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THAT’S NOT FAIR!

[f you played with others when you were young, there wers orebally
times when you yelled at them, "Hey,that’s nol falrl” You may aven have
added "'m telling!” If there was someone around who would help to
rmake things right for you. This probably happened a tot because fair
treatment s very important to children, If someone grabs kids' foys of
calls tham nasty namas, kids complain!

Those af us who are past childhood also dislike being treated
unfairty. We may not scream, cry, o faftte, but we respond in other ways.
We usually try to get falr reatment for ourselves. Hwe can't, we try to
find someone slse who will help us or do it for us.

Most of us want to be fair to othars as well. We understand that
fairness is a two-way streel. We hope that, it we are fair to others, they
wilt be fair o us, The problem Is that we don't always know how to be
fair. Sometimes, we are unfair 1o other people without knowing it

One of the reasons that peaple are unfair
to sach other is that they don't understand sach
other, This I3 the resuit of thair differenges.
Pecpde express this by saying, "l iust don't
know where s/he is coming fromi” As an
exampie, coworkers who have grown up under
very different circumstances may be so different
that they don't understand sach other at all.
This kind of situation can create a ot of
workplace problems. We're going 1o look at the
basic ways peopie are differant. We'll aisg find
out why it's important to value, or appraciate,
those differences.

Ways People Are Different

Think for a moment about the ways you are different from others around
you. Some of these differences are permanent, while others can be
changed. We nzed to explore hoth kinds.

Gender. Gender refars to an individual's sex—mals ar femais. This
is the most basic physical difference between individuals.

Race. tach of us is born into a speciic race or a combination of
races. The U.S. Census Bursau identifies four broad categories of races.
They include: white, black, American Indian/Alaskan Native, and Aslan/
Facific Isiander. Individuals whose parenis are both of the same race
usually identify themsalves with that race, However, individuals whose
ancestors are from more than ong race may considsr themselves to he
multiraciai.
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Mental ahility. This term refers to an individual's
[sarning and thinking ability. People are born with different
mental abilities. For example, some people learn chalfeng-
ing math concapfs very quickly and easily, and yet thay
nave {0 work much harder to leam a foreign langdage.
Other people find it easy fo tearn a foraign fanguage buf
difficuit to acquire math skills,

3+8= 1}
: Ix3+8)a1x D)
{2330

Sexuai erientation. This tarm refars 1o an
individual's sexual preference for members of the same,
opposite, or both sexes. Individuals who prefer members
of the opposite sex are considsred haterosexual. those
preferring members of the same sex are considerad
homosexual, while those preferring members of hoth
sexes ara considerad bisexual.

Physical conditton. A person's phvsical condition
refers to his/her overail health. Physical condition ranges
from very good health to very poor health. Some people
have chirenig, or ongoing, ilinssses or disabilities that
interfere with cerfain major {ife activities such as
walking, talking, seeing, breathing, learning,
or hearing. You might also encountsr people
at work who have trouble maintaining a
healthy weight based on their height
and bone structure. Thesa
people are often described
as being overweight or
underwaigh,
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Dbjective A

Age. Age is delermined by the number of vears peosle have lived.
One of ihe ways we divide people info calegories is by ags group. For
example, we refer to such age brackets as infants, toddlers, schoglh
age children, teenagers, young adults, middle-aged aduits, and senior
cltizens, However, this doss not mean that all people in & specific age
group are aliks.

Religion. Religion is an organized form of belief in a higher
power. Some people have no refigious beilels. Cthers have religious
beliefs hut do not belong to any specitic refigious group. Stl others
are oart of religious groups such as Protestant, Roman Cathatic,
Eastern Orthodex, Jewish, Muslim, Hindu, Baha'i, Buddhist, and
Stkh faiths,

Ethnic heritage or culture. Ethnic herltage is the background
peonie inherff from the athnic group, or cufiurs, into which they are bamn,
The United States has many different culiuras since-dt is mads up of
pecple who are from alf parts of the world or whose ancestors are from
many different areas. Each culture has its own customs, habits, and
fradlitions that have besn daveloped over time. Some examplss ara
Pokish Totk dances, the Hispanic cefebration of El Cinco de Mayo, the
African-American festival of Kwanzaa, Native American powwows, the
Garman celehration of Okioberfest, and the Chinese New Year parade.
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on people. The place whare a person is

Geographic origin. Geographic origin
refers (G the part of the world and the lype of gt
area from which a person has come. This &

I8 different from ethnic heritags because it
involves the sffects of the envirenment

born, brought up, and/or fives has &
strong Influence cn the person. For
example, people from the southern part of
the United States may have very diffsren
attitudes from people in the North. In rscent
yaars, access to techinology has narrowed the
differences amang individuals due to geagraphic origin,

Education, Formal education is
the amount of learning a person has
acquired in the classroam. Informal
education is the knowledge acquired
througf lifs experiences. This means that
tha workplace may be made up of
people with a wide range of
edicational experiences.

Language or language usage, Paople
differ in the languages they spaak and/or the
ways in which thay uss languags. While
English is the language used by most

yes

-

Americans, some Americans speak the ﬂa SI

tenguage of the country from which they or
iheir parents came. In addition, the way
English is used in one part of the country may
be different from the way it is used slsewhers.
For exampie, a cola in the Midwest may be

e g N .
% = Oui
called a soda on the Fast Coast or a soft drink

in the Seuth. : [ ‘ya '

Persenality, Personality is the combination of all of an individuals
personal characteristics, or fraits, Each perseon is unique becase each
comhination of personal traits is different. -

For exampie, an individual might
De described as shy, hard-warking,
selfish, and trusting. Anothar
2erson might be characterized as
autgoing, intelligent, humoreus,
and stubborn. These different
comuinations of fraits create
ersonaiities that range
from pleasant to difficult,

Lifestyle. Lifestyle is
the way in which peodle lead their daily lives, There are many varisties of
lifestyles. They ars often defined by such factors as the amount of money
peopie fave to spend, the way they spend their income, the activities thay
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“. pursug, the people with whom thay associate, and their marita status. For
example, some individuals with high incomes spend a great eal of money on
nousing, entertainment, travel, and education. They are often describad as
having an affiuent lifsstyle. Cther wealthy individuale may be characterized as
naving a mocest lifestyle because they chaose o live In inexpensive homes
and give thair money to charities.

