
BUILDING A RESPECTFUL
AND INCLUSIVE
WORKPLACE



Introduction
Building a Respectful and Inclusive Workplace deals with how organizations create
environments where every person works with dignity and equal opportunity. This Training
Course explores the behaviours, policies, and everyday habits that prevent harassment,
exclusion, and unconscious bias. Participants examine respectful communication, inclusive
leadership, reasonable accommodation, and fair people processes. Furthermore, the
programme connects policy language to daily conduct through realistic scenarios and
guided practice. As a result, delegates leave able to set expectations, address inappropriate
behaviour early, and strengthen belonging across their teams.

Building a Respectful and Inclusive Workplace Course
Objectives
- Define respect, inclusion, diversity, equity, and belonging in workplace terms.

- Recognise harassment, bullying, and microaggressions and their early warning signs.

- Apply unconscious bias awareness tools to hiring, appraisal, and promotion decisions.

- Use inclusive language and respectful communication in daily interactions.

- Design reasonable adjustments and accessibility practices for employees with disabilities.

- Build bystander intervention skills to address inappropriate conduct safely.

- Apply equal opportunity principles and anti-discrimination law to people decisions.

- Conduct fair and confidential complaints handling with non-retaliation safeguards.

- Assess inclusion climate using engagement surveys and inclusion index measures.

- Lead inclusive teams and embed respect standards into team routines and rituals.

Course Methodology
- Interactive workshops using workplace scenarios and structured role-play.



- Facilitated group dialogue on bias, privilege, and lived experience.

- Bystander intervention practice with coached feedback.

- Self-assessment tools such as implicit association tests and inclusion climate surveys.

- Case studies from global and regional organizations with facilitated debrief.

- Action planning that converts each session into a workplace commitment.

Who Should Take This Course
- Human resources professionals and people managers.

- Line managers, team leaders, and supervisors.

- Diversity, equity, and inclusion officers.

- Employee relations and complaints handling staff.

- Learning and development specialists.

- Senior leaders and executive committee members.

- Employee resource group leads and workplace wellbeing champions.

Building a Respectful and Inclusive Workplace Course
Outlines

Day 1: Foundations of Respect, Inclusion, and
Belonging
- Defining respect, diversity, equity, inclusion, and belonging.

- The business case for inclusive workplaces and employee retention.

- Anti-discrimination law and equal opportunity principles.

- Power dynamics, privilege, and workplace culture.



- Codes of conduct and respect policies: what good looks like.

- Understanding internal and external stakeholder expectations.

- Mapping the organization's inclusion strengths and gaps.

Day 2: Unconscious Bias and Inclusive Decision-Making
- How the brain forms bias and why intent differs from impact.

- Types of bias: affinity, confirmation, halo, and attribution bias.

- The Implicit Association Test and bias awareness tools.

- Structured interviews and bias-reduced selection scorecards.

- Fair appraisal, promotion, and succession decision-making.

- Microaggressions: recognizing, naming, and addressing them.

- Bias interruption techniques for meetings and team processes.

Day 3: Respectful Communication and Everyday
Conduct
- Inclusive language principles and preferred terminology.

- Respectful feedback, disagreement, and difficult conversations.

- Active listening and empathy in cross-cultural teams.

- Communication across cultures, generations, and accessibility needs.

- Digital respect: email tone, chat channels, and virtual meetings.

- Handling jokes, banter, and boundary-setting gracefully.

- Building team norms and respect agreements together.



Day 4: Preventing and Addressing Harassment and
Bullying
- Defining harassment, bullying, and sexual harassment in policy terms.

- Recognizing quid pro quo and hostile environment conduct.

- Early intervention and informal resolution options.

- Bystander intervention models and safe response techniques.

- Formal complaints handling, investigation steps, and evidence records.

- Non-retaliation principles and reporter protection.

- Consequences, discipline, and restorative follow-up practices.

Day 5: Accessibility, Accommodation, and Inclusive
Design
- Disability inclusion and the social model of disability.

- Reasonable accommodation and workplace adjustment processes.

- Universal design principles for workspaces, tools, and events.

- Neurodiversity awareness and inclusive support practices.

- Accessible recruitment, onboarding, and learning materials.

- Flexible working, caregiving, and wellbeing considerations.

