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MOLDULE .

Understanding Respectful
Communication.



WHALI IS
RESPECTFUL
COMMUNICATION®?

Respectful communication is a
fundamental approach to interacting with
others that involves:

Expressing thoughts, ideas, and feelings
with empathy and consideration.

Valuing diverse perspectives and treating
all individuals with dignity.

Active listening to understand and
respond thoughtfully to others.

Avoiding language that may demean,
discriminate, or marginalize.

Creating an environment of mutual
respect, openness, and understanding.



WHY IS
RESPECTFUL
COMMUNICATION
WITHWOMEN
IMPORTAN T

IN T HE
WORKPLACE?

Gender Equality: it ensures that women's contributions
are recognized and valued equally, breaking down gender-
related barriers and promoting a more balanced workplace.

Empowerment: [t empowers women to confidently
express their ideas, ambitions, and concerns, fostering a
culture of inclusivity and leadership.

Diverse Perspectives: Women bring unique viewpoints
and experiences that enrich discussions and decision-
making processes, leading to more well-rounded
outcomes.

Innovation: it encourages the sharing of diverse ideas,
driving innovation and creative problem-solving through
collaboration.

Positive Culture: Contributes to a positive work culture
where women feel valued, leading to increased job
satisfaction, motivation, and retention.

Career Advancement: Promotes professional growth by
providing a platform for women's voices to be heard,
acknowledged, and considered for leadership
opportunities.
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= XERCISE.

= XPLORING
RESPECTFUL
COMMUNICATION

Objective: To help participants
understand the importance of
respectful communication and
experience its impact.



= XPLORING
RESPECTFUL
COMMUNICATION

Instructions

* Pairs Discussion: a) Divide participants into pairs.
b) Ask each pair to discuss a situation where they felt their
voice wasn't respected or heard in a conversation, either in the
workplace or in personal life.

c) Encourage them to share how that made them feel and why,
respectful communication matters in such situations.

2. Sharing Insights: a) Invite a few pairs to share their
discussions and insights with the larger group.

b) Facilitate a brief discussion about the common themes and
feelings that emerged from these stories.

3. Group Reflection: a) Engage the entire group in a discussion
about the impact of respectful communication.

b) Ask participants to share why they believe respectful
communication is important in a workplace setting.

c) Encourage them to think about the benefits it brings to
relationships, teamwork, and overall work culture.




BENERTS

* This exercise provides participants with a
tangible understanding of the impact of
respectful communication.

* |t encourages personal reflection on the
significance of respectful communication
IN various contexts.

e Participants begin to see how applying
respectful communication techniques can
enhance workplace interactions.

'wl V.
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Remember to create an open and safe
environment for participants to share their
thoughts and experiences. This exercise
sets the stage for deeper exploration into
the principles and practices of respectful
communication.



MODULE 2.

Core Principles of Respectful
Communication With Women



CQRE Active Listening: Give full attention and show
genuine interest when women speak.
PRINCIPLES

Empathy: Understand their perspective and
feelings, fostering connection.

Nonviolent Communication (NVC): Express
thoughts without blame or judgment.

Respect Boundaries: Be mindful of personal
comfort levels in communication.

Equal Opportunity: Ensure everyone has a
chance to speak and be heard.

Appreciation: Recognize achievements openly
and regularly.



NON-VIOLENT
COMMUNICATION (NVC)

Nonviolent Communication (NVC), also
known as Compassionate Communication,
IS a communication approach developed by
Marshall Rosenberg. It is a way of
interacting with others that aims to promote
understanding, empathy, and connection
while avoiding conflict and violence.



OBSERVAIION.

Observe the situation without judgment

or evaluation. Describe the facts of the

situation objectively. Instead of making
assumptions, state what you've
observed without interpretation.

Example: "I noticed that during
the team meeting, you shared
your perspective on the new
project.”

FEELING.

Express the emotion you're
experiencing as a result of the
observation. Use feeling words to
describe your emotional state.

Example: "I felt appreciative
that you shared your
insights.”