Job position. Job position is the
workers assigned dutles and the level
of authorlty that goes with
his/her job. Job pasition
rangss from heginning, or
entry-tevel, workers
through supervisory and
maragerial fobs to executive-ievel
management. The viewpoint of
individuals at different lavels of
responsibility is often quite different.

Ci‘b VD L P
Valuing %lifferenses

s casy to list many ways in which
peopls are diffsrent. You could - b,
probably add others to the fist. If people are to work well together, they
need to vaiug, or appreciate, these differences. Valuing differences may
se8m liks a strange term, but iY's easy to understand. Let's use an evaryday
gxample,

What is your favorite fast-food meal? Is it pizza, salad, and a cola, or is
it & hamburger, French fries, and a milkshake? Whatever your favorite
combination may be, each of the foods In it is different, but each one is
Good. You fike ach food ftem for its own flavor and texture. You als like
the way they taste when you sat them fogether. You dort expect the Franch
fries to taste like the pizza or the safad to taste like the mitkshake. In fact,
you'd be very upset if they did! In other words, you vaiue the differences in
the foodst '

The same principle applies to valuing differences fn the workplace.
Valuing differences in the workplace means:

* Accepting people who are different
When you accept people just as they are, you create a starting point
for a good refationship with that person. For example, if vou and a
cowarker belong {o different races, simply accept that as a fact, and
vaiue that difference.

¢ Taking a positive attitude toward differences
laking a positive attitude toward differencas means that you wil| do
more than accept the differences, & means that you will ook for the
good in the differences rather than the bad. For example, perhaps
youwork with someone who fs older than you, If you have a positive
aftitude toward differences, you might considar this an opportunity
to benefit from the oider person's experience and advice,

* Learning from others who are different
Learning from and about neopie who are different from ourseives
broadens our view of life. We learn what makes them different, why
they hold certain opinions, and perhaps what *makes them tick.”
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This helps create understanding batween coworkers. For
example, if you have a coworker whose efhnic herltage is
different from yours, you have an opportunity to learn about
the coworkers traditions and customs. i you share your
fraditions with your coworker, both of you will understand
each other hettar.

* Recognizing that people’s similarities are more
important than their differences
There s afamiliar expression you've probably heard, “We're
ali In this together.” It's repeated often hecause its true. We
all need each other. We should focus on the things we have
iir common with coworkers rather than an the ways in which
we are different. For example, perhaps there are both men
and women who self the same products for your company.
These salespeople should be much more interesied in the
fact that they are all in the business of selfing than in the fagt
that some of themn are maie and some are female.

Wiy Is it important to Value Differences
in the Workpiace?

We've talked aboul the ways people are difierent and how to valus
those differences. Now, you need to know why this is important in
business. There are several, vary good reasons.

Envirenment, Valuing and respecting differences in the
Workplace nelps to create a better, more pleasant, work snvironment
for everyone. Coworkers who treat each other with faimess and
respact feel better about themselves and about each other. They get
along better, enjoy their jobs, and feel they are part of a team. For
example, the employees of 2 fravel agency must work closely with
aach other in order to serve their ciients. By valuing and respecting
each other's differences, they increase the likelingod of working in a-
Pieasant environment.

Productivity. Workers who are treated fairly are more likely to
be satisfied workers, and satisfied workers are more nroductive.
Sludies have shown that workars who feel good about the warknlace
get mors work done because they are more motivated than dissatis-
fied workers. Thay also don't waste time cemplaining. This means
that both the workers and the business benefit since greater pro-
ductivity usually means more income and profit far the business. For
exampis, salespeopie who enjoy their jobs sell more. This increases
company sales and salespeople’s commissions,
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Ghjeciive A

Legal requirements. Businessas are required by federal,
ate, and local laws to treat employees fairly and to see that

'V Review Questions ¥

ney freat each other fairly. Workers who do not comply with the 1. Expiain how people differ: based on the fol-
aw cause problems for the business. in some cases, employess lowing factors:
whe treat coworkers unfairy can cause lawsuits to ba filsd 3. Gender
against the business. For example, sexual harassment on the b Race
job is Hllegal. If an employee can prove that s/he has baen t N
sexually harassed by a coworker, both the harasser and the ¢. Mental ability
husiness will be in trouble. d. Saxual orientation
g. Physical condition
Summary f. Age '
Peopie are sometimes unfair to each other because they are g. Raligion
o

different, and they don't understand each other's differences. Some
of the basic ways in which people differ are gender, race, mentzl L
ability, sexual orisntation, physical condition, age, refigion, sthnig Geographic origin

heritage or culture, geographic origin, education, language or Education

language usage, personalfty, lifestyle, and job position. Valuing . k. Language or fanguage usage
these differences means o accept people who are different, to take

Ethnic-heritage:or culturs-

a positive affitude toward differences, to learn from others who are - Personality
different, and to recognize that peopie’s similarities are more - M. Lifestyle
important than thair ditferences. . Job posmen :
Itis important to value differences in the workpiace because 2 Explain wha’[ it: means to value: differances

It creates a better, more pleasant work envisonment for everyone:
it benefits the business ant the smployees bacause satisfied
workers are mars productive; and it is the law,

3. Whyis it mportant t0 value dn‘ferences in the
Wurkplace'? _

t}bjectwes {f};wmwp .

