HOW TO USE THIS BOOK

: A Toolkit provides a step-by-step coaching process which has been developed by
Cilveira and used with successful outcomes. If you have tried traditional ways of

r and they have not worked, this is 3 new way. Itwill challenge you to lookat

ce situztions from a cultural lens. Results, of course, will vary based on your

r ckills and the motivation level of your learner. However, if you follow the steps
plete the coaching exercises for yourself and provide the learner with the attached
2z, you will be well onyour way to making =z significant impact on your staff’s work
ance.

ou begin the coaching process, it is vital that you take an inventory of your own
and readiness to take on the responsibility. The sppreach discussed means
outside the box; if that makes you uncomfortable than it might be better to hand
ecs over to another member of the organization or contact Diversity at Work for
cistance. Let's face it, the coaching process that [ outline in a few of the workplace
s takes a few hours. You may not have thar kind of time. However, just remember
: effort you both put in now, will have longlasting benefits.

rou decide that you do notwant to be a coach, do take the time to read the book. By
. you will most certainly become more aware of how a new immigrant may
 workplace situstions and the unique obstacles they face

guiding new immigrants, the exercises and process can apply to other employees
= those with little work experience or who have been away from the labour force
ile and need a refresher.

k i intended to share internally. Feel free to uplead it to your intranet. Just
er, if your organization would like to use the material with outside clients, plesse
zbout licensing fees. It's the lawful and respectful thing to do. Please and thank

| in this package isa 20-minute telephone consultation if you need some more help
iching. The bonus is specifically related to dealing with meetings. Telephone

tions are available by appointment. The offer expires within & months of

ing the book This is your incentive to get started right away!

you in advance for respecting my intellectual property. Moreover, supporting a

=iness.

Cilveira, President, Diversity at Work

Scenario 1
EMPLOYEE DOES NOT PARTICIPATEIN MEETINGS.

As a2 meeting chair, you recognize the importance of involving staff and seeking their i
into decision-mzking However, you notice in particular your new immigrant employe
does not express their opinions or offer suggestions even when prompted.

All emplovees need time to adjust to 2 new environment, and this is especially true wi
comes to new immigrants. Itis unreasonable to expect them to respond right away in
meeting. What zbout in one month's time? Depending on their role in the organizatios

meeting participation may be an integral part of their job description.
When an employee does not contribute to the meeting, this could be happening for so

reacons
POSSIBLE EXPLANATIONS:

* The employee does not know the expected behaviour.

* The employee may be self-conscious of their pronuncistion or grammar and
spezking in front of a group will only exacerbate the problem.

*  The employee is accustomed to attending more informational /directional type
meetings in their country of origin where the boss speaks for the full meeting =
staff listens.

* The employee does not agree with the Chair's viewpoints and is uncomfortable
expressing a dissenting opinion for fear the bosswill see them a= confrontation
trying to steal their power.

* The employee feels comments that are different or are new or questioning coul

come across a5 undermining their leadership.

VALUES /FOINTS TO EMPHASIZE:

* Employvee input is valusble

* Noone is perfect and English grammar and pronunciation are difficult.

* Learning new ways of doing things takes time.

* Participating in mestings shows teamwork, interest, and engagement.

* Well-managed meetings can save time and improve communication.

¢+ Sharing your expertise is an opportunity to increase your visibility and impart
knowledge

*+ Differences ofopinion are welcome and can spark creativity and innovation.




