics that 
make up our workforce, customers other stakeholders; it is about our similarities as well 
as our differences. 


4. Diversity and inclusion dynamics are the reactions that occur when differences in 
culturally driven experiences, expectations and perceptions cause individuals or groups 
to feel that they are being excluded, treated unfairly or misunderstood.  Diversity 
moments occur when diversity dynamics affect our relationships, behavior or 
understanding of a situation. They are often based on cross-cultural misunderstandings 
which occur when a meaning that exists in one culture is interpreted differently in 
another.  Diversity moments refer to situations where different cultural meanings lead 
to misunderstandings, confusion or difficulty in deciding what to do next.  For example, 
an unexpected reaction to a term or expressions that may have a negative meaning in 
another culture is one example of a diversity moment.  A diversity moment is 
characterized by an unintended direction or unexpected focus that occurs when a 
diversity or inclusion issue is suddenly and often unintentionally dominating a situation. 


5. Inclusion refers to a sense of belonging, opportunity and the ability to contribute; it is 
the assurance that the diversity we bring is welcomed, valued, respected and treated 
fairly.  


6. M.E.E.T.™ is a tool that can be used to create a respectful flow of communication. It 
helps everyone recognize, respond to, and resolve difficult interactions involving 
diversity and inclusion dynamics. 


7. Micro-inequities (sometimes referred to as negative micro-messages and/or micro-
aggressions) are repeated, subtle, often unconscious, messages that devalue or 
discourage and can be conveyed through facial expressions, gestures, tone of voice, and 
choice of words, nuance and syntax. The accumulation of micro-inequities can create 
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the experience of bias and inequity and can erode teamwork, commitment and overall 
performance. 


8. Self-Awareness is the process of understanding yourself. It means being able to 
recognize your feelings about different groups of people, understand the emotions 
associated with the feelings, and understand what you think and do as a result. 


9. Self-Management - In Seven Habits of Effective People, Steven Covey emphasized that 
each of us has response-ability -- the ability to choose our response to any situation. 
Managing our emotions allows us to choose how we respond to diversity and inclusion 
dynamics, rather than react. Self- management is about being able to moderate your 
emotions and responses to situations and other people; and,   express positive emotions 
to others. 
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A. Key Concept: The Competitive Advantage of Diversity & Inclusion 


 


Attract & retain the a diverse and talented workforce - Promoting diversity and inclusion 
helps organizations: 


 Attract & retain the best talent from a wide range of sources. 


 Create an environment which welcomes, understands and appreciates 
differences. 


 Establish a respectful, professional and accountable workplace. 


 Develop a positive reputation in its industry and community, and among its 
potential hires. 


Anticipate, meet and exceed customer expectations – Promoting diversity and inclusion 
helps organizations anticipate, meet and satisfy customer expectations. For many 
organizations, growth is often driven by expansion into new geographic markets or into 
new customer bases.  A diverse workforce can often provide insights and perspectives 
that can enable the organization to improve customer service as well as grow into new 
markets. 


Innovation – Encouraging differing viewpoints to enhance problem solving & decision-
making. It is widely recognized that a greater number of innovative ideas and solutions 
are created from a group of people with different perspectives and backgrounds than 
from a homogeneous group whose members have similar experiences and who often act 
and think alike.   


Doing the right thing – A commitment to diversity and inclusion is often a commitment to 
fair employment practices. An inclusive environment is one in which decisions and 
working conditions are more likely to be free from illegal discrimination and workplace 
harassment, including sexual harassment, bullying and other prohibited behaviors.  
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B. Key Concept: Culture 


Culture refers to the cumulative deposit of knowledge, experience, beliefs, values, attitudes, 
meanings, hierarchies, religion, notions of time, roles, space, symbols and spiritual concepts , 
and material objects and possessions acquired and passed along by communication and 
imitation from generation to generation. The core of a culture is formed by values. They are 
broad tendencies for preferences of certain state of affairs to others (good-evil, right-wrong, 
natural-unnatural). Many values remain unconscious to those who hold them. Therefore they 
often cannot be discussed, nor can they be directly observed by others. Values can often only 
be inferred from the way people act under different circumstances. 


Corporate culture refers to the shared values, attitudes, standards, and beliefs that characterize 
members of an organization and define its nature. Corporate culture is rooted in an 
organization's goals, strategies, structure, and approaches to labor, customers, investors, and 
the greater community. As such, it is an essential component in any business's ultimate success 
or failure. Often, corporate culture is implied, not expressly defined, and develops organically 
over time. Examples of a company's culture will be reflected in its dress code, business hours, 
office setup, employee benefits, turnover, hiring decisions, treatment of clients, client 
satisfaction and every other aspect of operations. 


Cross-cultural misunderstandings occur when actions and behaviors in one culture are 
interpreted to the lens of another.  This is particularly important in case of the global market 
when an organization or an individual fails to recognize that methods, materials, or ideas that 
worked in the home country may not work effectively elsewhere.  


C. Key Concept: EEO Review 


Discrimination can take many forms.  Unlawful discrimination includes treating people 
differently or groups experiencing a different impact based on protected class, as well as 
harassment, retaliation and failure to accommodate religion or disability. 


Employment decisions such as hiring, promotion, work assignments, training, disciplinary 
actions, pay, awards, working conditions and performance appraisal are covered under the 
provisions of EEO. 


Protected Class is the terminology used to refer to those groups designated by law as unlawful 
bases for discrimination. 


 


Federal Laws EEO Protected Categories 


Civil Rights Act of 1964  Race (Asian, Native Hawaiian or Other Pacific 
Islander, Black or African American, American 
Indian or Alaskan Native, White) 


 Color (skin pigmentation) 


 Sex (gender; gender identity; pregnancy and 
medical conditions related to pregnancy) 


 Religion (religious membership or traditional or 
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non-traditional beliefs or lack thereof, e.g., 
Atheist.  In addition reasonable accommodation 
is required.) 


 National Origin (Hispanic or Latino, or any 
identifiable ethnic or national origin group - 
Greek, Polish, West Indian, East Indian, Iranian, 
Korean, etc.) 


Age Discrimination in 
Employment Act of 1967 (as 
amended by the Older Workers 
Benefit Protection Act of 1990) 


 Age (40 and over under Federal Law; coverage 
may apply to all ages under some State and 
municipal statutes) 


 


 


The Rehabilitation Act of 1973 as 
amended by the Americans with 
Disabilities Act of 1990 and the 
Americans with Disabilities Act 
Amendments Act of 2008 


 Disability (physical or mental limitations which 
may be reasonably accommodated; may include 
addiction) 


The Genetic Information 
Nondiscrimination Act of  2008 


 Genetic Information (about an individual or an 
individual’s family member) 


 Retaliation (because a person complained about 
discrimination, filed a claim of discrimination, or 
participated in an employment discrimination 
investigation or lawsuit) 


In addition of Federal law, companies are covered by the laws and ordinances of the States and 
municipalities in which they are located. These, and company policy, often expand the list of 
protected classes.  


There have been recent instructions by the EEOC with regard to gender identity and expression. 
The EEOC instructs that discrimination against an individual because that person is transgender 
(or because of gender identify or gender transition) is a violation of Title VII's prohibition of sex 
discrimination in employment.  In addition it instructs that lesbian, gay, and bisexual individuals 
also may bring valid Title VII sex discrimination claims, and that the EEOC should accept charges 
alleging sexual-orientation-related discrimination.  These allegations might include, for 
example, claims of sexual harassment or other kinds of sex discrimination, such as adverse 
actions taken because of the person's failure to conform to sex-stereotypes. 


Harassment is an illegal form of discrimination under the Civil Rights Act of 1964 as amended.  
Harassment occurs when an individual is subjected to unwelcome behavior or conduct based 
upon protected class membership or association.  Conduct associated with harassment can be 
verbal, physical or graphic. 
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Examples of Behaviors Associated with Harassment: 


 Bullying, including name calling, intimidation, ridicule or mockery, insults or put 
downs 


 Epithets, slurs, disparaging or offensive remarks, jokes, negative stereotyping 


 Threatening, intimidating or hostile acts; physical assault or threats; and, 
interference with work performance 


 Pictures, cartoons, graphic or written materials that depict certain groups in a 
negative manner (whether that material is sent by e-mail, placed on walls, bulletin 
boards, computer screens, or elsewhere on the property or otherwise circulated in 
the workplace). 


Retaliation is subjecting employees to adverse consequences for having participating in 
activities related to the enforcement of these anti-discrimination and anti-harassment 
requirements, such as bringing complaints to the attention of management or asking for 
assistance with an EEO related problem or concern. 
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D. Key Concept: Unconscious Bias 


Bias may be used to describe both positive and negative mindsets towards individuals and 
groups. Many references to bias refer to the persistent, harmful and unequal treatment of 
someone based solely on some characteristic they possess or their apparent membership in or 
identification with a particular group. Recent research in brain science has given some insight 
into unconscious bias; our memory holds many things, including unconscious biases without 
our awareness that the biases even exists or that they influences our behaviors. The most 
effective strategies for “unlearning” bias are based on self-awareness and self-management. 
For example (1) be aware of common stereotypes and seek opportunities to recognize, 
experience and value diversity and the many examples of group members that disconfirm the 
stereotype; (2) intentionally think specific counter stereotypical thoughts whenever you 
encounter a member of the group associated with the stereotype; (3) increase diverse group 
and social contexts, including opportunities for familiarity and friendships which increase our 
ability to see people in a more individual manner; and, (4) participate in training which stresses 
appreciation rather than elimination of group differences. 


An alief is an automatic or habitual belief that may be in conflict with an individual’s stated, 
explicit or espoused beliefs.  For example, a person who believes in racial equality may 
nonetheless have aliefs that cause them to treat people of different racial groups in subtly 
different ways. 


Another example of unconscious bias is aversive racism which is characterized by subtle 
behaviors used to rationalize aversion to particular groups. As opposed to traditional, overt 
racism which is characterized by overt expressions of dislike for and discrimination against 
racial/ethnic minorities, aversive racism is characterized by more complex, ambivalent 
expressions and attitudes, such as “I am colorblind; I don’t pay attention to color.” 


People who behave in an aversively racial way will often deny their racially motivated behavior; 
nevertheless they change their behavior when dealing with a member of another group in 
subtle and indirect ways. People whose behavior is characterized by aversive racism often 
sympathize with victims of past injustice, support the principle of racial equality, and regard 
themselves as non-prejudiced, but at the same time they harbor negative feelings, beliefs or 
uneasiness about other groups. These hidden attitudes are often transmitted to the people in 
the groups that are impacted through micro messages in body language, tone of voice and 
expression. 
 