WAYS To TREAT OTHERS coworkers unless you really want to do so. It does maan that
FAIRLY AT WORK you shouid speak to coworkers whenever you encounter them,
earn to pronounce their names corectly, and sometimes ask
them how they are. For example, when you come to work in the
There are no hard-and-fast rules for treating coworkers with fairness morning, speak to any workers you encounter. Calt them by
and respect. This Is because every workplace is different, and each fame, or ask “How are you?"
group of workers is different, Many businessas have pelicies for
employees 1o follow in their deatings with others. The policies may be
written in an employee handbook, addressed during new employes
erientation, and/or discussed with employees dirsctly. You are
responsible for following any policies set forth by your company.
Same businesses. espesially smailsr onss, do not have formai
policies outlining desired employee conduct. However, they stil!
expect employass to treat each othar fairly. Let's examine some
general steps you can follow lo treat others fairly at work.

* Treat coworkers as individuals.
Treating coworkers fairly does not mean treating everyone the
same. What is fair to one person rmgh* be unfair to another,
Keep in mind that each person is a unique individual who i not
Iike anyone else. Don't form opinions of your coworkers based
on such characteristics as thelr race, gender, refigion, or
geographic origin, That is called stereotyping, which means
belleving that all the peopte in a particular group are alike, or
very simitar, which isn't frue. If you use stersotypes, you are

* Get acquainted with cowerkers. being prejudicad, or biased. For example, a prejudiced person
To know what would be fair to coworkers, you first nead to might believe that people from a certain ethnic group are not
become acquainted with them. Getting acquainted doesnt very intelligent or that everyone with red hair has a hot temper.
mean that you need to establish personal friendships with Being biased keeps you from treating others fairly.
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Objective B

o Listen and learn from cowarkers. The federal government has passed laws and issueg guide-

You may wondst what [istening has to do with baing fair. Have
you heard the exprassion "o give a fair hearing™? It means to
he fair to someone by listening fo what that person has 1o say.
1t is especially imporiant o listen carefully when you disagres
with a coworker so that you can resoive the disagreement.

Beingwillingto listen to a coworker can benafit both of you.
ror exampls, if acoworker has found a new way to do a iob fask,
listenwriles/nesxplaing it. Don'tclose the person out because
YoU Nave your own way of doing the work. You may find the new
method is better than yours. In addition, your coworker will
appreciate your effort to be falr,

Oo your fair share.

Always carry your part of the workload. Understand what your
Job duties are, and take full responsibility far handling them. it
(s unfalr to coworkers If you do only the parts of your job that
you enjoy, leaving the rest for someone else to finish,

There wiil probably be times when you nesd heip from
others. That is onty natural, but you should not take advantage
of coworkers. For exampie, if you are a salesperson, handle all
the details of your sales. Don't leave the items your customers
didn't buy on the counter for other salespersons o put away.

Avaid cantroversial tepics.

Controversial topics are subjects about which people have
strong feslings. Examples Include poltics, religion, abortion,
sexuality, and environmental issues. Although cowarkers usu-
ally discuss business while on the job, they may mention
cantroversial subjects over lunch, at breaks, or during business-
sponsored social functions. In such situations, itis bestto try to
endthe discussion as soon as possible. For exampla, you might
change the subject, ignore the coworker's comment, or simply
agree 10 disagree with the parson who inltiated the tapic,

Recognize and avoid harassment.
Harassment is any kind of behavior toward another person that
ts carrisd out for the purposa of annoying or intimidating the
individual. This includes teasing, making inappropriate re-
MarKs or gestures, criticizing, or engaging in any activity that
makes another person fee! uncomfortable. This kind of behav-
for is unfair to coworkers, and it can result in reprimands,
Anyone can be & target of harassmant. People are harassed
oecause of their sex, race, age, religion, ethnicity, weight,
ahilities, etc. The builying behaviors exhibited toward these
peopls are the same; the bully just chooses a different target.
One highly publicized form of harassment Is sexual harass-
ment. This includes any unwelcomed sexual remarks, ad-
vances, conduct, or reguests made {o another person. Some
sexual harassment creates a hostile work environment and
makes some victims fee! ifisir jobs are threataned.

iines to prevent sexual harassmeant in the workplace, Both the
employes(s) and the business can be sued by employees who
feet they have tegn the victims of sexual harassment. it is,
therefore, important for employees to be caraful whai they say
tocoworkers hecause remarks that are meant to be innocent can
be misunderstood, For example, coworkers should be careful
when making comments about anyone’s personai appearance
or telling jokes that might have sexual overtones.

Avoid the use of offensive language.
Offensive language is words or phrases that are distastsful o
Insutting. Most of us understand what kind of ianguage falls under

Ihis description. Some examples would be swear words, gutter

language. anc ugly terms used 1o refer to individuais or groups,
is enfair to oher workers to use offensive language in the work-
place. For example, ff you lose the document you are working on
because the computer network goes down, don’t swear, fyou blurt
out something offensive, apologize to anyone nearby.

sometimes workers offend others by referring to individuals
with disabitities as disabled, handicapped, cripoled, victims, or
invalids. A better alternative 1s to put the person before the
disability. Examples of this more positive approach include
referring to the Individual as a person with a disahility or &
parson who is differsntly abled.

ise empathy and tact.

Empathy is the abiiity to put yourself in another person's nlace.
Tact Is the ability to do or say the right thing in any circum-
stances. These two “tools” will help you to be fair with cowork-
ers because empathy helps you to understand them, and tact
helps you to avaid offending them. For example, if a coworker
has suffered discrimination becauss s/he is part of 2 minority
group, empathy will help you to understand how that person
fesls. Tact will help you to say something that fets the DErsGn
know you understand the situation,

React appropriately to individuals with disabilities.
Employess should learn how to be fair to workers with disabili-
ties. Part of being falr is recognizing and accepting that these
mdividuals may need certain accommodations in the work-
place. Forexample, coworkers who use wheelchairs may need
special equinment to heip them parform their jobs effectively.
Or, individuals with diabetes may need to take extia breaks in
order to give themselves insulin shots or eat 2 snack.

