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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to respect differences and diversity?
This means treating people with kindness and fairness, even when they are different from you. It means being open to new ideas, different experiences, and different ways of doing things.
[image: ]Why are these skills important?
Employers want workers who work well together. When you respect differences, teams can share ideas, solve problems, and create a welcoming place for everyone. Respect also helps build strong relationships at work, home, school, and in your community.

For example, you may interact with people of different ages, cultures, abilities, or life experiences.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Show kindness to people who are different from you.
· Think about other people’s feelings before speaking.
· Listen respectfully to different ideas and experiences.
· Use inclusive tools (e.g., large text, captions, visuals, translation aids) so everyone can easily understand information.
· Treat people fairly and respectfully. 
· Stay open to learning about different people and cultures.





	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Respecting Differences at Work
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Read each statement below and write the letter of the category it represents on the line.
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	Respecting Individual Differences
	Checking Personal Bias* in Communication
	Helping Coworkers
	Using Inclusive Tools

	A
	B
	C
	D


*A bias is an opinion about whether a person, group, or idea is good or bad that influences how you deal with something. 

1. Mispronouncing someone’s name after they corrected you
2. Adding captions to a video
3. Asking a coworker if they need help understanding a task
4. Assuming someone can’t do something because of their age
5. Using large print so that printed instructions are easier to read
6. Asking someone how to say their name correctly
7. Pausing before speaking to consider your words and tone of voice
8. Making sure food options at a team lunch meet different dietary needs
9. Offering employees desks so that they can either sit down or stand up while working
10. Adjusting meeting times so coworkers in different time zones can participate
11. Reminding yourself not to judge a coworker’s skills based on their accent
12. Using silence in a meeting so everyone has time to share their ideas
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Activity 2: Reflection on Demonstrating Respect
Read each statement below and then complete the reflection statements.

1. I show kindness to people who are different from me.
· One way I show this skill:
· One way I can improve this skill:

2. I think about other people’s feelings before speaking.
· One way I show this skill:
· One way I can improve this skill:

3. I support coworkers and team members when they need help.
· One way I show this skill:
· One way I can improve this skill:

4. I listen respectfully to different ideas and experiences.
· One way I show this skill:
· One way I can improve this skill:

5. I use inclusive tools (e.g., large text, captions, visuals, translation aids) so everyone can understand information.
· One way I show this skill:
· One way I can improve this skill:

6. I treat people fairly and respectfully.
· One way I show this skill:
· One way I can improve this skill:

7. I stay open to learning about different people and cultures.
· One way I show this skill:
· One way I can improve this skill:

Skill Application
Directions: Think about a time at work, home, school, or in your community when you worked with someone who had different experiences, skills, abilities, or ideas from you and then answer the questions.

Questions:
1. Describe the situation. Where were you? Who was involved?

2. How did you show respect for that person?

3. What did you do to learn from working with someone who was different from you?

4. What is one thing you did well or would do differently next time?
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