Reference: The Harvard implicit-association test (IAT) is a free online resource that is designed to detect 
the strength of a person's automatic association with certain groups based on characteristics such as race, 
religion, weight, skin tone, gender, etc. The Stereotype IATs measure associations between concepts that 
often reflect the strength to which a person holds a particular societal stereotype. 
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Article — American Diversity: From Exclusion to Inclusion 
By Ben Alexander, Alexander Training & Consulting, Inc. 


Prohibiting Exclusion in the workplace:  


So when and how did this focus on diversity and inclusion as business issues get started in the 
USA?  Most people point to the mid-1960’s when the civil rights movement led to the passage 
of the anti-discrimination laws which ultimately changed American business practices. Even so, 
I would suggest going back to a June 26, 1941 headline in the New York Times: 


“President Offers an Even Break for Minorities in Defense Jobs: He Issues an Order that 
Defense Contract Holders Not Allow Discrimination…”  


 
Image Source: 
http://hdjapaneseinternment.weebly.com 


The story described a bold step  taken by President Franklin 
Roosevelt in issuing a highly controversial Executive Order 
prohibiting discrimination based on race, national origin, creed 
(religion) and color) on Federal contracts involving national 
defense efforts. It was a historic action that set the stage for 
expanded orders over the next 24 years to the signing of the Civil 
Rights Act of 1964 by President Lyndon B. Johnson. The “Act” 
which prohibited discrimination on the basis of race, color, sex, 
religion and national origin in all areas of the American 
mainstream became the foundation for additional Federal laws 
and Executive edicts prohibiting exclusion based upon age, 
disability, and gender identity. 


Affirmative Action  


Within a year, the President issued an Executive Order strengthening requirements for Federal 
agencies and Federal contractors to seek qualified applicants from groups previously excluded 
from employment opportunities. His call for stronger “affirmative action” required Federal 
contractors to be held accountable for achieving employment goals for members of minority 
groups and women within specified time-frames as a condition of their contracts.   For more 
than two decades this program would represent a major conflict between those who felt that it 
was the only way to overcome the effects of past discrimination and those who saw it as a new 
form of discrimination.  Although the issue is still alive and active it has been overshadowed by 
a more recent changes in workforce and customer demographics. 


Managing Diversity  


Organizations experienced higher levels of diversification into the 1980s and 90s as a result of 
demographic shifts in the population due to   changing birth rates, new immigration patterns,    
the impact of global business, etc. This led many researchers to predict that the entry level 
workforce of the next century would be largely made up of people from minority groups, 
women and non-European immigrants. 







M.E.E.T.: Breaking New Ground™ 


©2015 Sollah Interactive, LLC  Page 53 
This page may be reproduced for training purposes 


Based upon these changes, the challenge of the new millennium centered on developing the 
competencies needed to relate to this diverse workforce and customer base made up of people 
from cultures that were often different from those which had defined the success of the 
organization in the past.  The development of the new initiatives, programs and skills to meet 
this challenge came into being under the heading, “Managing Diversity.”   


Inclusion 


As management strategies grounded in diversity began more successful, organization learned 
that having diversity without inclusion could cause more problems than the absence of 
diversity. In response to this reality, organizations began to increasingly focus on employee 
engagement, employee value propositions and other efforts designed to make employees feel 
included, respected and valued. There has also been a renewed focus on the quality of 
relationships among all employees within the organization.  


By taking steps to create higher levels of trust, respect and collaboration many organizations 
have been able to increase overall effectiveness and resolve difficult situations while minimizing  
reality or appearance of discrimination, bias and other unacceptable conditions in the 
workplace.  


What’s Next? 


Have we reached a point where issues of difference based on race, gender, and similar 
considerations are no longer significant challenges for most organizations? Many would say, 
“Not yet. We have much more to do.” 


At the same time, I think that it is fair to say that we have come a long way on the journey from 


exclusion to inclusion. 
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Article – Affirmative Action (AA) – Diversity & Inclusion (D&I) – 
An Overview 


By Ben and Debra Alexander, Alexander Training & Consulting, Inc. 


As organizations focus on the implementation of diversity & inclusion programs they 
sometimes, mistakenly, assume that there is no longer a need for EEO or affirmative 
action/affirmative employment efforts. This can be a serious error as each program contributes 
to the organization’s success in different ways. They are interrelated and interactive but they 
are not interchangeable.  Each represents a required area of decision making for most 
organizations. 


 


EEO 


 “EEO” stands for equal employment opportunity. EEO refers to the legal and regulatory 
mandates that prohibit discrimination on the basis of considerations such as race, color, sex, 
religion, national origin, age, disability, genetic information and reprisal.  Similar mandates by 
States, municipalities, Executive Orders, and organizational policies can expand the list for 
those organizations under their jurisdiction. EEO is about compliance with anti-discrimination 
and anti-harassment efforts. Discrimination refers to unfair or unequal treatment or impact 
based on prohibited factors. Discrimination can also encompass harassment based on 
prohibited factors and failure to accommodate disability or religious belief and practice when it 
is reasonable to do so. 


Employment decisions covered under EEO include recruitment, hiring, promotion, assignments, 
compensation, training, discipline, performance evaluations, awards, termination and other 
conditions of work.  
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Affirmative Action/Affirmative Employment 


Affirmative action refers to specific actions taken under an approved plan to increase the 
underrepresentation of certain groups which were previously excluded from employment 
opportunities.  In the past this distinction has often focused upon people from racial and ethnic 
minority groups, women, people with disabilities, and veterans, with an emphasis on veterans 
with disabilities.  


Affirmative action initiatives must be designed and carried out in a manner that complies with 
EEO and does not create discrimination against other groups. 


Diversity & Inclusion (D&I) 


D&I refers to the organization’s ability to recognize and respond in an appropriate manner to 
the interests and needs of the various groups and individuals which make up its workforce, 
customer base, and stakeholders. Diversity and inclusion are not mandated by law or 
regulation, are not limited to any specific groups or categories, and are driven by business 
realities. 


The focus of D&I is upon individual differences as well as the cultural and physical distinctions 
that are associated with groups. D&I benefits the organization in multiple ways. It helps attract 
and retain a talent workforce; anticipate and meet customer needs; foster innovation and 
creativity; and ensures the organization lives its values through work environments 
characterized by respectful interactions and the elimination of barriers which tend to exclude 
participation in the mainstream of the organization. 


Summary  


Understanding the inter-relatedness and differences among the EEO, Affirmative Action and 
Diversity and Inclusion will contribute to your overall effectiveness. 
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ONLINE RESOURCES 
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For even more resources, please go to www.trainingassetsgateway.com .  


BUILD your own training! 
BLEND into existing training or curriculums! 


TAG™ (Training Assets Gateway™) is a unique cloud-based library that provides thousands of 
award-winning, high-quality, ready-to-use training components. When you need to develop 
new training or refresh, enhance or build upon existing training – with TAG™– everything is at 
your fingertips! 


TAG™ contains video vignettes (short dramatic behavior-modeling videos), complete programs 
(ready to use training solutions), video introductions, video summaries, SMART-STARTs (jump 
start training or meetings), case studies, training activities, trainer resources, subject matter 
expert interviews and SCORM/AICC conformant eLearning programs.  


Organize the content. Download the components. Blend into PowerPoint® or upload to your 
LMS. Train your employees. 



http://www.trainingassetsgateway.com/
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AFTER THE SESSION 
HELPFUL INFORMATION 
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Suggestions for Additional Diversity and Inclusion, 
Communications and Conflict Resolution Training 
If you like the program M.E.E.T. on Common Ground™: Speaking Up for Respect in the 
Workplace and you are looking for complementary materials, check out these other training 
programs produced by Sollah Interactive. 


We Need to M.E.E.T.™: Managing for Respect in the Workplace — Overlooking unintentional 
but offensive behavior can often lead to damaged relationships and a hostile work 
environment. Recognize, respond to and resolve issues between employees involving diversity 
dynamics with a program specifically designed to educate managers on the legal and 
organizational responsibilities of promoting a respectful and inclusive working environment 
(uses the M.E.E.T. model). 


Just Be F.A.I.R. ™: A Practical Approach to Diversity in the Workplace — Take an in-depth look 
at what diversity is and the positive impact that a “culturally competent” organization 
practicing fair treatment has on recruiting and retaining a talented workforce and creating an 
employee value proposition. Thought-provoking interviews and practical examples that explain 
the principles of the F.A.I.R. model make this comprehensive training program the necessary 
tool to build positive, productive relationships (uses the F.A.I.R. approach). 


Generations: M.E.E.T. for Respect in the Workplace — With workers from four generations 
now active in the workforce, generational diversity is an increasingly common workforce 
dynamic with the potential for misunderstanding, frustration and conflict that puts increasing 
challenges to productivity, teamwork and customer service. To turn that challenge into a 
competitive advantage, this program applies the M.E.E.T. approach to the complexities of 
effectively working in and managing a multigenerational workforce. Employees and managers 
gain insights, strategies and skills that help minimize generational conflict and strengthen 
collaboration. 


Everybody Wins: How to Turn Conflict into Collaboration — Deadlines, change, stress, 
miscommunication, confusion over responsibilities . . . there is no shortage of opportunities for 
conflict in the workplace. This program teaches employees to take the initiative in resolving 
conflict with their coworkers and cooperating to find win-win solutions for most disagreements. 


The Right Side of the Line: Creating a Respectful and Harassment-Free Workplace — It’s 
important to know exactly where the boundaries of acceptable and legal workplace behavior 
are drawn. This program addresses harassment in all its forms, including hazing, gossip, 
retaliation and more. It also meets federal compliance standards and can assist you in meeting 
state requirements for harassment prevention training, giving employees and managers the 
tools to resolve situations before they escalate (uses the M.E.E.T. model in the manager 
module). 
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This product is fully protected by U.S. and International Copyright Law. All text, graphics, sound, 
code, design, arrangement and content are owned by Sollah Interactive, LLC. 


Copyright ©2015 Sollah Interactive LLC, and Alexander Consulting & Training, Inc. All rights 
reserved. 


VisionPoint® and SMART-START™ are trademarks owned or claimed by Sollah Interactive, LLC. 


These Participant Materials may be reproduced for training purposes. 