Be thoughtlu! of workers with disebilities, extending them the
same courtesies you would other employess. Although your first
reaction may be to offer special assistance to these workers, wait
untityour helpis raquested. This s more courteous. Italso allows
you to give the specific kind of help that is needed in the way it is
needed. Here are some suggestions others have found frelpful in
working with people with disabilitiss,
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Objective B

It the coworker fas a hearing impairment, make sure s/he can see your lips. This also
applies to individuals with hearing aids since they may nesd to read lips to be sure of what
others are saying. People with severe hearing probiems often use sign language. If you
dentunderstand sign language and must communicate through an interpreter, remembar
to ook atthe person you're addressing. Don 'tspeak to the interpreter as though the person
with the hearing imipairment were not prasent,

When talking with a person ina wheelchair for a lengthy time, stoop or sit down so
fhatyou are ateye level. it is unfalr to make the person crane her/his neck in order ta look
up at you while vou talk. Don't assume that just becatise the person uses a wheeichair
that s/he is sick.

Never startle persons with vision impairment by coming up to them without warning.
Make noise with your feef, clear your throat, or do something that lets them know
someons Is nearby. When communicating, speak in a normal tone of voice. Identify
yourset and others aroundyou. Also, indicate the name of the person you are addrassing
when speaking. For example, you might say "Did you finish the sales report, Mary?”

Don't assume that people with speech impalrments are stow thinkers just because
they can't express thoughts easily or quickly. Try to resist the femptation to finish their
sentences or o answer before they have finished speaking. One way you can make
communication easier is by asking questions that require short answers. f you don't
understand what they have said, be honest. For example, you might say “| did not
understand you, James, Could you please expiain one mors time why you cannotaltend
the meeting?”

R

Peaople in wheelchairs

People with hearing impairments
Hello, Jamal.

“Carlas, did vou
double check all the
information in this
report?”

Yy-y-5-6-5-8."

Peopie with speech impairments
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People with vision impairments

Summary

There are no hard-and-fast rules about treating others
fairly In the workplace because each workplace is
differant. Many businesses have poticies workers cdn
follow in order to be fair to others. There are also
steps workers can take on their own. Thase sieps
include Jetting acquainted with coworkers, treating
them as indiviuals, listening and learning from
them, doing your fair share, aveiding controversial
topics, recognizing and avoiding harassment,
avoiding the uss of offensive language, using
empathy and tact, and reacting appropriately to
individuals with disabiiities.
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PLOSSARY

1.. Afaskan Native: individual whose an-
cestors came from Alasks, e.g:, Eskimo or
Aleut™

2. Bisexual: Anindividual whosesexual pref-
grence is dirsoted toward members of both
3EX88

3. Cutture: The customs, habits, and tradi-
' tions of a particular group of people; also
used 1o refer to the grovp

4. Disahility::A mental or physical problem-

that affects an mdtwdual 3 mertat or phys;-
cal:comdition;

5. ﬂiscriminatiun.Unfa’irtreatmeﬂtofapﬂ5~

SR 01 &-group: based on { the person’s or.

group’s cnafacteristzcs & g race re!agzrm
gender:

52 :EthmcHentage. Thebackground Handed

- downle: individisals fromihe sthnfc greup,

. ort cuiture mm whach hey wefe bern

T, "Gender'Sex te ma!ear?emale

. 8. Geographic Otigin: Thepartof the world
andihetype of areafromwhichaparson has
come

8. Harassment: Any kind of behavior foward
another person that is carrisa-out for the
purpose of annoying or theeatening the in-
dividual

10. Heterosexual: Anindividuaiwhose sexuar
preference 1s directed toward members of
the oppasite sex .

11. Hispanic: indi vadual whose ethnic heri-
{age:is.Spanish

12.. Hsmusexua!' Anindividual whosesexual
prefefence is directed t oward members of
thie sama sex.

13, impainment:*Damage - that-causes. func-
- tlonal:problems

14, l.:‘if_gs"t'j}‘léﬁhez-ﬂay in‘which people:fead *
© o theirdaily lives;:determined thy their ine

_ coma, sﬂterests and actnvxtaes

5 .Multirama! Havmg ndestors oy 0o

. ORTEIEraces. .

ACKNOWLEDGEMENTS

16.. Native American:Person whose ances-
torswereamongthesarliestpeoplato livain
whatis-now.the. United States-of America-

17. Pacific dslander: individial whose an-
cestors came:from tha istands.and islats of
the NW Pacific Ocean

18.. Prejudice: Opinlon or 'udgmenf that is
‘hased onfeel ing orhearsay ratherthan fact, -
bias - )

19. Raee: A division of. human-beings basad
* ondheirskin color and ofher physical char-
 acteristics:. _ e

20.. Sexual-Harassment: Aty unwelgomed _
sexual Temarxs, advances, conduc f, or re-
quest s made o anct tier person

21, 'Sexaal Urlentatmn. An-individual’s
sexuak preference formembers of the same,
0ppos e on bothy Sexes

22 -Sterentvpe.Aset lmage oran assump ion -
' aboutapersnn ortmng '
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G)w@ mﬁv%::e B & LAis E:aﬁe. Feis
MANAGING DIVERSITY
iN THE WORKPLACE

Historically, one of the most common phrases used to describe the United States has been
‘the melting pot af the world.” Americans adopted the phrase to describe our population
because most of us or our ancestors came here from alt over the world,

in the past, most immigranis tried io fit In with American fife as quickly as possibie.
They were proud to become Americans, and they wanted to be thought of as Americans, not
as immigrants, Many of thess people tried to change their ways or to hide anything about
themselves that would make them seer differsnt from ather U.S. gilizens.,

Something simiar happenad in the business
wortd. For a long time, business was dominated by
while males who set the standards. Most husinesses
expected their employass to meet thase standards by
dressing in a certain way, acting in a certain manner,
and generaily fiiting an established moid. For
examipie, carssr women were expectad {o fit them-
selves into the business world by wearing femafe
versions of men's business aftirs—sults, white
shirts, well-shined shoes, and evan a feminine
versian of a bie.

