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Building a Safe Workplace Community
A New Canadian’s Guide to How Culture Impacts Health and Safety (CLB 5)

Module 2: Workplace Culture — What to Expect

Method Training Resource | Explanation Time
Presentation | e PP Slide #1 ¢ Welcome to Module 2: Workplace CultueWhat to Expect. 1 ¢ 2 mins.
BSWC:
Workplace
Culturec What
to Expect
Presentation | ¢ PP Slide #2 ¢ Review objectives of the module. 3¢5 mins.
Objectives of
the Module
Activity e PP Slide #3 1. Review the vocabulary on PP Slide #3 ¢ Vocabulary 5 mins.
Vocabulary 2. Divide participants into working groups (or in pairs, or
e PPSlides #4 & 5 individually if a small group), and assign one word from the slide
¢ Definitions to each group.
3. Instruct each group to discuss the definition assigned to them,
and to define the term in their own words.
4. Ask each group to present their definition to the larger group.
5. WS@ASs SI OK 3INER dzLJQ it tokn&definiyioh (i
on PP Slides #4 & 5 ¢ Definitions
Activity & e Handout#1A ¢ | 1. Have participants remain in their working groups and distribute 10¢ 15
Discussion Quiz:What Handout #1A ¢ Quiz: What Would You Do? mins.
Would You Do?| 2. Ask participants to complete the quiz.
e Handout#1B¢ | 3. Distribute Handout #1B ¢ Quiz: What WouldYou Do%, Answer
Quiz: What Sheet
Would You Do?| 4. Review the answers with the groups, and discuss.
¢ Answer Sheet
Presentation | e PP Slide #6 C Review the points on PP Slide #6 ¢ Rules of the Workplace 3 mins.
Rulesof the
Workplace
Presentation, | ¢ PP Slide #7 ¢ 1. Review PP Slides #7 ¢ Workplace Rulessing the information on | 15 ¢ 20
Activity & Workplace page 12 from the manual to expand on the information on the mins.
Discussion Rules slides (i.e. ¢ define written rulesand unwrittenrules.
e Flipchart 2. Provide a sample of written rulesprovided by the participanta Q
current employer.
3. Ask participants if they had similar rules in their workplace in
their culture and record any examples on the flipchart; facilitate
a discussion, ask for comments/questions.
4. Provide some examples of unwritten rules, such as:
0 Be at work 10 minutes before your shift starts.
0 Stay at your workstation until quitting time.
5. Brainstorm some examples of unwritten ruleswith the entire
group, and record their examples on the flipchart; facilitate a
discussion, ask for comments/questions.
Presentation | e PP Slide #8 ¢ Review the definition of workplace etiquetteon PP slide #8 ¢ 1-2 mins.
& Discussion Workplace Workplace Etiquetteand tell participants that you will be looking at
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Method Training Resource | Explanation Time
Etiquette some specific examples of workplace etiquette.
Presentation | e PP Slide #9 C 1. Ask participants what the workplace etiquette in their workplace | 5 ¢ 10 mins.
& Discussion Workplace is regarding cell phone use.
Etiquetteg Cell | 2. Review PP Slide #9 ¢ Workplace Etiquette Cell Phong
Phones 3. Facilitate a discussion about the use of cell phones in the
workplace.
Presentation | ¢ PP Slide #10 ¢ 1. Ask participants what the workplace etiquette in their workplace | 5 ¢ 10 mins.
& Discussion Workplace is regarding proper hygiene.
Etiquetteg 2. Review PP Slide #10 ¢ Workplace Etiquette Proper Hygiene
Proper Hygiene| 3. Facilitate a discussion about proper hygiene in the workplace.
Presentation | ¢ PP Slide #11 ¢ 1. Ask participants what the workplace etiquette in their workplace | 5 ¢ 10 mins.
& Discussion Workplace is regarding social conversations.
Etiquetteg 2. Review PP Slide #11 ¢ Workplace Etiquette Social
Social Conversations
Conversations | 3. Facilitate a discussion about social conversations in the
workplace.
Presentation | e PPSlide#12¢ | 1. Show/playPPSlide#12¢D S S (i I OQlick {can 2oNBy audio. | 5 ¢ 10 mins.
& Discussion DSSi{lt Q& 0 Note: Audio is of a new Canadian talking about not
(Image/Audio) dzy RSNRGF YRAY3I KSNJ O242N]J
2. 1'al LINILAOALNIyGA oKIFG GKhSe@
workplace etiquette, and discuss.
Presentation | e PP Slide #13 C 3. Show/playPP Slide #13 ¢/ I NI 2 AQNek icgnidopsiyaudio.| 5 ¢ 10 mins.
& Discussion [ I NX 234 Q 0 Note: Audio is of a new Canadian talking about not
(Image/Audio) understanding unwritten rules of the workplace
4. 1'a1 LI NILIAOALNIYy(Ha oKIFIG GKSe@
workplace etiquette, and discuss.
Presentation | e PPSlide#14¢ |5. Show/playPP Slide#14 ¢t S (i S NXThckidonit@ g\l audio. | 5 ¢ 10 mins.
& Discussion t S{ St & 0 Note: Audio is of a new Canadian talking about not
(Image/Audio) understanding unwritten rules of the workplace
6. 'a1 LI NIGAOALIY(GA ¢KIFIG GKSe@
workplace etiquette, and discuss.
Activity & e Handout#2¢ 1. Have participants remain in their working groups and distribute 10 mins.
Discussion Canadian Handout #3 ¢ Canadian Values
Values 2. Ask participants to complete the exercise.
3. Once completed, facilitate a discussion about the differences
between expectations of Canadian employers and employers in
other countries, for each of the values listed on the handout.
Presentation, | ¢ Handout #4 ¢ 1. Have participants remain in their working groups and distribute 10¢ 15
Activity & Case Study: Handout#4¢/ I &S { G dzR&.Y wdz yQa { (] mins.
Discussion Wdzl y Qa {2. Askparticipants to read Handout #4 (or read it together as a