NEED.

|dentify the underlying need or value
that triggered your emotion. Needs are
universal and essential aspects of
human experience.

Example: "It meets my need for
collaboration and open
communication when team
members actively contribute.”

REQUEST.

Clearly and respectfully express what
you would like to request from the
other person. Make a specific request
that is actionable and realistic.

Example: "Would you be
willing to share more of your
thoughts on upcoming
projects as well?"



= XERCISE.
PRACTICING
EMPATHE TIC
IS TENING

Objective: To practice active and
empathetic listening when
communicating with women in a
professional setting.




PRACTICING
EMPATHE TIC
LIS TENING

Instructions

1. Pair Up: Find a colleague, preferably a woman, with whom you
can practice this exercise.

2. Choose a Topic: Decide on a neutral topic for discussion.

3. Speaker-Listener Roles: Determine who will be the speaker
and who will be the listener first. Start with the listener role.

4. Practice Rounds: a. Listener's Role: As the listener, your goal is
to actively listen to what the speaker is saying. Avoid interrupting,
and focus on understanding their perspective.

b. Speaker's Role: As the speaker, share your thoughts on the

chosen topic. Try to express yourself clearly and concisely.

5. Switch Roles.

6. Reflective Feedback: After both rounds are completed,
discuss the experience and challenges.

/. Practice Empathy: Reflect on how this exercise helped you
practice empathy and understanding and make a commitment to
continue.




BENERTS

* This exercise helps you become more
aware of your listening skills and
encourages you to actively engage with
others' viewpoints.

* |t provides a safe space to practice
respectful communication and
understand the importance of valuing
diverse perspectives.

* By practicing empathy, you enhance
your ability to connect with colleagues
and foster a positive and inclusive work
environment.

Remember, respectful communication is an
ongoing effort. The more you practice
empathetic listening, the better you'll
become at building strong relationships anad
understanding the experiences of those
around you.



MODULE &.

Overcoming Communication Barriers



Gender Pay Gap: Women, on average, earn less than men for
similar roles. For example, in the United States, women earned

about 82 cents for every dollar earned by men in 2020.

Underrepresentation in Leadership: Women are often
underrepresented in leadership roles. In Fortune 500
companies, women held only 7.4% of CEO positions in 2020.

Biased Hiring: Resumes with male names are 50% more likely
to receive callbacks for interviews than identical resumes with

female names, indicating bias in hiring.

RECQG N ‘Z‘ N G Gender-Based Stereotypes: Stereotypes can influence job

' ts. For inst , ight be directed t d
G E N D E R Zzs;lwgigir:tf;tiie ;rslps? v?/rk:iclf r\;v;)r:n ae rr; rg;]il\?en meorelrtegcinic(;\l/vfglez.
ST E REOTYP ES Work-Life Balance: Women are more likely to face scrutiny

AN D BlAS for taking time off for family reasons. This can create
challenges in achieving work-life balance.



Reports state that about

53Y0

of women globally have experienced
workplace harassment.

This includes behaviors like unwanted advances and
offensive comments.



ADDRESSING
MICROAGGRESSIONS AND
UNCONSCIOUS BIASES

Microaggressions: Unconscious biases:
brief and often unintentional actions, automatic, ingrained stereotypes or
comments, or behaviors that convey negative prejudices that influence our decisions
or discriminatory messages based on an and behaviors without our awareness.
individual's race, gender, ethnicity, or other These biases are often based on
aspects of their identity. These actions can societal or cultural conditioning and
cause harm and contribute to feelings of can impact our interactions and

exclusion and discomfort. judgments about others.



ADDRESSING
MICRO-
AUGRESSIONS
AND
UNCONSCIOUS
BIASES

By taking these steps, workplaces
can become more equitable and
supportive for women.

Awareness: Recognizing these subtle biases
exist and can harm women's experiences.

Training: Providing education on recognizing
and combatting biases.

Inclusive Culture: Fostering an environment
where diverse perspectives are valued.