Today, changes in sociefy have put a new
emphasis on indivicuality. Rather than “melting”
togather iike the ingredients in a pot of stew, many
Americans have atfempted to retain their own unique
flavor, mare fike the ingredients in a salad bowd. With
this individuality has come a push for sguality of
opportunity. Efforis such as the women's movement and the civif rights movement fed to
government lagislation that requires businesses to provide a more sguitable work environ-
ment. Managers’ supervisory responsibilities have become more complicated as a resuit of
these changes. It is much easier to manage a group of people who want to be alike than it is
to manage people who want to retain their individuality.

Diversity in the Workforce

Diversity in the workforce rafers to all of the ways in which workers are different from each
other, including Background, age, gender, and race. Today's warkforce is more diverse than
ever before, and saveral factors have created this diversity.

Demographic factors. Demographics are the physical and sociat characteristics of
the population. Any kind of demographic change automatically causes changes in the
workforce. For example, demographic changes in California have rasuliad in 2 population
(and a workforce) that wiil soon be 50% nonwhite. Some demographic changes that have
affected the workforce include;

¥ An increase in immigrants

Liberal immigration laws have alfowsd many immigrants to enter the counlry. Most of these
immigrants have come from Asia and Latin America, but the end of the cald war has also
boosted the numbers of immigrants fram Eurepe and the disbandad Soviet Union,

~Inaddition, large numbers of immigrants have entered the country itlegafly for the
* specific purpose of finding work. Since many of these immigrants are glad to acoent any
jub, they have increased the competition for entry-level jobs in certain parts of the couatry.

Objective A

= An increase in diverse pepulations

The totaf population of the United States is incraas-
ing, but the population of diverse groups is
increasing faster than that of the white population.
For example, the Hisnanic population in Americais
expected to be rasponsibie for 44% of U.S.
popuiation growth from 2000 to 2020,

» An increase in the number of

working women
The number of women in the workforee has bean
increasing for years. By the year 2005, it i3 estimated
that 52% of all woman who have reached the age of
16 will be in the workforee.

B An increase in the number of

oider workers '
The average age of the ganeral population is rising,
and many older workers ara ramaining on the job
longer than in the past. This frend is expaciad to
continue as the baby boomers (those horn between
1946 and 1964) approach retiremant age.

=~ A reduction in the number of
educated/skilied workers

The labor pool of educated/skilled workers is
shrinking. Many job appiicants are high schoot
dropouts who fack basic skills, or thay are high
school graduates who lack the skills needed (o
succeed in a workplace that is becoming more
dependent on technology. :

» An increase in the number of workers
with disahilities
The number of warkers with disabilities has increased
because these individuals have shown that their
disabilities do not pravent them from performing a
variety of jobs, Many differsnt kinds of businesses,
from fast-food chains to medical centers, are hiring
workers with mental and/or physical disabilities.

Attitudinal factors. Yesterday's employees
sxpected 10 adapt themselves to the workpiace, but
today's empicyaes aren't always willing to do that,
Many of them want 10 e raspacted for thelr
differences rather than fitting themselves into the
company moid.

The attitude of business is changing, also, s
more businesses ses the benefits they can derive
from & diverse workiorce. Many businesses are
maoving beyond managing diversity because they are
required to do so; instead. they are managing
diversity because i's good business, '

Legislative factors. Many laws have been
passed specificalty to provide equal opportunities for
workers and to protect workers' rights. Hare are
some of the most important ones.
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Objective A

The Equal Pay Act of 1963 prohibits wage
discrimination: on the basis of gender, Businesses
&g required to pay employees of both genders the
same pay rate for jobs which requira the same skitl,
effort, and responsibility. However, recent statistics
show that women-typically earn 5 to 15 percent less
than their male counterparts,

The Civil Rights Act of 1964 prohibits husi-
nassas from discriminating on the basis of race,
color, religion, gender, or national arigin. The law
was infenced o ensure that workers would be hired
solely on the basis of their qualifications for the jab.
This faw aiso established the Equal Employment
Opporiuntty Commission (EEQC) to enforce fair
employment practices,

One effect the Civil Righfs Act had on the
workiorcs was to start affirmative action programs
which gave equal and fair empioyment eonsideration
to groups that fiad been praviousty denied equal
employment opportunities. Affirmative action heipad
o create today's diverse workforce, Unfortunately,
giving special consideration to certain groups has
caused others to feel thay've been treated unfairly. For
example, opponents of affirmative action complain
that it discriminates against white mafes and causes
nusinesses to hire and promote ungualified workers.,
This rsatly 1 nof true, Affirmative action’s intent is
only to make # possible for alf qualified individuals to
getjobs and promations.

Discrimination on the hasis of age was profib-
ited by the Age Discrimination in Employment Agt of
1967 This iaw protects the job rights of all workers
who are past 40 except in cases in which age would
atfect job performance, e.g., firefighters, bus drivers,
notice officers.

In 1978, the Pregnancy Discrimi-
nation Act was passed 1o protect the
[ob rights of pregnant workers by making
it Hewal to fire or to demote tham-or to

_refuse fo hirs or to promote them
because of their pregnancy. However,
many wormsn stilf iose theis jobs when
they become pregnant or take materniy
ieave. This is because the law does not
anoly 1o businesses with fewsr than 14
employees and/er businesses that do not
Drovide sick leave.

