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Diversity, Respect and Inclusion In the Workplace

About This Program

This test is designed as a learn-as-you-go process. As you proceed
through the overview, the presentation will pause to allow you to
answer the questions below. After you have completed the overview,
you will have the opportunity to review the test and the program.

INSTRUCTIONS:

1. Locate the file ASAR.exe on your CD-rom drive, and double-
click it to begin the training.

2. When the Guidelines are introduced, the program will pause to
give you the opportunity to answer the questions on the As
Simple As Respect Overview test. Once you have completed
the questions related to the Guideline number, please press
NEXT to continue to the next Guideline. If you would like to
listen to the segment again, just press the REPLAY button.

3. At the end of the Guidelines, you will be introduced to the
Simple Steps segment of the training. Simply click in the
window to advance to the next Simple Step and complete the
training.

4. When you have finished, please contact your trainer to
complete the study.
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GUIDELINE 1

Turn Uncomfortable Situations Into Learning Opportunities

Please stop and answer these questions before pushing the NEXT
button.

1. If you overheard a coworker make off-color jokes that could be
offensive, in what ways could you turn it into a learning
opportunity?

2. Can you think of a situation where you had the opportunity to
turn an uncomfortable situation into a learning opportunity? Or
where someone has taught you why something was offensive
or disrespectful in the workplace?
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GUIDELINE 2

Religious or cultural beliefs don't justify disrespectful behavior
toward coworkers

Please stop and answer these questions before pushing the NEXT
button.

1. Can you think of a situation where your or someone else’s
religious or cultural beliefs may offend others if expressed?

2. In your own words, please explain why personal religious or
cultural beliefs may be offensive to others in a workplace.
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GUIDELINE 3

Just because expressions or words are commonly used, doesn’t
mean they are acceptable

Please stop and answer these questions before pushing the NEXT
button.

1. Can you give examples of common words or expressions that
others use that you may find offensive?

2. Why would words or expressions like “Indian giver” or “queer as
a three dollar bill” be considered offensive or disrespectful?
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GUIDELINE 4

Be careful not to display or send potentially offensive materials
on your computer

Please stop and answer these questions before pushing the NEXT
button.

1. Why should you not send or display non-work-related materials
on your computer?

2. Can you give an example of an e-mail or web page that, while
seemingly harmless, others might find offensive?
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GUIDELINE 5

Judging people’s abilities by their appearance can lead to
discrimination

Please stop and answer these questions before pushing the NEXT
button.

1. Please list a few examples of how someone’s abilities may be
judged on their physical appearance?

2. Can you think of how someone may judge your abilities by your
physical appearance? In what ways would it be wrong?
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GUIDELINE 6
Cultural or ethnic stereotypes are offensive

Please stop and answer these questions before pushing the NEXT
button.

1. Please list examples of cultural or ethnic stereotypes, either
positive or negative, that are offensive?

2. Why would a cultural or ethnic stereotype that seems positive
be considered negative?
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GUIDELINE 7
Speak up against disrespect

Please stop and answer these questions before pushing the NEXT
button.

1. Can you think of a situation where you or someone else has
spoken up against disrespectful behavior in the workplace?

2. Please explain why speaking up against disrespect is beneficial
in the workplace? Conversely, in what ways would not
speaking up damage a workplace’s morale and productivity?
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SIMPLE STEPS

Please stop and answer these questions before ending this program
by pushing the exit button.

1. Please explain how you can apply some of the Simple Steps
you’ve reviewed to help foster respect, diversity and inclusion in
your workplace that you hadn’t considered before this training.

2. What important lessons or tools have you learned that apply
specifically to your workplace history? Can you give examples?
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Thank you for completing the As Simple As Respect Self-Study
Overview!

Please contact your trainer to finalize this training session.
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