group), and ask them to discuss the following in their groups:
0 What is the issue?
o Did it arise because of some unwritten rules that the
participant was aware of?
o Did it arise because the employee may not have
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Method Training Resource | Explanation Time
understood the workplace etiquette?
o Did it arise because the employee may not have
understood Canadian values?
3. Have the groups present their answers to the larger group, and
facilitate a discussion.
4. Explain that:
o Inthe Canadian workplace, being on time for work
means showing up 1915 minutes early.
o If your boss says to start at 6:30 a.m., you should be {
work at 6:15 and at your workstation, ready to work, b
6:30 a.m. This gives you enough time to getdorywork
area, and put on your uniform and safety equipment.
5. Ask participants for questions/comments.
Activity & Handout #4 ¢ 1. Have participants remain in their working groups and distribute 15 mins.
Discussion Communication Handout #4 ¢ Communication Skills Checklist
Skills Checklist | 2. Ask the participants to complete the handout.
Flipchart 3. Once complete, ask the groups to identify the questions to
GKAOK GKS& FyagSNBR ay2¢é3
flipchart under the heading Communicatia Skills to Work Qn
4. Facilitate a discussion on how to improve these skills.
Activity The Listening | 1. Introduce The Listening Ganmga game that illustrates the 20¢ 30
Gameg importance of active and responsive listening. mins.
Cl OAf A (|2 PlayThe Listening Game
Instructions
(instruction
sheet at end of
handouts)
Presentation PP Slide #15 ¢ 1. Explain that the purpose of TheListening Gameas to have the | 5 mins.
& Discussion Listening Skills volunteers use listening skills in an almost impossible situation; it
PP Slide #16 C was designed to show how difficult listening really is.
How to 2. Review the information on PP Slide #15 ¢ Listening Skillsnd PP
Communicate Slide #16 ¢ How to Communicate at/ork.
at Work
Presentation Reinforce the fact that asking questions and good listening skills are | 5 mins.
important communication skills.
Introduce the topic of body language ¢ a very important form of
non-verbal communication.
Presentation PP Slide #17 ¢ Review PP Slide #17 ¢ Body Languageo introduce the concept of 2 mins.
Body Language| non-verbal communication.
Presentation Body, Tone, 1. Ask the group: Which of the 3 ways of communicating, (body | 20 ¢ 30
& Activity Words language tone of voice, or words) have the most influence on| mins.
Experiment the message that we communicate?
Flipchart 2. On the flipchart, write:

Body
Tone
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Method

Training Resource

Explanation

Time

Experiment
Present the idea of an experiment to the participants. For the
experiment:
1. Form a circle with your thumb and index finger.
2. Ask everyone in the class to do the same thing and hold the
circle in front of them.
3. Askif everyone is ready for the experiment.
4. Instruct the participants: Take the circle and put it on your chin
like this (Take the circle and put it on your forehead.
0 Look around the room and notice who has the circle on
their foreheadsand who has it on their chins
5. Remind the participants of what you said (to put the circle on
their ching, vs. what you did (put it on your forehead. Comment
that most people ended up with the circle on their foreheadsn
spite of the fact that you told them to put it on their chins
6. Ask: What did most people follow: the words or the body
language™iscuss.
7. Explain: Words are important, but only adong as the tone and

Words
100%
Ask the participants, through discussion, to fill in the
percentages that each of the communication methods carries.
Examples: 80% words, 10% tone of voice, and 10% body
language; or 95% words, 2% tone, and 3% body language, etc.

02Re fly3adzr3S Aa O2yaradcSyd
what happens when the words give one message and the tor
and/or body language convey a different messa@e in our
experiment

Research has indicated that when thé&énconsistency betwee
the body language, tone and words of a messalge message

of the words can be lost and the body language and/or tone y
have the greatest impact. In terms of percentages it looks lik
this (write on the flipchart):

Body 55%

Tone 38%

Words 7%
100%

If the words in a message are contradicted by the message o
tone and body language, the receiver will perceive the
contradiction. This generally results in confusion and mistrus

Therefore, it is important that body language, tone and words

communicate the same message. These forms of communicg
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Method Training Resource | Explanation Time
are relevant in both face-face contact and telephoreontact
In telephone contact, body language is absent, while tone of
voice aml words convey the message. However, you will find t
even though the customer cannot see your body language, y(
tone and words usually reflect your body language.
8. Ask the participants to provide their own examples of confusion
that may have occurred due to non-verbal communication
having been misunderstood.
0 Example: In Africa hitchhikers hold an arm straight out
front them and wave their hand (as opposed to stickin
out a thumb). When touring southern Africa, | though
that the people on the sidef the road were being
FNASYRf&@ YR 6F@Ay3d aKSH
alre glray aL ySSR I NARSE
Ask participants for other examples.
Presentation, PP Slides #18 & | 1. Review the information on PP Slides #18 & 19 ¢ Working as a 5 ¢ 10 mins.
Discussion & 19 ¢ Working as Team
Activity a Team 2. Ask participants for examples of teamwork, and if teamwork was
Flipchart a part of their workplace in their culture.
3. Ask:
0 What is involved in being part a member of a team?
Think of a team that you were dfor example: a work
team, sports team, or a team of people planning a
party/event, etc.).
o0 What are the qualities of a good team member?
4. Summarize the responses on the flipchart and facilitate a
discussion.
Presentation PP Slide #20 ¢ A | 1. Show/play PP Slide #22 ¢ A NewCanadian Worker 10¢ 15
& Discussion New Canadian (Image/Audio). Click icon to play audio. mins.
Worker 0 Note: Audio is of new Canadian speaking about how
(Image/Audio) supervisors do their job in Canada
2. Ask:
o Inyour own words, what is theorker trying to say
about workplace etiquette and Canadian valdes
3. Ask participants for questions/comments.
Activity and Hand out #5A ¢ | 1. Distribute Handout #5A ¢ BodyLanguage 10 mins.
Discussion Body Language| 2. Instruct the participants to complete the handout by filling in the
Handout #5B ¢ third column (Meaning, on their own or in groups.
Body Language| 3. After they have completed the exercise, distribute Handout #5B
¢ Answer Sheet ¢ Body Language Answer Sheetnd facilitate a discussion
based on the responses.
Presentation PP Slides #21, Review the information on PP Slides #21, 22 & 23 ¢ Important Points | 5 mins.
& Discussion 22 &23¢ to Remember
Important Ask participants for comments/questions/examples.
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Method Training Resource | Explanation Time
Points to
Remember
Presentation | ¢ Handout #6 C 1. Distribute Handout #6 ¢ Module Evaluation Fornto each 5 ¢ 10 mins.
& Activity Module participant.
Evaluation Forn| 2. Have each participant complete Handout #6, and hand them in.
e Flipchart 3. Ask the participants what they found most useful about the
module.
4. Record the responses on the flipchart.
5. Ask if anyone has any questions/discussion.
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Module 2: Workplace Culture — What to Expect —Handout #1A

Quiz: What Would You Do?