The Americans With Disabilities Act
of 1990 (ADA) protects workers with physical and/or
mental disahilities from discrimination. One of the
overall obiectives of the faw is to require businesses
i0 do their best to make it possible for qualified
individuais with disabifities to get and to keep jobs.
The law specitically forbids businesses from asking
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whether Job applicants have physical or mental disahilities and from assuming that job
applicants/empioyees are unabla to do a job. The law requires businesses to make their
buitdings accessible with ramps and other davices and 1o make reasonable zecommoda-
tions to enadle individuals with disabilities 1o perform job functions.

The Civil Rights Act of 1991 expanded previous civil rights lsgislation by aflowing
employess who feel they have been the victims of diserimination fo sue their employers.
Fhe law does, however, fimit the amount of damages that can be awarded basad o the
number of employees in the company that is heing sued. For example, the maximum
damages that an employes can collect from a business with 15 1o 160 employees is
$50.000. An employee of a business with more than 500 workers can collect 2 maximum
of $300,000.

An additioral health-related iaw is the Family and Medicat Leave Act passed in 1933.
This law gives employees with various kinds of family-related or medical problems as much
as 12 weeks of unpaid leave per year. Howavar, the law applies onty 1o businesses that have
more than 50 employees who are located within 75 miles of the company’s headauarters.
The faw is compiicated for businesses fo administer. For example, a business must decids
which of its employees are key emplovess since some of them are gxempt from the law.

Growp 5 ~ PLus Tarem

lmportance of Managing Diversity

Diversity in the workforce is here to stay, and a business’s success may depand upon the
way in which it manages that workforce. For axample, a business with a ieputation for
treating its employees fairly will be better able to attract and to retain talented workers. This
will be especially important to businesses i predictions for 3 sontinuing decline inthe
number of educated and skilled workers are acourate.

Research indicates that a diverse workforce can contribute more to the business because
It is often more creative and innovative than a Romageneous warkforce. In other wards,
workers with difierent backgrounds will have different aporoaches to probiems, and this
may felp them to find unique soiutions. However, diversity alone will not benefit the
business. The diverse warkforce must be well managed in order to achieve {Jood results.
some specitic goals businesses might have for managing diversity inciude:

° To respond to a more diverse domestic market

A business with a diverse workforca is in a better position to serve an incraasingly divarse
domestic market. For example, a busingss with diverse empioyees stands 2 better chance of
understanding and mesting the needs of its markat,
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= To he competitive in global/international markets

The world has become a global marketptace for businesses. Having a
diverse workforce heips businesses (o understand international markets
and puts them in a more competitiva positien. In some cases, it can help
businesses to avoid costly marketing mistakes. Examples of mistakes
that have occurred because of cultural or fanguage differences includs:

e Pepsi’s siogan “Come alive with the Pepsi generation” transiated
into “Pepsiwill bring your ancestors back from the dead” in Taiwan.

¢ In China, Kentucky Fried Chicken's famous stogan “Finger fickin
good” translated into "Eat your fingers of.”

© An African market was appalled to see the Gerber baby on Gerber
saby-food jars. in Africa, customers expect the label to show what
is in the package.

¢ To increase productivity and profits

Employass’ perceptions of the way in which they are vaiued by their
employers affect their morals, their foyalty to the business, and thus
their productivity. Warkers who fee! they are treated fairly are usually
more productive, which enahles the business to be more competitive
and to increase its profits.

* To comply with the law

1 Is each business's sesponsibifity to undersiand the faws that affect it
and to comply with those laws. Failure to comply can cause major
ditficullies for businesses. Tnese Inciude the possibility of being sued
by empioyeas whao fzel they have been discriminated against or
harassed, lost productivity while the business deals with the fawsuit
govermnment penaties for failure to comply, legal expenses of defending
the business in court, and damage to the businass’s reputation caused
. by Bad pubiicity.

Uh;ectwe A

Summary

Workers want to be freated equally and have their differences respacied.
Difierent mavements Nave fostared iegislation that reguires businesses to
provide equitable work environments. Managers' responsibilitias have
become more compiicated as a rasult.

Factors that have created diversity in the workforce have Inciuded
demographic changss stich as the increase in immigrants, minorities,
working women, older workers, and workers with disabilities, and the
reduction in skilled/educated workers; the passage of laws prohibiting
businesses from discriminating: and changes in the attitudes of warkers
ang businessas.

Managing civersity helos businesses to be successful and to reach
such goals as responding to a more diverse domestic market, being
more competitive in global/international marke S, Increasing productivity,
and compfymg with the law.

k3 'A reduc‘uon mthe number of ecﬁtjcated!sklied
'..workers R

: An mcrease m the num ber of workers Wi
,disah imes

_ '2 H{JW hi e-aitltudmal factors contrlbﬂted to dwersﬂy m i:he
W pl e?._ AR
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Ohbjective B

G}%"ﬁmp i
CONSIDERATIONS IN MANAGING DIVERSITY

The way Inwhich a business manages diversity in its workforoe 1s affected by the charactaris-
fics of the business. Thess include the size of the business, the amount of warker mteraction,
the faws that apply to the business, its current business policies, e makeup of its workforce,
and fts internal communication system. Lets examine thess factors individually

Size of the Business

The size of the business hias a direct effect on the way in which management operales. In a
small business, the owner/manager works directly with a few employecs. The owner is
responsible for understanding the laws coneeming fair treatment of employees and for
making stire (e business complies. Any diversity issues are likely to be part of interpersonaf
relationsnips. For example, the owner of an independent pharmasy would ba resnansible for
supervising the staff and trealing the pharmacy's employees fairly,

fratitionaily, in a large business, there have been several layers of management. A
large husiness is lkely to have a mors diverse workiorce than a smal! business simply
because it has more employees. It is atso more likely to have problems with equitable
salaries, opportunities for promotions, and other equity issues than a smalk-business.
However, the farge business will probably have a depariment to handle amployes
problems and more funds with.which to hire outside equity experts if needed.