These materials are intended for the personal use by the purchaser and/or end user. All other 
use, including, but not limited to, resale, rental or commercial use, is strictly prohibited, unless 
authorized in writing by Sollah Interactive, LLC. 


This product is provided as is without warranties of any kind. Sollah Interactive, LLC and its 
agents and representatives do not render any legal or professional advice. This product, and 
any accompanying video, should not be used as a substitute for professional services. If legal or 
professional advice is needed, please consult with your attorney or professional advisor. 
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Pre- and Post-Assessment 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace is designed to 
provide you with practical skills for recognizing and responding to the diversity and inclusion 
dynamics that are often grounded in individual and cultural differences. First, review the 
statements below to assess your current level of knowledge and skills. For each statement, 
circle the number in the Pre-Assessment column that reflects your comfort level. At the 
conclusion of the workshop, you will complete the Post-Assessment column and compare your 
ratings to assess what you have learned and your understanding of the key concepts in this 
course.  
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 Pre-Assessment Post-Assessment 
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1. Provide practical definitions of diversity 
and inclusion as they relate to my 
organization. 
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2. Describe the competitive advantage of 
diversity and inclusion. 
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3. Recognize the influence of unconscious 
bias, micro-inequities and other expressions 
that lead to misunderstandings and 
exclusionary behaviors and practices. 
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4. Explain the importance of cultural 
competency.in recognizing and responding 
to diversity moments, i.e., situations 
involving issues of diversity and inclusion. 
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5. Describe the importance of self-
awareness and self-management in building 
cultural competency. 
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6. Recognize and respond effectively to 
situations involving diversity and inclusion 
dynamics. 
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7. Explain and apply a strategy or model for 
responding to situations involving diversity 
and inclusion issues and dynamics. 
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Introduction 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace is designed to help 
you recognize and respond to the diversity and inclusion dynamics that are often grounded in 
individual and cultural differences. This workshop will assist you in dealing effectively with the 
individual and cultural differences that impact relationships with co-workers, customers and 
other stakeholders that are critical to the success of your organization. 


Diversity is about the unique individual, cultural and organizational characteristics that affect 
the workforce, customers and business practices. When people from different backgrounds 
come together, they bring interests, concerns and meanings that reflect their individual and 
group experiences.  The dynamics resulting from this blending of different experiences and 
perspectives is known as diversity.  


Inclusion gives a sense of belonging; it gives people a sense of being respected and valued for 
who they are and what they bring or contribute to the organization. Inclusion is the opportunity 
and ability to contribute when the diversity people bring is welcomed, valued, respected and 
treated fairly. 


Diversity and inclusion are not the same; they are inter-related and inter-dependent. Inclusion 
allows us to leverage the advantages of diversity. Diversity without inclusion focuses on 
differences without necessarily seeing similarities or respecting the differences. 


Many organizations recognize the competitive advantage   diversity and inclusion bring. 
Organizations that do this well: (1) attract and retain a diverse and talented workforce; (2) 
anticipate and satisfy the needs of a diverse and sometimes global customer base; (3) create 
innovative ideas, solutions and products by valuing, acknowledging and leveraging that diverse 
knowledge, skills and experiences of their workforce; and (4) behave in ways consistent with 
their policies and values.  These advantages are not automatic or guaranteed; and they require 
more than the issuance of policies and regulations. To be successful, people at all levels must 
be willing and able to “break new ground” in order to create an environment that works for 
everyone. 


M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace will provide you 
with the understanding, skills and tools necessary to create and maintain a respectful and 
inclusive workplace. This information will help you to be better able to prevent problems and 
conflict based on differences. The training also provides specific strategies for dealing with 
these situations when they inevitably occur. The M.E.E.T.™ model focuses on resolving 
problems and maintaining effective work relationships. The result is a workplace where people 
want to come, stay and contribute the best that they have to offer. 
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Learning Objectives 
After completing the program, you will be better able to: 


 Describe the competitive advantage of diversity and inclusion. 


 Describe diversity and inclusion dynamics as they occur in day-to-day interactions 
and lead to diversity moments. 


 Explain the importance of recognizing and responding to diversity moments when 
misunderstandings based upon different cultural meanings have a negative impact 
on a relationship or accomplishing a task.  


 Describe the presence and influence of unconscious bias, micro-inequities and 
societal stereotypes on our judgment, communication and actions. 


 Recognize the importance of self-awareness and self-management in building 
cultural competency. 


 Use the four steps in the M.E.E.T.™ model to respond effectively to situations 
involving diversity and inclusion dynamics and promote a respectful working 
environment. 


Bottom Line Goal 


 Build cultural competency! 
 


Cultural competency means recognizing and responding to the cultural differences and 
similarities that make up the workforce and customer base, and using this understanding to 
communicate more effectively and make better decisions. 
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The Four-Step M.E.E.T.™ Model 


M.E.E.T. is a tool that can be used to create a respectful flow of communication. It helps 
everyone recognize, respond to, and resolve difficult interactions involving diversity and 
inclusion dynamics. 


Respectful communication is critical to solving problems and resolving conflicts and 
misunderstandings in a way that supports relationships and prevents future problems. 


The Four-Step M.E.E.T.™ Model 


M – Make time to discuss 


E – Explore differences 


E – Encourage respect 


T – Take responsibility 
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Video Observation Form: 
Vignette #1: “It’s Just an Expression.” 
Characters: 


 


 


Meredith 


 


Rich 


 


Dave 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions.  


Discussion Questions: 


1. What could Meredith have done differently to achieve a better outcome in the 
situation?  
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2. What could Rich have done differently to achieve a better outcome in the situation?  


 


 


 


 


 


 


3. What could Dave have done differently to achieve a better outcome in the situation?  


 


 Key Points 


 Diversity moments are often unintended, occur when we least expect, and can 
leave us surprised, confused, embarrassed, guilty, fearful, frustrated or 
uncertain. 


 Over time negative micro-inequities contribute to the experience of bias and 
inequity that detracts from teamwork, commitment and overall performance. 


 Anyone involved or affected by a diversity moment can initiate a M.E.E.T.™ 
conversation. 


 Bottom Line 


 Focus on the meaning or impact from the other person’s perspective 
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Video Observation Form: 
Vignette #2: “We’re Just Telling Jokes.” 
Characters: 


 


Lionel 


 


Michael 


 


Dwayne 


 


Louis 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 
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Discussion Questions: 


1. What is the diversity moment in this scenario? What are the diversity and inclusion 
dynamics that seem to present?  


 


 


 


2. What was effective about how Luis addressed the situation? Is there anything you 
would have suggested that he say or do? 


 


 


 


3. In terms of the situation, what did you observe in terms of “intent” compared to 
“impact?” In other words, what were the intentions of the group telling jokes? What 
was actual and potential impact of their behavior? Can you think of real life examples of 
similar situations? 


 


 


 


 


 Key Points: 


 Jokes and other remarks may be prohibited, no matter if they are welcome or 
involve members of the groups affected.  


 Work rules must be applied and enforced consistently, no matter who is 
involved or the intent. 


 The workplace can extend beyond the job site. 
 


 Bottom Line 


 We must be willing to listen, consider the impact of our behavior, and make 
adjustments.  
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Video Observation Form: 
Vignette #3: “Why Don’t They Just Speak English?” 
Characters: 


 


Han 


 


Allan 


 


Ana 


 


 


Vicky 


 


Rosa 


 


 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What may be the diversity moments in this scenario? What do you think the co-workers 
who don’t speak Spanish may be thinking or feeling? 
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2. How may this be an example of a cross-cultural misunderstanding? 


3. Observe M.E.E.T.™ in action: 


a) How did Vicki make time to discuss? How did Ana respond? What micro-messages 
(words, tone, body language, etc.) do you notice? 


 


 


b) How did they explore differences? What were their different perspectives? 


 
 
 


c) What was respectful about their conversation? How did they encourage respect? 


 
 
 


d) What was the resolution? How did they take responsibility for a positive outcome? 


 


 
 


 


 


 


 


 


 


 


 


  


 Key Points: 


 Employees can speak languages other than English at work unless there are 
legitimate, job-related reasons for speaking English only 


 Sharing a common language usually has more to do with commonality and ease 
of communication than an intent to exclude, isolate or ridicule others 


 Cross-cultural miscommunication and misunderstandings often contribute to 
diversity moments 


 Bottom Line                                                                    


 Diversity without inclusion is not enough. Inclusion is how we optimize our 
diversity potential. 
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Video Observation Form: 
Vignette #4: “Is This the Image That We Really Want?” 
Characters: 


 


Maura 


 


Shay 


 


Irene 


 


Aamira 


 


Edgar 


 


Ofosu 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What types of biases could be behind the comments made during the meeting?  
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2. What is the difference between what people are saying and what they are actually 
thinking? What is the effect on their perceptions, behavior or the decisions they are 
making? What micro-inequities or negative micro-messages do you notice? 


 


 


3. Observe M.E.E.T.™ in action: 


a) What did Maura do to make time to discuss? 


 


 


b) How did the team explore differences? What were their different perspectives? 


 


 


c) What was respectful about their conversation? How did they encourage respect? 
What affirming micro-messages did you notice? 


 


 


d) What was the resolution? How did they take responsibility for a positive outcome? 


 


 


 Key Points: 


 Bias can be expressed blatantly or through subtle micro messages. 


 Societal stereotypes can unconsciously influence our judgment, language and 
actions. 


 Exploring differences and encouraging respect are ways to counteract the 
possible presence of bias. 


 Bottom Line 


 Self-awareness and self-management are strategies for “unlearning” bias and 
building cultural competency. 
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Video Observation Form: 
Vignette #5: “He Doesn’t Look Nearly as Good in a Skirt?” 
Characters: 


 


Danny 


 


Carl 


 


Amar 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. How would you describe this scenario? Describe the diversity moments or the diversity 
and inclusion dynamics present. 


a) What were the specific behaviors that you noticed? 


 


b) What is the impact of this behavior? 
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c) What are the potential consequences or outcomes if this behavior continues? 


 


 


2. If you were coaching Danny, what should he say or do in order to support diversity and 
encourage inclusion? 


3. Observe M.E.E.T.™ in action: 


a) How did Danny make time to discuss?  


 


 


b) How did they explore differences? What were their different perspectives? 


 


 


c) How did Danny encourage respect? 


 


 


d) What was the resolution? How did Danny take responsibility for a positive outcome? 


 Key Points: 


 Gossip, and rumors stated as facts, can impair relationships, damage reputations 
and perpetuate stereotypes. 