Accountability: Holding individuals
responsible for their actions.

Leadership Role: Encouraging leaders to
model inclusive behavior.

Mentorship: Offering mentorship opportunities
to support women's growth.



= XERCISE: BIAS
AWARENESS
JOURNAL

Objective: To promote awareness of
unconscious biases through self-
reflection and journaling.




BIAS AWARENESS
JOURNAL

Instructions

This activity provides a simple yet
effective way for individuals to
become more aware of their
unconscious biases over time and
take proactive steps to manage them.

1. Journaling Session (15 minutes):
* Encourage participants to find a quiet and reflective space.
e Ask them to write about any recent situations where they might
have noticed unconscious biases in their thoughts, judgments,
or actions.
* Participants should reflect on what biases they may have held
and how these biases influenced their behavior.

2. Reflection (10 minutes):
* After journaling, participants should read what they've written
and reflect on their experiences.
* Encourage them to consider how they could have responded
differently to these situations to counteract their biases.

3. Action Plan (5 minutes):

* In their journals, participants should outline specific actions
they plan to take to manage their unconscious biases better.

« Emphasize the importance of turning self-awareness into
concrete steps for improvement.

4. Repeat (Ongoing practice).




MODULE 4.

Effective Feedback and
Conflict Resolution



CONSTRUCTVE
~EEDBACK
TECHNIQUES.

Purpose:

The primary goal of
constructive feedback is to
facilitate positive change
and growth in individuals or
teams.

Constructive feedback is an essential tool for fostering

growth and improvement in the workplace. It involves
providing feedback that is specific, balanced, and

Techniques:

Specificity: Feedback should be specific,
focusing on particular actions or behaviors
rather than general traits.

Balanced: Include both positive aspects and
areas for improvement in feedback.
Timeliness: Provide feedback in a timely
manner, so it's relevant and actionable.
Empathy: Approach feedback with empathy
and respect for the recipient's feelings.
Goal-Oriented: Clearly communicate the
desired outcomes or improvements.

geared towards helping individuals develop their skills

and performance.

Benefits:

Constructive feedback can
lead to improved
performance, enhanced skills,
and stronger relationships in
the workplace.



NAVIGATING - DIFFICULT

CONVERSATONS
RESPECTRULLY.

Importance:

Navigating difficult
conversations is crucial for
resolving conflicts,
addressing performance
issues, and maintaining a
healthy work environment.

Strategies:

Active Listening: Listen actively to the other
person's perspective without interrupting.
Empathy: Show understanding and empathy

for the other person's feelings and viewpoints.

Stay Calm: Keep emotions in check and
remain composed during the conversation.
Use "I" Statements: Express your own
thoughts and feelings using "I" statements to
avoid blame.

Focus on Solutions: Shift the conversation
towards finding solutions or common ground.

Difficult conversations are inevitable in the
workplace. These discussions involve
addressing sensitive or challenging topics
while maintaining respect and professionalism.

Outcomes:

When handled respectfully,
difficult conversations can
lead to problem resolution,
improved relationships, and
increased understanding.



CONFLICT RESOLU TION

AND FINDING COMMON

GROUND.

Approach:

Conflict resolution should
aim to find common ground
and reach agreements that
satisfy all parties involved.

Conflict is a natural part of workplace
interactions. Effective conflict resolution

involves addressing differences in a way that
leads to mutually beneficial solutions.

Strategies:

Active Communication: Encourage open and

honest communication between conflicting parties.

Mediation: Use a neutral third party if necessary to
help facilitate the resolution process.
Compromise: Encourage both parties to identify
areas where they can make concessions.
Understanding Interests: Explore the underlying
interests and needs of each party to find common
ground.

Agreement: Work towards a mutually acceptable
solution that addresses the core issues.

Benefits:

Effective conflict resolution
can lead to improved working
relationships, increased
productivity, and a more
harmonious work
environment.



=XERCISE.
CONFLICT
RESOLUTION
ROLE-PLAY

Objective: To practice conflict
resolution skills through role-play in
a simple and accessible way.