Worker Interaction

This factor rafers to the way in which the work of the business is performed. In soms busi-
nesses, workers are given independent assignments which they carry out on their own,
Telemarketing is 4 good example of such a business. Fach telemarketer makes calls and works
independently. There should ba minimal opportunity for problems o arise among employess
because they do not intaract or share job responsibilities.

In other businesses, teamwork is essential. Managing a diverse workforce in such
businesses can be difficult. For example, good customer service in a rastaurant can onlfy he
provided by the continuous interaction of all staff—cashiers, managars, kitchen staff, wait
staff, and bus persons. Managers need to foster tsamwork among the restaurant's employees
or the business will suffer bacause customers will not be well servad,

Legal Requirements

It would be impossible to cover the legal requirements for afl kinds of businesses since the
way the laws apply differs from one industry to another. However, it is management’s
responsibility to know, to understand, and fo implement the laws that apply to the particular
husiness. For example, the president of a company with more than 15 employess should
know that ail businesses of that size must comply wiils the ADA,

Current Business Policies

The business’s curient policies may atready address considerations fnvolved in managing a
diverse workiores.-Poficies affecting the workforce might include guidefines for fair hiring
procedures, criteria for eguitable promotions, a system for monitoring superviser-employee
relations, and guidetines for an equitahle evaluation system.

Business policies are usually sef forth in 2 document sush as an employee handhook.
Information about the impact of 2 business's policias can be found in such personnel records
as performance appraisals, hiring records, pay scales, exit interviews, and the rasoiution of
complaints and grievances. For example, an equitable pay scale may be part of a business's
policy, but a review may show that males and females do not recelve the same pay for the
same work,
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Composition of the Workforce

The amount of diversity in the workiorce affacts the
management of that workiorce. Obviously, diversity can
range from very little to a lot. Managers should ha wel!
informed about the diverse characteristics of their
workers. Some examples of differant types of diversa
workforoes nelude retiress working alongside
teznagers in a fast-faod restaurant, road crews made up
of cotiege studsnis and sxoerienced but barely literate
workers, and a restaurant staff that includes workers
with mentai disanilitles.

Internal Communication

The way in which informationt is exchanged within the
business is an important factor in managing the
workfarce. When employees do not recaive sufficient
formation about the business’s activities, they try o
guess what is happening. They oftsn exchange
guesses, facts, andfor rumors, which may have a
negative effect on the workforce. Unless the business
communicates and implements s fair hiring policies
to employees, empioyess won't know the fruth.,

Summary

Various faciors affect the way in which a business
manages diversity in its workforce. These include the
size of the business, the amount of worker interaction,
iegal requirements nat affect the business, current
business policies, composition of the workforce, and
infernal communication,

ISiness policies ...
osition-of the workidroe:
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HOW CAN MANAGEMENT
ENSURE EQUITABLE OPPORTUNITIES
FOR EMPLOYEES?

A goal of all businesses should He fo provide an squitable work enviran-
ment for their employees. But, how do they go about doing that? There are
specific steps businesses can take. These staps should begin with an
evaluation of the business’s current situation in order to determine what, if
any, changes need ta be mads.

Assess Equity Needs.

Management should examine the existing work environment in order to
identify any equity problems such as unfair hiring practices or unecual
pay that need fo be addressed. Some of the ways that this might be
done in¢lude:

* Asking employess o complete questionnaires about fairness in the
workplace and problems they have encourtered

© Forming focus groups to discuss issues identified on the question-
naires and to report their findings to management

* Reviewing personnel information in order to evafuats the fairness of
hiring, firing, and promoting practices

* Sludying the pay scale for various jobs and (if possible) somparing
itto industry standards to make sure it is fair

* Determining how many problems, grievances, or lawsuits have been
filed by empioyees, as well as the hasis and the outcome of each

= Checking 1o see how long employess fom tisadvantaged groups
stay with the company after they are hired and determining their
reasans for {eaving

* Hiring an outside firm to evaluate the company

Any or all of these methods can show managers whether the businass is
offering equitable opportunities to the workforce or nesds to increase ifs
equity efforts.

Estahlish Equity Goals.

The information from the assessment will give management a basis for
establishing goals for the future, Tne goals may be shart-term or iong-
term, but their overali purpose shoutd b to improve eguity in the work
environment. The goals must also be appropriate 1o the individual
business. For example, Company A might need fo set a fong-term goal of
providing a workplace In which individuals are treated fairly so that no
ane group benefits at the expense of another. Company B might have an
additional goai of empowering workers by allowing them more participa-
tion in decision-making.

Some other, related goals could include:;

* Hiring a more diverse workorce

= Improving communication channels

e Cstablishing equal pay for equal work

* Setting up an equity/diversity training program

Objective C

Plan and impiement Equ'ity Strategies.

Neither businesses nor individuals can razch goals uniass they have
strategies, or plans of action, and implament those strategies. Most
businesses will need o use several kinds of strategies 1o ensure thelr
employess of squal spportunities. Here are some strategies busi-
nesses can use,

Demonstrate management's commiiment to equity,
Management must show enthusfasm and commitment toward improving
8quity in the work environment in order to achieve good results.
Employees need to see that management is sincersly interastad in
whether empioyees are heing treated fairly. Management's commitmant i
equity can be demonstrated in differsnt ways. One of the most obvious
ways for management fo indicate its commitment to equity is by
diversifying management——by hiring individuals from diverse Qroups
into management positions. Managers also need to learn ahout the
business’s emplayaes and their diversa characieristics. Managers should
learn about diversity issues and the ways in which these issuas are
handled by other businesses. They can obtain information on diversity
from books, magazine articles, the Infarnet, newsletters, videos,
organizations, interactions with individuals from diverse nopulations,
and from-attending civersity workshops and training sessions.