 Based on the frequency and impact, consequences can include poor morale, 
turnover, bullying, hostile environment or illegal harassment. 


 Respect is an essential component of inclusion. 


 Bottom Line 


 A respectful workplace is one that discourages gossip and challenges rumors. 
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Video Observation Form: 
Vignette #6: “Why Do They Have to Flaunt it at Work?” 
Characters: 


 


Kim and Shelli 


 


Tyler 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What is the importance of self awareness and self management in building cultural 
competency?  (Note: Self-awareness is the ability to recognize and accurately describe 
one’s own emotions and reactions to differences; self-management is the ability to 
restrain impulses, manage feelings and express differences in ways that lead to positive 
outcomes.)  


2. Get ready to meet by completing the M.E.E.T.ing™ Organizer questions below as if you 
are Kim. 
 
Get Ready to M.E.E.T.™ (M.E.E.T.ing™ Organizer Template): 


 What is the diversity moment (a situation involving a diversity or inclusion 
dynamic)?  


 


 


 What specific behavior or activity is involved? 
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 What is the impact of the situation or behavior?  


 


 


 What are the consequences if nothing changes? 


 


 


 What is your request (the desired outcome of your M.E.E.T. ™: conversation)?  


 


 


3. How can the M.E.E.T.ing™ Organizer Template support your self-awareness and self-
management? 


 


  


 


 Key Points: 


 Interactions between people of the same sex are sometimes interpreted as 
inappropriate or offensive when in fact the behavior is within the range of 
acceptable conduct 


 Gender and gender identity continue to present significant challenges due to 
strongly held traditions, beliefs and values  


 Watch out for double standards—i.e., norms or “rules” applied to some groups 
and not to others   


 Bottom Line: 


 Use the M.E.E.T.ing™ Organizer to support your self-awareness and self-
management. 
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Video Observation Form: 
Vignette #7: “We Have a Way of Doing Things.” 
Characters: 


 


Donald and Sharon 


 


Bryce 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. Diversity and inclusion are not always about race, gender, ethnicity, etc. What are some 
other diversity and inclusion dynamics that involve work place issues? 
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2. What common, ordinary or seemingly minor workplace issues have you observed that 
had significant impact (such as the meeting time in the vignette)?  What were diversity 
and inclusion dynamics involved? 


 


 


 


 


 


 


 


3. Organizational cultures are based upon long term beliefs and practices that are 
considered to be important enough to the success of the organization to be continued. 
What are some examples in your organization? 


 


 


 


 Key Points: 


 Diversity and inclusion are not always about race, gender, ethnicity, etc. Many 
common workplace issues involve diversity and inclusion dynamics. 


 Organizational cultures are based upon long term beliefs and practices that are 
considered to be important enough to the success of the organization to be 
continued.  


 Unexamined beliefs and practices can advantage some while disadvantaging 
others and can create unintended exclusion. 


 Bottom Line 


 Organizational culture must always be considered when diversity and inclusion 
dynamics are present.  


 







Participant Materials 


©2015 Sollah Interactive, LLC.  Page 23 
This page may be reproduced for training purposes. 


M.E.E.T.: Breaking New Ground.™ Worksheet 
Any employee can use M.E.E.T.™ at any time to address diversity and inclusion dynamics. And, 
by now, you probably know that just about any situation can involves diversity and inclusion 
dynamics. You never know when you are going to have a diversity moment. 


M.E.E.T.™ is an approach grounded in proven practices from areas such as cross-cultural 
communications, conflict resolution, stress management, emotional intelligence, and 
organizational problem solving.  


 


 


 


 


 


 


 


 


 


 


Get Ready to M.E.E.T.   
(from M.E.E.T.ing™ Organizer Template): 


1. What is the Diversity Moment or situation?  


2. What is the specific Behavior involved? 


3. What is the Impact of the situation or behavior? 


4. What are the Consequences if this continues? 


5. What is your Request (or desired outcome) of your M.E.E.T.™ conversation? 
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The M.E.E.T. ™ Model 


 


MAKE TIME TO DISCUSS – Recognize and respond to diversity moments 
when you become aware of a problem or concern. 
 


Steps What You Can Say 


 Communicate your need to M.E.E.T. 


 Suggest a time and place. 


 Use a courteous and considerate tone. 


 Assess the situation and prepare to 
describe it in 30-seconds or less (refer to 
M.E.E.T.ing™ Organizer) 


 There’s something I’d like to discuss. 


 Can you step over here for a minute? 


 Can we talk about something? 


 Can we talk for a few minutes in private? 


 Does this time work for you? 


 


 


EXPLORE DIFFERENCES – Be open to other viewpoints; do not assume 
you know it all. Ask to hear the other side. 
 


Steps What You Can Say 


 In 30 seconds or less, explain the 
problem, situation, need, or concern from 
your perspective. 


 Invite the other person’s perspective. 


 Reframe your statement to include the 
other side. 


 This is important because… 


 The way I look at this is… 


 What is your perspective? 


 If I understand what you are saying… 


 Here’s how I relate to what you just said… 
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  ENCOURAGE RESPECT – Everyone is entitled to their perspective 
even when you do not agree or understand. 


 


Steps What You Can Say 


 Encourage two-way communication 


 Use active listening 


 Summarize or clarify what you hear to 
test your understanding 


 Be positive and affirming with respect to 
your words, tone and body language. 


 Stay in the present (avoid unnecessary 
references to the past). 


 What the best way to have this 
conversation? 


 I see your side... 


 Help me understand… 


 I really appreciate the way you… 


 This is important to both of us… 


 Here’s how we could relate 
better/differently in the future… 


TAKE RESPONSIBILITY – Do what you can to influence the outcome and 
model the behavior you want to see. 
 


Steps What You Can Say 


 State what you need and your 
willingness to help the other person 
with what they need 


 Reach agreement 


 End on a positive note 


 Follow-up 


 How about we agree to... 


 Can you…? 


 I’ll try to… 


 I’m glad we talked 


 Let’s try this for a couple of weeks and see 
what we think and how we feel… 
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Worksheet (Optional Activity) 
Individuals: 


1. Describe a difficult conversation that you have had or need to have.  


 


 


2. What are the diversity and inclusion dynamics that are present in that situation? (You 
will read your example aloud to the members of your group.) 


 


 


 


Groups: 


1. Discuss everyone’s examples and select one to use for this exercise. As a group, 
complete the M.E.E.T.ing™ Organizer questions for this example. 


a) What is the diversity moment or situation involved? 


 


 


b) What is the specific behavior? 
 


c) What is the impact of the situation or behavior?  
 


d) What are the consequences) if nothing changes? 
 


e) What is your request (the desired outcome of your M.E.E.T. ™ conversation)?  
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2. Prepare a role play, demonstration or skit applying the M.E.E.T.™ model to this example. 


 


 


 


Note: Questions 1-3 in the organizer are the content for your 30 second description of the 
situation or problem. Questions #4 and #5 help you clarify what makes this important as well as 
communicate what you want. Describe the consequences if the situation or behavior continues 
as consequences you want to avoid vs. what could be perceived as a threat or intimidation. 
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Program Benefits 
Here are the benefits this training delivers: 


For everyone: 


 Skills – your skills in communication, teamwork, conflict, resolution, diversity, and 
customer service will be enhanced 


 More confidence – you will be able to better handle sensitive issues - without 
creating shame, blame or negative stereotyping 


 Greater productivity – you will have an easier time sharing experiences and 
expertise, and communicating with coworkers and customers; and, less down time 
due to conflict, tension or unresolved frustration 


 Sense of inclusion – that is what happens when you feel valued and respected by 
your coworkers and your organization 


 Enhanced teamwork – collaborating with others is easier when you work in a 
respectful and inclusive environment 


For the organization: 


 An employee value proposition – all things being equal, you can more easily attract 
and retain a talented and contributing workforce when you actively support an 
environment in which employees can see that diversity and inclusion are valued and 
respected 


 Improved productivity – when people understand how to effectively deal with 
sensitive issues, their teamwork and customer service are enhanced  


 Increased professionalism – creating an inclusive and respect-filled workplace sets a 
standard for appropriate and professional behavior 


 Conflict resolution – when people recognize and understand diversity and inclusion 
dynamics, think things through, and then act in respectful ways as they strengthen 
important relationships, you are better  able to resolve issues quickly, keep 
problems from escalating and save time and money 
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Building Cultural Competency 
Cultural competency means you recognize and respond to the differences and similarities that 
make up our workforce and customer base, and use this understanding to communicate more 
effectively and to make better decisions. 


Your commitment to building cultural competency begins with a plan. 


Keep your plan manageable. Begin with two commitments. Once you have fulfilled those 
commitments, you can expand your plan incrementally. Take small steps that you can 
reasonably accomplish. 


Describe two actions that you will take. Be specific. 


 


 


 Action #1: 


 


 


 What I need to do to fulfill this action: 


 


 


 


 


 


 


 Action #2: 


 


 


 What I need to do to fulfill this action: 


 


 








Welcome to Training!
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Learning Objectives

Describe the competitive advantage of diversity and inclusion 

Describe the diversity and inclusion dynamics that lead to diversity moments

Explain the importance of recognizing and responding to diversity and inclusion dynamics.

Describe the presence and influence of unconscious bias 

Recognize  the importance of self-awareness and self-management in building cultural competency
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Bottom Line Goal?

Use the four steps in the M.E.E.T.™ model to respond effectively to situations involving diversity and inclusion dynamics and promote a respectful  working environment

Bottom Line…

      Build your cultural competency!
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Diversity refers to the unique individual, cultural and organizational characteristics that make up our workforce, customers and other stakeholders; it is about our similarities as well as our differences.

Inclusion refers to a sense of belonging, opportunity and the ability to contribute.  It is the assurance  that the diversity we bring is welcomed, valued, respected and treated fairly. 

*
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Diversity and Inclusion are not the same.

Inclusion allows us to leverage the advantages of diversity.

Diversity without inclusion focuses on differences without necessarily seeing similarities or respecting the differences. 

What Are Diversity & Inclusion (D&I)?
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The Competitive Advantage of D&I

Attract and retain a diverse and talented workforce.

Anticipate, meet and exceed customer expectations.

Innovative ideas and creative solutions.

Values drive policies and practices.

© 2015 Sollah Interactive, LLC

7



© 2015 Sollah Interactive, LLC



*









	This workshop will assist you in dealing effectively with the individual and cultural differences (diversity) that impact relationships with co-workers, customers and other stakeholders who are critical to the success of your organization.

