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Phase

Introductory
Video — Inclusive
Communication
in the Workplace

Introduction to inclusive
communication in the
workplace, its importance,
benefits for teams and
organizations, and an
overview of the main
topics covered in the
course.

STAGE OF THE PROCESS

Phase

02

=

True [ False Quiz
— Biases and
Stereotypes

Questions focused on
cognitive and
unconscious biases,
stereotypes,
prejudices, and their
impact on workplace
relationships and
decision-making.

Phase

03

Image Based Quiz
- Inclusive
Language and
Equality

Focus on respectful
communication,
gender inclusion,

indirect discrimination,
and inclusive
behaviors in everyday

workplace interactions.

Phase

Multiple Chioice Quiz
— Inclusion and
Intergenerational
Collaboration

Questions about
generational diversity,
active listening,
collaboration among
people with different
backgrounds and age
groups, and managing
differences effectively.
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Final Infographic
— Rights and
Wrongs of
Inclusive
Communication

Visual summary of best
practices and common
mistakes in workplace
communication, including
inclusive language, avoiding
stereotypes, active listening,
respect for diversity, and
fostering an inclusive work
environment.



RIGHTS AND WRONGS

Use Inclusive and
Respectful Language

Using Stereotypes or Labels

o— Practice Active Listening Interrupting or Ignoring Others

- Encourage Equal Participation Using Non-Inclusive or Offensive
Language
Create opportunities for everyone to contribute Expressions, jokes, or comments that may
during meetings, discussions, and decision-making exclude or offend others can negatively
processes, ensuring all voices are heard. impact team wellbeing and workplace culture.
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Diverse Team
Composition

Combining
varied
backgrounds
and
experiences to
strengthen
teamwork and
innovation
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Ensuring
compensation
and benefits
are fair and
responsive to
employees’
diverse
situations

Equity in Pay
and Benefits

TOOLKIT

Inclusive
Communication

Encouraging
respectful and
accessible
communication
that values
different voices
and styles

Building shared
goals and
understanding
across different
generations and
perspectives
within the
organisation

Creating
adaptable work
arrangements
that support
balance,
autonomy, and
different ways of
working

Fostering a
workplace
culture where
everyone feels
valued,
respected, and
included

Co-funded by
the European Union




Reach out
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(CC BY-SA) : You are free to Share- copy and redistribute the material in any medium or
format and Adapt — remix, transform, and build upon the material for any purpose, even
commercially. The licensor cannot revoke these freedoms as long as you follow the license
terms under the following terms:

Attribution — you must give appropriate credit, provide a link to the license, and indicate if
changes were made.

You may do so in any reasonable manner, but not in any way that suggest the licensor
endorses you or your use.

ShareAlike- If you remix, transform or build upon the material, you must distribute your
contribution under the same license as the original No additional restrictions — you may not
apply legal terms.
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