Encourage employees to participate in making changes.
Since employees are usually aware of unfaimess in the warkplacs, they
should be encouraged to make suggestions for improvement. In addition,
empioyees should be recognized and rewarded for their individual efforts
to creale a mors equitable workplace. Teamwork should be promoted,
and workers should be made to feef that each one is part of the team. For
example, communication can be a big problem in a business that has a
Aumber of employees for whom English is a second language. Managers
should carefully select mentors fo team up with these workers.

Develop/Modify equity policies and procedures. Businesses
need written equily policies and procedures to guide their gperations and
their employees. All equity poficies and proceduras should be gxprassad
in a clear, easy-to-understand manner, If possidle, they should be
includedin an employee handbook that managers distribute to al
employées so that everyone has the same infarmation. 1t is also 2 goog
idea to post large-print copies of the policies in central locations
thraugnout the office building. Managament should make sure that
empioyees know how to report and resolve harassment claims.

A excellent example of the need for written policies is in the
prevention of harassment. Harassment is any kind of unwelsomed
behavior toward another person that is carried out for the purpose of
annoying or intimidating the individual. This includes teasing, making
nappropriate verhal remarks or writien commants, gesturing, crificizing,
OF engaging in any activity that makes another person feel Uncomiorizble
or threatened. Harassment offen oceurs in the workpiace unless the
business has defined harassment and has poiicies to pravent if.

The most publicized form of workplace harassmant is sexuat
harassment, which is defined as any unwelcomed sexual remarks,
agvances, conguct, or requests made by one employes to another, The
business should have a specific policy concerning the way In which
instances of sexual harassment will be handled. This noficy should te!l
employees who are the vichims of such harassment axacty how fo handle
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the shtuation. Sexual harassment is iffegal, and a business that does not
puta stop to known sexual harassment will face the possibility of a
lawsuit, For example, a sexual harassmant lawsuit flled against K mant by
a former employee cost the company mora than $2 midlion. In order for
businesses to defend themsalves against lawsuits, they must have
policies in place and provide training. They must be able to show that
they respondsd to the complaint and that they took corrective action.

Ensure compliance with equity legistation. Compiiancs with
equity laws is, of course, not an option but something the business must
do. Management must protect the business from lawsuits by making sure
the actions of the business and its employees are within the law. Linder
certain circumstances, the business can be held liable for the actions of
its empioyees, both on the job and during work-reiated activities such as
business travel and office parties. Managers who have any questions
about equity faws that apply fo their businesses can obtain guidelines
from state offices such as the Human Rights Commission or the
Departmant of Labor,

Communicate equity information to employees. Employees
should receive complete information about the business's equity efforts,
They naed to be kept up to date about what the business is going o make
the workplace equitable for them. In a small business, this is the owner's/
manager's responsibility. In a farge business, first-line supervisors are the
communication link hetween management and employees.

Equily information can be communicated to employaes In various

ways. interoffice memorandums ard company e-mail are quick and easy

“ways to inform employees of any new equily poficies and to reinforce
existing policies. However, when information is provided in this manner
managers should be sure that alf employaes actually read and understand
the information. Departmental meetings provide 2 good opportunity for
managers 10 discuss equity 1ssues and {o receive feedback and questions
from employess. Private meetings with individual employees, espacial ly
ones who are targets of workplace discriminaiion or ones who have
discriminated against other employees, allow for a more personalized
form of communication.

Train employees about equity. There are many ways in which 2
busingss can provide equity fraining for employess. Two popular methods
are appointing a gualified employee or lsam of amployess 10 conduct
training sessions and hiring outside consuitants to conduct such
sessions. Before choosing & method, management shouid raview the
background, experience, and philosophy of the trainers. Some who offer
to provids equity/diversity training are not welt qualified ot thair methods
may be inappropriate for the business.

he overall goal of equity training shouid be fo make workers aware of
the benefits to themselves and to the business of working harmoniousky
with people who are different from themssives. Supervisors shouid be
taught effective technigues for managing diversity in the workforce ang
how to respond o complaints about workforce discrimination. Both
managers and employees can learn what language and behavior are
accaptabie in the warkpiace.

Because diversity issues are very sensitive, smployees must feel that
they are in a safe environment in order for the training program to be
effective. Showing empioyees a video about equity issuss ang encourag-
ing a discussion of s contents often works we!l. This method is less
threatening to employees than asking them to reveal their own feelings in
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the presence of cowarkers, Vidaos can afso provide examples of
appropriate behavior that will have more lmpact than 2 lecture, For
example, an employes may not reafize there is anything wrong with his/
her own behavior untif s/he sees thal behavior demonstrated in 2 video.

Monitoi/Evaluate Progress.

Managing a diverse workforce and ensuring equitable opporiunities for
empioyess are ongoing processes. The only way the busingss can
determine whether its saulty efforts are on target is 10 have a prosess in
niace for monitoring and evaluating its progress, For example, a
business might set a goaf for hiring qualified minerity appiicants to fil
management positions within a certain time pariod. Managers will need
to monitor this effort in order to know whether it is succassful, or a
change in tactics Is necessary.

An additional reasan for monitoring progress is that the needs of the
warkforcs and the business will change from time to time. The business
may need {0 changs its goals or set new goals when this happens. For
example, a business that had several cases of sexual harassment would
probably sef a goai to efiminate sexual harassment. Monitoring prograss
toward this goal will let the busfness know when it has reachad the noint
at which no sexual harassment is occurring. This goat might then be
modifisd to maintain a work environment free of sexual harassment.

Summary

The goal of all businesses should be to provide an equatable work
gnvironmeant for all empioyees Sleps husinesses can fake toward this
goal includse assessing equity needs, es fablishing equity goals, planning
and 1mp&ﬂmen mg &qmty sirategies, and montmrmgfﬂvaiua g omgrﬂss.
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