- Accessibility audits and inclusion checklists for teams.

Day 6: Inclusive Leadership in Practice
- Leadership behaviours that signal psychological safety.

- Sponsorship, mentoring, and building diverse talent pipelines.



- Inclusive meeting facilitation and equitable airtime.

- Setting team expectations on respect and holding accountability.

- Emotional intelligence and managing conflict constructively.

- Giving and receiving feedback across difference.

- Leading through resistance and pushback on inclusion change.

Day 7: Measuring, Monitoring, and Reporting Inclusion
- Inclusion climate surveys and engagement questionnaire design.

- Workforce representation data and pay equity analysis.

- Key inclusion indicators, targets, and dashboards.

- Employee resource groups and their governance.

- Reporting inclusion progress to leadership and the board.

- External benchmarking, accreditation, and disclosure frameworks.

- Turning data insight into practical action plans.

Day 8: Embedding Respect Across People Processes
- Inclusive job design, job descriptions, and recruitment outreach.

- Structured interviewing and candidate experience standards.

- Onboarding that builds belonging from day one.

- Performance management, promotion, and talent review fairness.

- Exit interviews and stay conversations as insight sources.

- Policy review cycles and inclusive policy drafting.

- Aligning recognition and reward systems with respect values.



Day 9: Handling Sensitive Cases and Difficult
Conversations
- Receiving a complaint with care and confidentiality.

- Trauma-informed interview technique and emotional safety.

- Mediation, shuttle diplomacy, and facilitated dialogue options.

- Managing cross-cultural and cross-hierarchy conflict.

- Documentation standards and case record keeping.

- Working with legal, HR, and external investigators.

- Supporting all parties through and after a case closes.

Day 10: Building the Action Plan and Sustaining
Change
- Writing an inclusion charter and respect commitment.

- Building a multi-year inclusion roadmap with milestones.

- Training design, delivery, and continuous reinforcement.

- Communication campaigns that keep respect visible.

- Governance, sponsorship, and accountability structures.

- Monitoring progress and refreshing the plan annually.

- Personal action plan and professional commitment.



Conclusion
By successfully completing Building a Respectful and Inclusive Workplace, participants will
have acquired a practical command of bias awareness, respectful communication,
harassment prevention, and inclusive leadership. They will know how to handle complaints
fairly, design accessible processes, and measure inclusion climate with real data. In
addition, the course prepares delegates to influence policies and shape team culture with
confidence. As a result, they return to work ready to turn respect values into everyday
behaviour. Gentex Training Center delivers this Training Course with a practical, standards-
based approach.

FAQs for the Building a Respectful and Inclusive
Workplace course

Q1  What is the "Building a Respectful and Inclusive
Workplace" course about?
It is a ten-day programme that explains how organizations create dignified, equal-
opportunity workplaces. It covers bias awareness, respectful communication, harassment
and bullying prevention, accessibility, inclusive leadership, and how to measure inclusion
climate with real data.

Q2  What are the key benefits of the "Building a
Respectful and Inclusive Workplace" course?



Participants gain the confidence to address inappropriate behaviour early, reduce legal and
reputational risk, and raise employee engagement and retention. They also learn to run
fairer people decisions, design accessible processes, and build a workplace where every
colleague contributes fully.

Q3  What skills will I gain from the "Building a
Respectful and Inclusive Workplace" course?
Unconscious bias recognition and interruption, inclusive communication and bystander
intervention, harassment and bullying prevention with fair complaints handling, and
inclusive leadership with inclusion measurement and monitoring.

Q4  What tools, methods, or standards are covered in
the "Building a Respectful and Inclusive Workplace"
course?
The course covers the Implicit Association Test, structured interview scorecards, bystander
intervention models, inclusive language guidelines, universal design principles (WCAG),
reasonable accommodation frameworks, inclusion climate surveys, pay equity analysis, and
non-retaliation safeguards aligned with equal opportunity law.

Q5  How is the "Building a Respectful and Inclusive
Workplace" course applied in real-world practice?
Delegates apply it through bias-reduced hiring scorecards, team respect agreements,
accessibility audits, reasonable adjustment processes, fair complaints handling, employee
resource groups, and inclusion dashboards reported to leadership. They also use it to coach
managers through difficult conversations and sensitive cases.