1. In many jobs, safety glasses are required. Sometimes, the safety glasses break. What would you do?

2. In a department where closed shoes are required, you see someone walking through wearing
sandals. What would you do?

3. At work, you injure your thumb. What would you do?

4. The supervisor asks you to do a job that looks dangerous. What would you do?
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Module 2: Workplace Culture —What to Expect —Handout #1B

Quiz: What Would You Do?z Answer Sheet

1. In many jobs, safety glasses are required. Sometimes, the safety glasses break. What would you do?

| would stop working and go and ask someone for more safety glalsdesiot want to hurt my
eyes.

2. In a department where closed shoes are required, you see someone walking through wearing
sandals. What would you do?

I would tell that persn that they need to change into closed shoes or | would tell my supervisor.
The person could get hurt because thaeg not wearing closed shoes.

3. At work, you injure your thumb. What would you do?
| would go to my supersor and report the injury.
4. The supervisor asks you to do a job that looks dangerous. What would you do?

| would tell my spervisor that | think that theb is too dangerous.

10
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Module 2: Workplace Culture — What to Expect — Handout #2

Canadian Values

In the first column in the table below is a list of Canadian values C a list of the values that Canadian

employers expect from their employees. Review each of these values and, if they are different from the

expectations of employers in your home country, identify how they are different.

Canadian Employer Values

Employer Values in Your Home Country

Be on time.

Be able to complete tasks on your
own or with little supervision after
you are trained.

Do your job without being told or
asked.

Offer ideas and suggestions for
improvement.

Tell your supervisor when you get
hurt on the job

Report an injury immediately.

Report when someone else is not
working safely.

Think of your workplace as a
community and yourself as a
contributing member.

11
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Module 2: Workplace Culture — What to Expect —Handout #3
# AOA 300AUd *OAT 80 3071 0U

Wdzt yQa FANRG 220 Ay [/ FYyFRFE 61&a G | F22R LINROSaaax
Wdzk yQa adzZLJSNIAA2NI 2f R KAY GKIF G KA A exkiteddzheRheg 2 dzf R 0
320 GKS OFftf GKFd KS O2dAZ R &AdF NI 2y 2SRYSaRl& Y2N
Fd cYon Ay GKS Y2NYyAyYy3IHE 2 KSy 2SRYyS&RIF& Y2NyAay3
found his department and took off his jacket, it was 6:45 am. His supervisor was angry and told him that

all employees must be on time, Juan was upset and confused because he thought he was on time.

12
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Module 2: Workplace Culture — What to Expect — Handout #4

Communication Skills Checklist
Place a checkmark under Yesor No for each statement.

Communication Skill

Yes

No

| clearly explain or show safety concerns to my supervisor.

L ale aeSa¢d 2NIYy2R Y& KSIR gKSy

| repeat back instructions to my supervisor to show that | understand.

ltellsupervia 2 NE | YR S YLIX 2udder&and addiésE tfiemlto R
repeat themselves.

| re-phrase instructions.

| keep social conversations with my co-workers for break time.

| share my ideas and suggestions in meetings.

| calmly handle problems and conflict by speaking respectfully.

| understand and follow Canadian expectations on eye contact and personal
space.

| ask the right questions to get the information | need to work safely.

13
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Module 2: Workplace Culture — What to Expect —Handout #5A

Body Language

Here are some non-verbal communications. What do you think they mean

Body Language Description Meaning

Handshake: holding another
LISNE2Y Q& KI YR

Head nod: moving the head up-
and-down.

Head shake: turning the head
side-to-side.

Frowning: wrinkling the brow.

Arms crossed: folding arms over
the lower chest.