CONFLICT
RESOLUTION
EXERCISE

Instructions

This easy and practical exercise
allows participants to engage in
conflict resolution role-play in pairs,
providing a safe and controlled
environment for practicing essential
conflict resolution skills.

Pair Up: Participants form pairs.

Scenario: Provide a simple workplace conflict scenario.
Roles: One person is the "Conflict Initiator,” the other the
"Conflict Resolver.”

Role-Play: |nitiator describes the conflict; Resolver listens
and resolves collaboratively.

Feedback: After each role-play, pairs give feedback.

Switch Roles: Roles switch; use the same or new scenario,
giving a new resolution.

Discussion: Reflect on insights and effective strategies in

a group.




MODULE oO.

Creating an Inclusive
Workplace Culture



PROMO TING
GENDER EQUALITY
AND EQUITY.

Promoting gender equality and
equity is crucial for creating a
diverse and inclusive workplace.
This initiative focuses on ensuring
equal opportunities, rights, and
treatment for all genders.



PROMOTING

GENDER

AND EQUITY.

Objectives:

* Eliminating gender-
based discrimination
and biases.

* Closing gender pay
gaps and addressing
disparities.

* Fostering a workplace
culture that values
diverse gender
identities.

FQUALITY

Strategies:

Implementing inclusive hiring and promotion
practices.

Providing family-friendly policies (e.g., parental
leave).

Offering diversity training that addresses
gender biases.

Creating mentorship and sponsorship
programs for women and underrepresented
genders.

Establishing a zero-tolerance policy for
gender-based harassment.

Benefits:

A more diverse and
innovative workforce.

* Improved employee
morale and satisfaction.

 Enhanced reputation as
an inclusive employer.

« Compliance with legal and
ethical standards.



RECOGNIZING AND
CELEBRATING
ACHIEVEMEN TS,

Recognizing and celebrating
achievements is vital for boosting
employee morale, motivation, and a
sense of belonging. This initiative
focuses on acknowledging and
rewarding outstanding contributions.



RECOGNIZING
AND  CELEBRATING
ACHIEVEMEN TS,

Objectives:

 Encouraging and
motivating employees.

e Reinforcing positive
behaviors and
outcomes.

* Building a culture of
appreciation and
recognition.

Strategies:

Employee recognition programs (e.g.,
"Employee of the Month").

Performance awards and bonuses.

Team celebrations for reaching milestones or
goals.

Personalized thank-you notes and tokens of
appreciation.

Public recognition during meetings or
company-wide communications.

Benefits:

* Increased employee
engagement and loyalty.

* Improved teamwork and
collaboration.

* Higher productivity and
job satisfaction.

 Enhanced employer
brand and retention rates.



PRAC TICING
RESPEC T UL
COMMUNICATIQN

ome activities tha t n help you
pract' p tf | communication with
women in the wo kpl



1. Two Truths and a Respectful Response: 2. Compliment Chain:

* In this icebreaker game, participants take * Sitin a circle with participants.
turns sharing two true statements and one e Start by giving a genuine compliment to the
fictional statement about themselves. person on your right. That person then

» After each person shares, the rest of the compliments the next person, and so on until
group responds with respectful and positive everyone has been complimented.
guestions or comments about the shared * The focus is on providing sincere and positive
information. feedback.

2. Active Listening Bingo: 4. Appreciation Cards:

* Create bingo cards with different active listening * Provide participants with index cards or sticky
behaviors or statements. notes.

* During meetings or discussions, participants mark e Each participant writes a positive quality or
off the behaviors they observe, such as "repeats the contribution they appreciate about a colleague,
speaker's key points” or "asks clarifying questions.” including women in the workplace.

* Encourage reflection on how respectful e Collect and distribute the cards randomly, allowing
communication is demonstrated through active each person to receive multiple appreciations.

listening.



@ Zonta club
of Jelgava

THANK YOU FOR
IS TENING!

& let's practice respectful communication
every day for a more harmonious and
productive workplace!
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