Workshop Purpose
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Diversity and Inclusion Dynamics

Diversity and Inclusion dynamics are the positive or negative reactions that occur when dimensions of diversity (i.e., culture, experience and expectations) come together.

© 2015 Sollah Interactive, LLC
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Misunderstandings based upon different cultural meanings.

When words, gestures or expressions are misunderstood because they have a different meaning in the other person’s culture.

When different cultural meanings have a negative impact on a relationship or the accomplishment of a task.



Cross-Cultural Misunderstandings

*
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Diversity Moment

A diversity moment occurs when “difference makes a difference!”

It occurs when diversity and inclusion dynamics impact our relationships, behavior or understanding of a situation.

© 2015 Sollah Interactive, LLC
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 Benefits of Diversity & Inclusion

Attract and retain a talented workforce.

Anticipate and satisfy customer needs.

Produce Innovative and creative solutions and products.

Do the right thing (e.g., organizational policies and values).
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Micro-inequities are repeated, subtle, often unconscious messages that devalue or discourage. They can be conveyed through facial expressions, gestures, tone of voice, choice of words, nuance and syntax. 

The accumulation of micro-inequities over time can create the experience of bias and inequity that detracts from teamwork, commitment and overall performance. 

What Are Micro-Inequities?
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Diversity moments are often unintended, occur when we least expect, and can leave us surprised, confused, embarrassed, guilty, fearful, frustrated or uncertain 

Over time micro-inequities can contribute to the experience of bias and inequity that detracts from teamwork, commitment and overall performance.

Anyone involved or affected by a diversity moment can initiate a M.E.E.T.™ conversation.

BOTTOM LINE

Focus on the meaning or impact from the other person’s perspective

Vignette #1: Key Points

*
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Jokes and other remarks may be prohibited, no matter if they are welcome or involve members of the groups affected.

Work rules must be applied and enforced consistently, no matter who is involved or the intent.

The workplace can extend beyond the job site.

BOTTOM LINE

We must be willing to listen, consider the impact of our behavior, and make adjustments.

Vignette  #2: Key Points

*
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Employees can speak languages other than English at work unless there are legitimate, job-related reasons for speaking English only.

Sharing a common language usually has more to do with commonality and ease of communication than an intent to exclude, isolate or ridicule others.

Cross-cultural miscommunication and misunderstandings often contribute to diversity moments.

BOTTOM LINE

Diversity without inclusion is not enough. Inclusion is how we optimize our diversity potential.

Vignette #3: Key Points

*
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What Is Bias?

Persistent, harmful and/or unequal treatment of an individual based on a characteristic they possess or beliefs about a group with which they are identified.

Negative or positive assumptions generally applied to groups of people.

Beliefs retained even in the face of contradictory information or evidence.

© 2015 Sollah Interactive, LLC
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Communicate your need to M.E.E.T..

Suggest a time and place.

Use a courteous and considerate tone.

Prepare a 30-second description of the situation.

© 2015 Sollah Interactive, LLC
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In 30 seconds or less, explain the problem, situation, need or concern from your perspective (refer to the M.E.E.T.ing™ Organizer).

Invite the other person’s perspective.

Incorporate you what you heard into your response.

© 2015 Sollah Interactive, LLC
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Encourage two-way communication.

Use active listening.

Summarize or clarify what you hear to test your understanding.

Be positive and affirming with respect to your words, tone and body language.

Stay in the present (avoid unnecessary references to the past).

© 2015 Sollah Interactive, LLC
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State what you need and your willingness to help the other person with what they need.

Reach agreement.

End on a positive note.

Follow-up (and, as appropriate, document the discussion and outcome).

© 2015 Sollah Interactive, LLC
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Bias can be expressed blatantly or through subtle micro messages.

Societal stereotypes can unconsciously influence our perception, judgment, language and actions.

Exploring differences and encouraging respect are ways to counteract the possible presence of bias.

BOTTOM LINE

Self-awareness and self-management are strategies for “unlearning” bias and building cultural competency.

Vignette #4: Key Points

*
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Gossip, and rumors stated as facts, can impair relationships, damage reputations and perpetuate stereotypes.

Based on the frequency and impact, consequences can include poor morale, turnover, bullying, hostile environment or illegal harassment.

Respect is an essential component of inclusion.

BOTTOM LINE

A respectful workplace is one that discourages gossip and challenges rumors.

Vignette #5: Key Points

*
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Cultural Competency

Recognize the diversity in our workforce and among our customers.

Use this understanding to communicate more effectively and make better decisions.

Self-awareness and self-management of personal feelings and responses to similarities and differences.

© 2015 Sollah Interactive, LLC
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Self Awareness—ability recognize and accurately describe one’s own emotions and reactions to differences.

Self Management—ability to restrain impulses,  manage feelings and express differences in ways that lead to positive outcomes.

Building Cultural Competency

*
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M.E.E.T.ing™ Organizer

What is the diversity moment (a situation involving a diversity or inclusion dynamic)?

What specific behavior or activity is involved?

What is the impact of the situation or behavior?

What is the consequence if nothing changes?

What is your request (the desired outcome of your M.E.E.T.™ conversation)?

© 2015 Sollah Interactive, LLC
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Interactions between people of the same sex are sometimes interpreted as inappropriate or offensive when in fact the behavior is within the range of acceptable conduct.

Gender and gender identity continue to present  significant challenges due to strongly held traditions, beliefs and values.

Watch out for double standards—i.e., norms or “rules” applied to some groups and not to others.

BOTTOM LINE

Use the M.E.E.T.ing™ Organizer as a tool for self-awareness and self-management 

Vignette #6: Key Points

*
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Diversity and inclusion are not always about race, gender, ethnicity, etc. Many common workplace issues involve diversity and inclusion dynamics.

Organizational cultures are based upon long term beliefs and practices that are considered to be important enough to the success of the organization to be continued. 

Unexamined beliefs and practices can advantage some while disadvantaging others and can create unintended exclusion.

BOTTOM LINE

Organizational culture must always be considered when diversity and inclusion dynamics are present.

Vignette 7: Key Points

*
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Additional skills

More confidence

Greater productivity

More inclusion

Enhanced teamwork

Benefits to Employees
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Employee Value Proposition—makes people want to come, stay and contribute 

Improved productivity

Increased professionalism

Problem prevention and solutions

Benefits to the Organization

*
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Training Implementation Help:  clientservices@sollah.com



General Information: www.sollah.com

Contact Sollah Interactive, LLC
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This product is fully protected by U.S. and International Copyright Law. All text, graphics, sound, 
code, design, arrangement and content are owned by Sollah Interactive, LLC. 


Copyright ©2015 Sollah Interactive LLC, and Alexander Consulting & Training, Inc. All rights 
reserved. 


VisionPoint® and SMART-START™ are trademarks owned and claimed by Sollah Interactive, LLC. 


These Participant Materials may be reproduced for training purposes. 


These materials are intended for the personal use by the purchaser and/or end user. All other 
use, including, but not limited to, resale, rental or commercial use, is strictly prohibited, unless 
authorized in writing by Sollah Interactive, LLC. 


This product is provided as is without warranties of any kind. Sollah Interactive, LLC and its 
agents and representatives do not render any legal or professional advice. This product, and 
any accompanying video, should not be used as a substitute for professional services. If legal or 
professional advice is needed, please consult with your attorney or professional advisor. 







M.E.E.T.: Breaking New Ground™ 


©2015 Sollah Interactive, LLC.  Page 3 
This page may be reproduced for training purposes.


Table of Contents 


READ THIS FIRST ........................................................................................... 5 


Introduction .................................................................................................. 6 


Program Benefits .......................................................................................... 7 


Glossary of Terms ......................................................................................... 8 


Learning Objectives ...................................................................................... 9 


The Four-Step M.E.E.T.™ Model .................................................................. 10 


You Will Experience .................................................................................... 11 


LET’S GET STARTED! .................................................................................... 12 


Pre-Assessment .......................................................................................... 14 


Getting Focused .......................................................................................... 16 


Reflecting on Identity and Diversity ....................................................................................... 16 


Encouraging Respect ................................................................................... 17 


Video .......................................................................................................... 19 


Video Observation Form: Vignette #1: “It’s Just an Expression.” ................. 20 


Video Observation Form: Vignette #2: “We’re Just Telling Jokes.” .............. 21 


Video Observation Form: Vignette #3: “Why Don’t They Just Speak English?”24 


Video Observation Form: Vignette #4: “Is This the Image That We Really Want?”
 ................................................................................................................... 26 


Video Observation Form: Vignette #5: “He Doesn’t Look Nearly as Good in a 
Skirt?” ......................................................................................................... 28 


Video Observation Form: Vignette #6: “Why Do They Have to Flaunt it at 
Work?” ....................................................................................................... 29 


Video Observation Form: Vignette #7: “We Have a Way of Doing Things.” . 31 


Reflection Time ........................................................................................... 33 


M.E.E.T.: Breaking New Ground™ Questions ............................................... 35 


Building Cultural Competency ........................................................................................... 38 


Focus on the Future .................................................................................... 38 



file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814395

file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814396

file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814403

file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814433

file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814436





Self-Study Guide 


©2015 Sollah Interactive, LLC.  Page 4 
This page may be reproduced for training purposes. 


Suggested Actions ....................................................................................... 39 


Post-Assessment ......................................................................................... 40 


ADDITIONAL READING/ REFERENCE ............................................................ 42 


Overview of M.E.E.T.™ Model ..................................................................... 43 


The M.E.E.T.™ Model .................................................................................. 44 


Answer Guide ............................................................................................. 46 


 


 


  



file:///D:/docs/Sollah%20Print%20Materials/OLD/1181-M.E.E.T.%20Breaking%20New%20Ground™%20-%20Respect%20and%20Inclusion%20in%20the%20Workplace%20-%20old%20PDFS/MEET-Breaking_New_Ground_Self-Study_FINAL.doc%23_Toc410814439





M.E.E.T.: Breaking New Ground™ 


©2015 Sollah Interactive, LLC.  Page 5 
This page may be reproduced for training purposes.


 


READ THIS FIRST 







Self-Study Guide 


©2015 Sollah Interactive, LLC.  Page 6 
This page may be reproduced for training purposes. 