Eye contact: looking directly at
Fy23KSNI LISNARZ2Y

14
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Module 2: Workplace Culture — What to Expect —Handout #5B

Body Language z Answer Sheet

Body Language

Description

Meaning

Handshake: holding another
LISNE2Y Q& KI YR

You are greeting someone
You are saying

GO2Yy 3IANI Gdzt I 7
You are meeting someone
for the first time

Head nod: moving the head up-
and-down

You understand
You agree
2dz I NB

5

Al 8 Ay

Head shake: turning the head
side-to-side

L 2dz R2y Qd 3N
You aresayingd y 2 €

Frowning: wrinkling the brow

You are confused
,2dz R2y Qid I+ LI
You are angry

Arms crossed: folding arms over
the lower chest

You may not agree

You feel superior

You are uncomfortable or a
little angry

You are confident

Eye contact: looking directly at

Fy23KSNJ LISNARZ2Y

You are confident

You are showing respect
You are honest

You are interested

15
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Module 2: Workplace Culture What to Expect; Handout #6

Module Evaluation
1. For each statement below, pleaseark an X in one of the boxes to indicate your

response.

Strongly Agree Not Sure Disagree Strongly
Agree Disagree

The information was
presented effectively.

The information was
practical.

The module topics were
useful.

The module wagoo short.

The module was too long.

The material was clear and
understandable.

2. On ascale of t 5, with 5 being the highest score, please indicate your overall
satisfaction with themodule.

3. Do you have any suggestions for improving thedule? If so, please list them below.

16
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The ListeningGame—-Faci | i tator’s |l nstructions

The purpose of this exercise is to illustrate how difficult it is to really listen ¢ it shows that listening is a
difficult skill to master.

Note: this should be a light-hearted, fun, learning experience. If it is not handled as such, it can be
embarrassing to those who garble the message. Be sensitive to those who may be threatened by this.
Recognize the contributions of the volunteers and have the class applaud them.

1. Ask for three volunteer to participant in a fun exercise. Tell them they will be asked to repeat a
ONAST aal ¥Sde YSaal 3aSos¢ ¢KSe IINB (2 LiXle GKS
their manager when they enter the room.

Ask the volunteers to leave the room.

2. Call one of the volunteers back into the room. Acting as the manager, seated at a desk, ask the
volunteer to sit down, and give the following instructions:

(Name of Volunteer), it is not safe to have that many staff working in the atathe same time.
Please get three staff out of the yard and back to the warehouse. They are yoqrystaftan
choose whichever staff you waittitie final decision is yourbut | would suggest Mike,
Mohammed, John, and Ernie.

By the way, some oftr@ i  FF KFa 0SSy NBLRNIAy3 (2 62N €0
of the male staffmembershave come to work with beer on their breath and have been acting
AYEFLILINRBLINRAF GSte Ay GKS OFFSOSNRI 6KSYy FSYI

S
iy Ff dSyOSR o6& Fyeée 2F (KSaS G(KAy3Ia odzi LQff f ¢

S
St
Can you get on this right away?

Note: When you give the message, speak quite quickly and do not allow yourself to be
interrupted.

3.l FTAGSNI 22dzQ@S 3 A DS yoldntKeSsupérGisaratdll tha voliinBeer tha¢ Gey T A NA& (i
FNBE 32Ay3 G2 LXIFe GKS YrylFr3aSNRa NS IyR KI @S
back into the room. Have the first volunteer/supervisor give the second volunteer the same
verbal instructions you them (without using the script).

17
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Repeat this procedure again, so the last volunteer has acted as the supervisor. Once all
volunteers have acted as supervisor, ask the third volunteer to relay the message to the group.

Unless you have a very unusual group, the message will change from person to person. Among
the changes that you might expect are:

e Confusion in the stated number three and the four names given.
e {KAFO Ay SYLKIFIa&AA FNRBY (KS adzLISNIBA &a2NRa OK?
e Shift from a safety concern to the emphasis on being late to work, having beer on the
breath and inappropriate behaviour in the cafeteria.
e ¢KS dzZNHSyOeé I o62dzi aNRIKG Fgleé¢ Yre 0SS f2aid

4. Facilitate a discussion. Ask: From your observations of what happened during the garaw, ¢ho

82dz GKAY]l LIS2LX S Oy AYLINRGS GKSANI ftAadGSyAy3a &
WKSI NRK

18