Introduction 
M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace is designed to help 
you recognize and respond to the diversity and inclusion dynamics that are often grounded in 
individual and cultural differences. This self-study guide will assist you in better understanding 
the individual and cultural differences that impact relationships with co-workers, customers 
and other stakeholders who are critical to the success of your organization.  


Diversity is about our unique individual, cultural and organizational characteristics. Inclusion 
has to do with the opportunity and ability for people to feel that who they are and what they 
bring is meaningful to the organization’s success.  


Diversity and inclusion are not the same; they are inter-related and inter-dependent but not 
interchangeable. Diversity without inclusion focuses on differences without necessarily seeing 
the similarities or respecting the differences. Think of inclusion as serving a similar function to 
motor oil to engines—it reduces the heat and friction among moving parts. 


Many organizations recognize the competitive advantage   diversity and inclusion. 
Organizations that do this well (1) attract and retain a diverse and talented workforce; (2) 
anticipate and satisfy the needs of a diverse and sometimes global customer base;   (3) create 
innovative ideas, solutions  and  products by valuing, acknowledging and  leveraging the diverse 
knowledge, skills and experiences of their workforce; and (4) behave in ways consistent with 
their policies and values.  These advantages are not automatic or guaranteed; and, they require 
more than the issuance of a policies and regulations. To be successful, at all levels you must be 
willing and able to “break new ground” in order to create a work environment that works for 
everyone. 


M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace will provide you 
with the understanding, skills and tools necessary to create and maintain a respectful and 
inclusive workplace. This information will help you be better able to prevent problems and 
conflict based on differences. The training also provides specific strategies for dealing with 
these situations when they inevitably occur. The M.E.E.T.™ model focuses on resolving 
problems and maintaining effective work relationships. The result is a workplace where people 
want to come, stay and contribute the best that they have to offer. 
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Program Benefits 
Here are the benefits this program can deliver for you and your organization: 


For everyone: 


 Skills – your skills in communication, teamwork, conflict resolution, diversity and 
customer service will be enhanced 


 More confidence – you will be able to better handle sensitive issues without shame, 
blame or negative stereotyping 


 Greater productivity – you will have an easier time communicating with co-workers 
and customers and less down time due to conflict, tension or unresolved frustration 


 Sense of pride – that is what happens when you feel respected by your co-workers 
and your organization 


 Enhanced teamwork – collaborating with others is easier when you work in a 
respectful environment 


For the organization: 


 An employee value proposition – all things being equal, we can more easily attract 
and retain a talented workforce if we actively support an environment in which 
employees feel valued and respected 


 Improved productivity – when people understand how to effectively deal with 
sensitive issues, their teamwork and customer service are enhanced 


 Increased professionalism – creating a respect-filled workplace promotes 
appropriate and professional behavior in the workplace 


 Problem prevention – when people understand how to recognize issues, think 
things through and then act in a respectful way, they should be able to resolve 
issues quickly, keep problems from escalating and save time and money 
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Glossary of Terms 
The following terms and key concepts are used repeatedly throughout this Guide. 


1. Bias refers to negative or positive assumptions usually applied to groups of people. Bias 
can be persistent, harmful and/or unequal treatment of an individual based on a 
characteristic they possess or beliefs about a group with which they are identified. Bias 
can be blatant or subtle. It can also be unintentional and unconscious. 


2. Cross-Cultural Misunderstandings occur when words, gestures, expressions or 
situations have a different meaning in the other person’s culture. 


3. Cultural Competency means recognizing and responding to the cultural differences and 
similarities that make up the workforce and customer base, and using this 
understanding to communicate more effectively and make better decisions. 


4. Diversity refers to the unique individual, cultural and organizational characteristics that 
affect the workforce, customers and business practices. When people from different 
backgrounds come together, they bring interests, concerns and meanings that reflect 
their individual and group experiences.  The blending of different experiences and 
perspectives is known as diversity. 


5. Diversity and Inclusion Dynamics are the positive and negative reactions that occur 
when dimensions of diversity, i.e., culture, experience and expectations, come together. 


6. Diversity Moments are the unintended and unexpected reactions when diversity and 
inclusion dynamics impact our relationships, behavior or understanding of a situation.  


7. Inclusion refers to a sense of belonging, opportunity and the ability to contribute. It is 
the assurance that the diversity we bring is welcomed, valued, respected and treated 
fairly. 


8. Micro-inequities are repeated, subtle, often unconscious messages that devalue or 
discourage. They can be conveyed through facial expressions, gestures, tone of voice, 
choice of words, nuance and syntax. The accumulation of micro-inequities over time can 
create the experience of bias and inequity that detracts from teamwork, commitment 
and overall performance. 


9. Self-Awareness is the ability recognize and accurately describe one’s own emotions and 
reactions to differences. 


10. Self-Management is the ability to restrain impulses, manage feelings and express 
differences in ways that lead to positive outcomes. 
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Learning Objectives 
After completing the program, you will be better able to: 


 Describe the competitive advantage of diversity and inclusion. 


 Describe diversity and inclusion dynamics as they occur in day-to-day interactions 
and lead to diversity moments. 


 Explain the importance of recognizing and responding to diversity moments when 
misunderstandings based upon different cultural meanings have a negative impact 
on a relationship or accomplishing a task.  


 Describe the influence of unconscious bias, micro messages and societal 
stereotypes on our judgment, communication and actions. 


 Use the four steps in the M.E.E.T.™ model to respond effectively to situations 
involving diversity and inclusion dynamics and promote a respectful working 
environment. 


Bottom Line Goal 


 Build cultural competency 
 


Cultural competency means recognizing and responding to the cultural differences and 
similarities that make up the workforce and customer base, and using this understanding to 
communicate more effectively and make better decisions. 
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The Four-Step M.E.E.T.™ Model 


M.E.E.T. is a tool that can be used to create a respectful flow of communication. It helps 
everyone recognize, respond to, and resolve difficult interactions involving diversity and 
inclusion dynamics. 


Respectful communication is critical to solving problems and resolving conflicts and 
misunderstandings in a way that supports relationships and prevents further problems. 


The Four-Step M.E.E.T.™ Model 


M – Make time to discuss 


E – Explore differences 


E – Encourage respect 


T – Take responsibility 
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You Will Experience 


 Pre- and Post-Assessments of what you have learned 


 Video demonstrations 


 A variety of thought-provoking questions to develop and reinforce skills 


 A planning guide to use skills back on your job 
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LET’S GET STARTED! 
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This Self-Study Guide will lead you through incremental steps to learn how to support a diverse 
and inclusive workplace. You will learn about the importance and value of respect and 
inclusion. You will also apply a proven communication model to help you recognize, respond to 
and resolve difficult interactions that may be grounded in individual and cultural differences. 


 


Let’s move to Step 1… 
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Complete the Pre-Assessment on the following page to assess your current knowledge and 
skills regarding how to recognize, respond to and resolve difficult interactions that can stem 
from individual and cultural differences. 


When you have completed all steps in the guide, you will be asked to complete the Post-
Assessment column. When you compare your Pre and Post-Assessments, reflect on how you 
can continue to improve your knowledge and skills. 


M.E.E.T.: Breaking New Ground.™ Respect and Inclusion in the Workplace is designed to 
provide you with practical skills for recognizing and responding to the diversity and inclusion 
dynamics that are often grounded in individual and cultural differences. First, review the 
statements below to assess your current level of knowledge and skills. For each statement, 
circle the number in the Pre-Assessment column that reflects your comfort level. At the 
conclusion of the workshop, you will complete the Post-Assessment column and compare your 
ratings to assess what you have learned and your understanding of the key concepts in this 
course.  


  


Pre-Assessment Step 1 
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 Pre-Assessment Post-Assessment 


TO WHAT EXTENT I AM ABLE TO: 
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1. Provide practical definitions of diversity 
and inclusion as they relate to my 
organization. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


2. Describe the competitive advantage of 
diversity and inclusion. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


3. Recognize the influence of unconscious 
bias, micro-inequities and other expressions 
that lead to misunderstandings and 
exclusionary behaviors and practices. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


4. Explain the importance of cultural 
competency.in recognizing and responding 
to diversity moments, i.e., situations 
involving issues of diversity and inclusion. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


5. Describe the importance of self-
awareness and self-management in building 
cultural competency. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


6. Recognize and respond effectively to 
situations involving diversity and inclusion 
dynamics. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


7. Explain and apply a strategy or model for 
responding to situations involving diversity 
and inclusion issues and dynamics. 


 


1 


 


2 


 


3 


 


4 


 


5 


 


1 


 


2 


 


3 


 


4 


 


5 


 


Move to Step 2.
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In Step 2, you will prepare for viewing a video based training course about diversity and 
inclusion in the workplace. Prepare to view the video by reviewing the information on the 
following page and responding to the questions that follow. 


Reflecting on Identity and Diversity  


Respect for, and responsiveness to, individual differences are critical to developing and 
maintaining effective relationships in the workplace. Our focus on workforce diversity and 
inclusion underscores the importance of demonstrating respect for individual differences, such 
as personal styles, work habits, physical characteristics and life circumstances. It also recognizes 
that many people have had experiences as members of groups and cultures that have 
fundamentally shaped their individual identities. In these situations, separating individual 
identity from group membership may not be possible, as the two are closely connected. 


In this exercise, you’ll have an opportunity to reflect on those things that you feel shape your 
own sense of identity—i.e., who you are. Answer the questions below in the space provided: 


1. What three things about you most represent who you are? 


a)  
 


b)  
 


c)  
 


2. What are the three things that others notice about you first or most often? 


a)  
 


b)  
 


c)  
 


3. How are your answers to questions 1 and 2 similar? How are they different? Why is it 
useful for you to think about this? 


Getting Focused Step 2 
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Encouraging Respect 
In this exercise, you will have an opportunity to explore your feelings and experience about 
respect and define what respect means to you. 


Part 1 


1. Describe a time when you felt respected. 


 


2. What was the effect on your feelings and/or behavior? 


 


3. Describe a time when you felt disrespected. 


 


4. What was the effect on your feelings and/or behavior? 


 


5. Describe a time when you were respectful of another person. 


 


6. What was the effect on you? On them? 


 


7. Describe a time when you were disrespectful of another person. 


 


8. What was the effect on you? On them? 
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Part 2 


1. In order to respond to the questions above, you used a definition of respect. What is it? 
For me, respect is:  


 


 


 


2. What are some best practices related to this definition? In other words, how could you 
or others in your organization put this definition into practice? 


 


 


 


3. If your organization could put the best practices you identified into action, what could 
be the result or impact? 
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In this step, you will watch a video that provides seven real-world video vignettes that focus on 
examples of difficult, yet realistic, employee interactions. This will help you see better 
understand the skills and competencies needed to sustain an organization that supports 
diversity and inclusion. 


Use the Video Observation Forms on the next several pages. The questions cue you on what to 
look for when watching the video. 


Play the video all the way through (or feel free to stop the video after each situation to collect 
your thoughts and take some notes). Replay the video as often as necessary to respond to 
questions on the Video Observation Forms. Review the key points at the bottom of each 
observation form. 


Video Step 3 
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Video Observation Form: 
Vignette #1: “It’s Just an Expression.” 
Characters: 


 


 


Meredith 


 


Rich 


 


Dave 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions.  


Discussion Questions: 


1. What could Meredith have done differently to achieve a better outcome in the 
situation?  
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2. What could Rich have done differently to achieve a better outcome in the situation?  


 


 


 


 


 


3. What could Dave have done differently to achieve a better outcome in the situation?  


 


 Key Points 


 Diversity moments are often unintended, occur when we least expect, and can 
leave us surprised, confused, embarrassed, guilty, fearful, frustrated or 
uncertain. 


 Over time negative micro-inequities contribute to the experience of bias and 
inequity that detracts from teamwork, commitment and overall performance. 


 Anyone involved or affected by a diversity moment can initiate a M.E.E.T.™ 
conversation. 


 Bottom Line 


 Focus on the meaning or impact from the other person’s perspective 
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Video Observation Form: 
Vignette #2: “We’re Just Telling Jokes.” 
Characters: 


 


Lionel 


 


Michael 


 


Dwayne 


 


Louis 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 
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Discussion Questions: 


1. What is the diversity moment in this scenario? What are the diversity and inclusion 
dynamics that seem to present?  


 


 


 


2. What was effective about how Luis addressed the situation? Is there anything you would 
have suggested that he say or do? 


 


 


 


3. In terms of the situation, what did you observe in terms of “intent” compared to 
“impact?” In other words, what were the intentions of the group telling jokes? What 
was actual and potential impact of their behavior? Can you think of real life examples of 
similar situations? 


 


 


 


 


 Key Points: 


 Jokes and other remarks may be prohibited, no matter if they are welcome or 
involve members of the groups affected.  


 Work rules must be applied and enforced consistently, no matter who is 
involved or the intent. 


 The workplace can extend beyond the job site. 


 Bottom Line 


 We must be willing to listen, consider the impact of our behavior, and make 
adjustments.  
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Video Observation Form: 
Vignette #3: “Why Don’t They Just Speak English?” 
Characters: 


 


 


Han 


 


Allan 


 


Ana 


 


 


Vicky 


 


Rosa 


 


 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What may be the diversity moments in this scenario? What do you think the co-workers 
who don’t speak Spanish may be thinking or feeling? 
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2. How may this be an example of a cross-cultural misunderstanding? 


 


 


3. Observe M.E.E.T.™ in action: 


a) How did Vicki make time to discuss? How did Ana respond? What micro-messages 


(words, tone, body language, etc.) do you notice? 


b) How did they explore differences? What were their different perspectives? 


c) What was respectful about their conversation? How did they encourage respect? 


d) What was the resolution? How did they take responsibility for a positive outcome? 


 


 
 


 


 


 


 


 


 


 


 


 Key Points: 


 Employees can speak languages other than English at work unless there are 
legitimate, job-related reasons for speaking English only 


 Sharing a common language usually has more to do with commonality and ease 
of communication than an intent to exclude, isolate or ridicule others 


 Cross-cultural miscommunication and misunderstandings often contribute to 
diversity moments 


 Bottom Line                                                                    


 Diversity without inclusion is not enough. Inclusion is how we optimize our 
diversity potential. 
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Video Observation Form: 
Vignette #4: “Is This the Image That We Really Want?” 
Characters: 


 


Maura 


 


Shay 


 


Irene 


 


Aamira 


 


Edgar 


 


Ofosu 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What types of biases could be behind the comments made during the meeting?  
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2. What is the difference between what people are saying and what they are actually 
thinking? What is the effect on their perceptions, behavior or the decisions they are 
making? What micro-inequities or negative micro-messages do you notice? 


 


 


3. Observe M.E.E.T.™ in action: 


a) What did Maura do to make time to discuss? 


b) How did the team explore differences? What were their different perspectives? 


c) What was respectful about their conversation? How did they encourage respect? 


What affirming micro-messages did you notice? 


d) What was the resolution? How did they take responsibility for a positive outcome? 


 


 


 Key Points: 


 Bias can be expressed blatantly or through subtle micro messages. 


 Societal stereotypes can unconsciously influence our judgment, language and 
actions. 


 Exploring differences and encouraging respect are ways to counteract the possible 
presence of bias. 


 Bottom Line 


 Self-awareness and self-management are strategies for “unlearning” bias and 
building cultural competency. 
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Video Observation Form: 
Vignette #5: “He Doesn’t Look Nearly as Good in a Skirt?” 
Characters: 


 


Danny 


 


Carl 


 


Amar 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. How would you describe this scenario? Describe the diversity moments or the diversity 
and inclusion dynamics present. 


a) What were the specific behaviors that you noticed? 


b) What is the impact of this behavior? 
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c) What are the potential consequences or outcomes if this behavior continues? 


2. If you were coaching Danny, what should he say or do in order to support diversity and 
encourage inclusion? 


3. Observe M.E.E.T.™ in action: 


a) How did Danny make time to discuss?  


b) How did they explore differences? What were their different perspectives? 


c) How did Danny encourage respect? 


d) What was the resolution? How did Danny take responsibility for a positive outcome? 


 Key Points: 


 Gossip, and rumors stated as facts, can impair relationships, damage reputations 
and perpetuate stereotypes. 


 Based on the frequency and impact, consequences can include poor morale, 
turnover, bullying, hostile environment or illegal harassment. 


 Respect is an essential component of inclusion. 


 Bottom Line 


 A respectful workplace is one that discourages gossip and challenges rumors. 
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Video Observation Form: 
Vignette #6: “Why Do They Have to Flaunt it at Work?” 
Characters: 


 


Kim and Shelli 


 


Tyler 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. What is the importance of self-awareness and self-management in building cultural 
competency?  (Note: Self-awareness is the ability to recognize and accurately describe 
one’s own emotions and reactions to differences; self-management is the ability to 
restrain impulses, manage feelings and express differences in ways that lead to positive 
outcomes.)  


2. Get ready to meet by completing the M.E.E.T.ing™ Organizer questions below as if you 
are Kim. 
 
Get Ready to M.E.E.T.™ (M.E.E.T.ing™ Organizer Template): 


 What is the diversity moment (a situation involving a diversity or inclusion 
dynamic)?  


 


 


 What specific behavior or activity is involved? 
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 What is the impact of the situation or behavior?  


 
 


 What are the consequences if nothing changes? 


 
 


 What is your request (the desired outcome of your M.E.E.T.™ conversation)?  


 


 


3. How can the M.E.E.T.ing™ Organizer Template support your self-awareness and self-
management? 


 


  


 


 Key Points: 


 Interactions between people of the same sex are sometimes interpreted as 
inappropriate or offensive when in fact the behavior is within the range of 
acceptable conduct 


 Gender and gender identity continue to present significant challenges due to 
strongly held traditions, beliefs and values  


 Watch out for double standards—i.e., norms or “rules” applied to some groups 
and not to others   


 Bottom Line: 


 Use the M.E.E.T.ing™ Organizer to support your self-awareness and self-
management. 
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Video Observation Form: 
Vignette #7: “We Have a Way of Doing Things.” 
Characters: 


 


Donald and Sharon 


 


Bryce 


Directions: 


As you watch the video, make note of any questions or thoughts you have concerning the 
following discussion questions. 


Discussion Questions: 


1. Diversity and inclusion are not always about race, gender, ethnicity, etc. What are some 
other diversity and inclusion dynamics that involve work place issues? 


 


 


 


 


2. What common, ordinary or seemingly minor workplace issues have you observed that 
had significant impact (such as the meeting time in the vignette)?  What were diversity 
and inclusion dynamics involved? 
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3. Organizational cultures are based upon long term beliefs and practices that are 
considered to be important enough to the success of the organization to be continued. 
What are some examples in your organization? 


 


 


 


 


 


 Key Points: 


 Diversity and inclusion are not always about race, gender, ethnicity, etc. Many 
common workplace issues involve diversity and inclusion dynamics. 


 Organizational cultures are based upon long term beliefs and practices that are 
considered to be important enough to the success of the organization to be 
continued.  


 Unexamined beliefs and practices can advantage some while disadvantaging 
others and can create unintended exclusion. 


 Bottom Line 


 Organizational culture must always be considered when diversity and inclusion 
dynamics are present.  
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Reflection Time 
Now that you have finished watching the video, take a few minutes to think about how you 
might use the M.E.E.T.™ model promoting a respectful and inclusive workplace. Jot down any 
thoughts you have. 


Ideas for Promoting a “Respectful and Inclusive” Workplace: 


1.  


 


 


2.  


 


 


3.  
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In Step 4, you will review and explore ways to promote a respectful and inclusive workplace. 
Referring back to your Video Observation Form notes, answer the following questions. Possible 
responses (questions 1-5) for you to check your work against are listed on pages 52 – 53 in this 
guide. 


 


1. What does the “M” in the M.E.E.T.™ model stand for?  


 


 


What are some things you could personally say or do to implement this step? 


 


 


 


2. What does the first “E” in the M.E.E.T.™ model stand for? 


 


 


 


What are some things you could personally say or do to implement this step? 


 


 


 


 


3. What does the second “E” in the M.E.E.T.™ model stand for? 


 


M.E.E.T.: Breaking New Ground™ 
Questions  Step 4 
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What are some things you could personally say or do to implement this step? 


4. What does the “T” in the M.E.E.T.™ model stand for? 


 


 


 


What are some things you could personally say or do to implement this step? 


5. What are the benefits of using M.E.E.T.™ in the workplace? 


 


 


 


6. What should we do in our organization to adopt or promote the M.E.E.T.™ approach to 
respectful communication designed to resolve problems while supporting effective 
relationships? 


 


 


 


7. Describe below an example of a situation where M.E.E.T.™ could be used or could have 
been used to resolve a problem while supporting a respectful relationship? 
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8. How could you use (or have used) each step in the model to deal with the situation? 
Write your answers in the space provided below: 


 


 


 


How I could use (have used) M.E.E.T.™: 


 M: 


 


 E: 


 


 E: 


 


 T: 
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Building Cultural Competency 


Cultural competency means you recognize and respond to the differences and similarities that 
make up our workforce and customer base, and use this understanding to communicate more 
effectively and to make better decisions. 


The more quickly you use the skills learned in this training, the more effective you will be.  Your 
commitment to building cultural competency begins with a plan. 


Keep your plan manageable. Begin with two commitments. Once you have fulfilled those 
commitments, you can expand your plan incrementally. Take small steps that you can 
reasonably accomplish. 


Describe two actions that you will take. Be specific. 


 


 Action #1: 


 


 


 What I need to do to fulfill this action: 


 


 


 


 


 Action #2: 


 


 


 What I need to do to fulfill this action: 


Focus on the Future  Step 5 
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Suggested Actions 


 Take responsibility to begin the M.E.E.T.™ conversation 


 Take the time to help a coworker understand why we may need to change or look 
at something in a different way 


 Be willing to speak up and let others know the impact of their behavior 


 Be willing to listen 


 Consider the impact of my behavior on others and make adjustments 


 Question my assumptions 


 Invite others to question assumptions 


 Reserve judgment about others 


 Approach situations with an open mind 


 Make a special effort to include others 


 Pay attention to the potential impact of my words 


 Speak up in difficult situations 


 Be sensitive to how stereotypes can creep into my conversations and influence my 
actions 


 Discourage gossip and challenge rumors stated as fact 


 Focus on the meaning or impact from the other person’s perspective 


 Instead of trying to defend my actions, ask for additional information on the 
meaning and impact of what happened 


 Pay attention to micro-messages—practice affirming v negative messages 


 Notice when my behavior is consistent with commonly held stereotypes and biases 


 Participate in actions and activities designed to promote the advantages of diversity 
and inclusion 


 Use the M.E.E.T.ing™ Organizer Template 
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In Step 1, you completed a Pre-Assessment. Now it is time to complete the Post-Assessment. 
Go back to page 17 and complete the Post-Assessment column. You can then compare your 
Pre- and Post-Assessments and reflect on ways in which you can continue to improve your 
knowledge and skills. 


 


Thank you for using this Self-Study Guide for the program, M.E.E.T.: Breaking New Ground.™ 
Respect and Inclusion in the Workplace. If you have any questions, please contact your 
manager or human resources representative. 


  


Post-Assessment  Step 6 
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ADDITIONAL 
READING/ 
REFERENCE 
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Overview of M.E.E.T.™ Model 
Any employee can use M.E.E.T.™ at any time to address diversity and inclusion dynamics. And, 
by now, you probably know that just about any situation can involves diversity and inclusion 
dynamics. You never know when you are going to have a diversity moment. 


M.E.E.T.™ is an approach grounded in proven practices from areas such as cross-cultural 
communications, conflict resolution, stress management, emotional intelligence, and 
organizational problem solving.  


 


 


 


 


 


 


 


 


 


 


 


 


Get Ready to M.E.E.T.   
(from M.E.E.T.ing™ Organizer Template): 


1. What is the Diversity Moment or situation?  


2. What is the specific Behavior involved? 


3. What is the Impact of the situation or behavior? 


4. What are the Consequences if this continues? 


5. What is your Request (or desired outcome) of your M.E.E.T.™ conversation? 
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The M.E.E.T. ™ Model 


 
MAKE TIME TO DISCUSS – Recognize and respond to diversity moments 
when you become aware of a problem or concern. 
 


Steps What You Can Say 


 Communicate your need to M.E.E.T. 


 Suggest a time and place. 


 Use a courteous and considerate tone. 


 Assess the situation and prepare to 
describe it in 30-seconds or less (refer to 
M.E.E.T.ing™ Organizer) 


 There’s something I’d like to discuss. 


 Can you step over here for a minute? 


 Can we talk about something? 


 Can we talk for a few minutes in private? 


 Does this time work for you? 


 


 


EXPLORE DIFFERENCES – Be open to other viewpoints; do not assume 
you know it all. Ask to hear the other side. 
 


Steps What You Can Say 


 In 30 seconds or less, explain the 
problem, situation, need, or concern from 
your perspective. 


 Invite the other person’s perspective. 


 Reframe your statement to include the 
other side. 


 This is important because… 


 The way I look at this is… 


 What is your perspective? 


 If I understand what you are saying… 


 Here’s how I relate to what you just said… 
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ENCOURAGE RESPECT – Everyone is entitled to their perspective 
even when you do not agree or understand. 
 


Steps What You Can Say 


 Encourage two-way communication 


 Use active listening 


 Summarize or clarify what you hear to test 
your understanding 


 Be positive and affirming with respect to 
your words, tone and body language. 


 Stay in the present (avoid unnecessary 
references to the past). 


 What the best way to have this 
conversation? 


 I see your side... 


 Help me understand… 


 I really appreciate the way you… 


 This is important to both of us… 


 Here’s how we could relate 
better/differently in the future… 


TAKE RESPONSIBILITY – Do what you can to influence the 
outcome and model the behavior you want to see. 
 


Steps What You Can Say 


 State what you need and your willingness 
to help the other person with what they 
need 


 Reach agreement 


 End on a positive note 


 Follow-up 


 How about we agree to... 


 Can you…? 


 I’ll try to… 


 I’m glad we talked 


 Let’s try this for a couple of weeks 
and see what we think and how 
we feel… 
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Answer Guide 
Possible responses to the questions found on pages 41 – 42 are listed below. 


1. What does the “M” in the M.E.E.T.™ model stand for? 


Possible Responses: Make time to discuss 


 


 


What are some things you could personally say or do to implement this step? 


Possible Responses: Deal with a situation when I first become aware of a problem or 
concern; suggest a time and place to meet; use a courteous and considerate tone; 
assess the situation and be prepared to communicate the issue in 30 seconds or less; 
communicate my need to M.E.E.T.™ by saying such things as, “There’s something I’d like 
to discuss.”; “Can we talk for a few minutes in private?”; “Do you have a few minutes 
right now?” 


 


 


2. What does the first “E” in the M.E.E.T.™ model stand for? 


Possible Responses: Explore differences 


 


 


What are some things you could personally say or do to implement this step? 


Possible Responses: Be open to other viewpoints; don’t assume I know it all; ask to hear 
the other side; explain the problem, situation, need or concern from my perspective; 
invite the other person’s perspective; acknowledge the similarities and differences that 
exist; say such things as, “This is important because . . .”; “The way I look at this is . . .” 
or ask questions such as, “What’s your perspective?” Reframe with comments such as 
“help me understand; here’s what I understand you to say, did I get it right?; how I 
relate to what you said is; that’s a new perspective that I wasn’t aware of or hadn’t 
thought about before.” 
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3. What does the second “E” in the M.E.E.T.™ model stand for? 


Possible Responses: Encourage respect 


 


 
What are some things you could personally say or do to implement this step? 


Possible Responses: Encourage respect even when I don’t agree or understand why a 
person has acted the way s/he did; demonstrate consideration for the other person; use 
respectful communication styles; stay in the present and focus on the future vs. 
rehashing the past; say such things as, “I see your side.”; “I really appreciate the way you 
. . .” or “I can relate to… .” Be aware of your micro-messages in terms of words, tone, 
body language, facial expressions, etc. 


 


 


4. What does the “T” in the M.E.E.T.™ model stand for? 


Possible Responses: Take responsibility 


 


 


What are some things you could personally say or do to implement this step? 


Possible Responses: Take responsibility to take action; model the behavior I want to see; 
state what I need and my willingness to help the other person with what they need; 
reach agreement; end on a positive note; follow up; say such things as, “How about we 
agree to . . .”; “Let’s try this for a while.”; “I’m glad we talked.”  


 


 


5. What are the benefits of using M.E.E.T.™ in the workplace? 


Possible Responses: It will help me/us lead by example; it will help us deal with tough 
situations involving diversity, inclusion and respect; it will encourage open 
communication; it will build teamwork 


 


 







Get the UPS My Choice app for Facebook Download the UPS mobile app

Subject: UPS Ship Notification, Tracking Number 1Z65742V0391532547
 
Hi Nick,
 
You’re welcome.  I’m glad you received your invoice.  Attached are the print materials for your order
as well as the tracking number. 
Please let me know if you have any questions or need anything else.    
 
Thanks again,
Kari
 

 

 

You have a package coming.
Scheduled Delivery Date: Thursday, 04/27/2017

This message was sent to you at the request of AND MEDIA to notify you that the shipment information
below has been transmitted to UPS. The physical package may or may not have actually been tendered to
UPS for shipment. To verify the actual transit status of your shipment, click on the tracking link below.

Shipment Details

From: AND MEDIA

Tracking Number: 1Z65742V0391532547

Ship To:

Morice Mabry - Adjunct Prof.
Folsom Lake College
10 College Pkwy
FOLSOM, CA 956306798
US

Number of Packages: 1

Scheduled Delivery: 04/27/2017

Weight: 1.0 LBS

 

© 2017 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are
trademarks of United Parcel Service of America, Inc. All rights reserved.

All trademarks, trade names, or service marks that appear in connection with UPS's services are the
property of their respective owners.
 

https://apps.facebook.com/ups_mychoice/
https://m.ups.com/content/us/en/appdownload.html
http://www.ups.com/WebTracking/processInputRequest?loc=en_US&Requester=NES&tracknum=1Z65742V0391532547&AgreeToTermsAndConditions=yes&WT.z_eCTAid=ct1_eml_Tracking__ct1_eml_qvn_eml_5shp&WT.z_edatesent=04212017


Please do not reply directly to this e-mail. UPS will not receive any reply message.
For more information on UPS's privacy practices, refer to the UPS Privacy Notice.
For questions or comments, visit Contact UPS.

This communication contains proprietary information and may be confidential. If you are not the intended
recipient, the reading, copying, disclosure or other use of the contents of this e-mail is strictly prohibited
and you are instructed to please delete this e-mail immediately.

UPS Privacy Notice 

Contact UPS

 

https://www.ups.com/content/us/en/resources/ship/terms/privacy.html?WT.svl=eFooter
https://www.ups.com/content/us/en/contact/index.html?WT.svl=eFooter

	PO#_0001092278
	PO TERMS & CONDITIONS
	ONL/REQ#_0001009337
	QUOTE
	Vendor Email_w/PDF Support Materials

