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INCLUSIVE WORKPLACE COMMUNICATION TRAINING IN THE

PHILIPPINES

EVERY VOICE COUNTS
Practical Inclusive Communication Skills for Clearer Messages, Wider Participation,
Stronger Collaboration, and Respectful Workplace Relationships

TRAINING OVERVIE

Communication is not truly effective merely because a message was sent, a meeting was conducted, or an
instruction was given.

Communication becomes effective when the intended people can access the message, understand what it means,
express relevant questions or perspectives, and act on what is expected of them.

In many workplaces, however, communication unintentionally favors employees who:
e Speak quickly and confidently;
e Understand technical terminology;
e Are familiar with unwritten organizational practices;
e Share the same language or communication style as the sender;
o Feel comfortable challenging authority;
o Can participate easily in onsite or synchronous meetings; or
¢ Already belong to established workplace networks.

Other employees may remain silent, misunderstand instructions, receive information too late, hesitate to ask
questions, or feel excluded from discussions that affect their responsibilities.

These communication barriers do not always result from deliberate exclusion. They may come from:
e Complicated or ambiguous language;
e Unexplained acronyms and technical terms;
e Assumptions about what employees already know;
e Meetings dominated by a few participants;
¢ Information shared only through informal channels;
¢ Interruptions and dismissive responses;
e Inaccessible communication formats;
e Limited opportunities to clarify;
« Differences in language, rank, age, ability, culture, work arrangement, or communication preference; and
o Failure to verify whether the message was understood.

Every Voice Counts: Inclusive Workplace Communication Training in the Philippines equips employees,
supervisors, managers, and workplace leaders with practical skills for designing, delivering, receiving, and
improving communication so that different employees can understand, participate, and contribute meaningfully.
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Inclusive workplace communication does not mean forcing everyone to agree, avoiding difficult messages,
lowering performance standards, or giving every person unlimited speaking time. It means communicating
legitimate workplace expectations in ways that are clear, respectful, accessible, participative, and appropriate to
the audience and situation.
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Participants will learn how to:
e Recognize barriers that prevent employees from understanding or participating;
e Examine assumptions about audiences and communication preferences;
e Use clear, respectful, and work-appropriate language;
« Communicate across differences in rank, role, experience, language, and working arrangement;
e Design more inclusive meetings and group discussions;
e Encourage contributions without placing employees unnecessarily on the spot;
 Provide instructions and feedback without humiliation or exclusion;
¢ Improve email, chat, presentation, and virtual communication;
e Check understanding instead of assuming agreement;
¢ Respond constructively to misunderstanding or communication-related feedback; and
e Develop practical communication standards for their teams.

The program introduces the MSS I.N.C.L.U.D.E. Communication Guide, a practical structure for preparing and
conducting inclusive workplace communication.

Consistent with MSS Corporation’s EnterTRAINment methodology, this Inclusive Communication Training in
the Philippines minimizes lecture-heavy instruction. Participants diagnose workplace communication barriers,
redesign messages, facilitate inclusive discussions, practice difficult conversations, evaluate communication
channels, and prepare an action plan for improving communication within their teams.

Inclusive and accessible communication extends beyond word choice. It also considers channels, formats,
participation opportunities, and accessibility requirements so that information can reach and be used by different
audiences.

The program may be customized according to the client’s organizational culture, workforce profile, communication
channels, employee roles, hybrid-work arrangements, accessibility requirements, leadership expectations, code of
conduct, and actual anonymized workplace communication situations.

TRAINING GOAL

To equip participants with the awareness, communication disciplines, and practical skills needed to create clear,
respectful, accessible, and participative workplace interactions in which different employees can understand
essential information, express relevant perspectives, and contribute effectively.
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TRAINING OBJECTIVES

By the end of the program, participants should be able to:

1. Explain inclusive workplace communication in practical and behavior-based terms;

2. Differentiate inclusive communication from workplace sensitivity, general communication, political
correctness, forced agreement, and avoidance of difficult messages;

3. Recognize language, behavioral, technological, organizational, and interpersonal barriers that may prevent
employees from understanding or participating;

4. Examine assumptions about an audience’s knowledge, abilities, preferences, experiences, and
communication styles;

5. Use clear, respectful, specific, and work-appropriate language in spoken, written, and digital
communication;

6. Adapt messages and communication channels according to audience needs, context, complexity,
urgency, and accessibility;

7. Facilitate meetings and group conversations that encourage meaningful participation without sacrificing
structure, time, or decision accountability;

8. Demonstrate active listening, clarification, respectful inquiry, paraphrasing, perspective-taking, and
understanding checks;

9. Deliver instructions, feedback, corrections, and disagreement without unnecessary humiliation, exclusion,
stereotyping, or dismissiveness;

10. Respond constructively when communication is misunderstood or identified as exclusionary;

11. Apply the MSS I.N.C.L.U.D.E. Communication Guide to common workplace interactions; and

12. Prepare a 30-, 60-, or 90-day action plan for strengthening inclusive communication within the workplace.

LEARNING DOMAINS ADDRESSED

Cognitive Domain

Participants understand inclusive communication principles, workplace communication barriers, audience
analysis, accessible messaging, participation practices, communication channels, feedback, and understanding
checks.

Affective Domain
Participants strengthen openness, empathy, curiosity, patience, humility, respect for differences, willingness to
listen, and responsibility for communication impact.

Psychomotor and Behavioral Domain
Participants practice redesigning messages, facilitating inclusive discussions, asking clarifying questions, listening
actively, delivering feedback, addressing exclusionary communication, and checking understanding.
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FROM POINT A TO POINT B
Point A: Before the Training

Participants may:
¢ Assume that sending a message means communication has occurred;
¢ Use technical language without considering the audience;
¢ Give lengthy or ambiguous instructions;
e Expect employees to understand unwritten workplace practices;
e Depend heavily on informal communication networks;
e Share important information only with employees who are present;
o Allow meetings to be dominated by the most confident speakers;
e Interrupt, dismiss, or speak over quieter employees;
¢ Interpret silence as agreement or understanding;
o Ask “Do you understand?” without genuinely checking comprehension;
¢ Avoid adapting communication to different employees;
e Use one communication channel for every situation;
e Overlook accessibility and participation barriers;
o Give feedback through sarcasm, public embarrassment, or vague statements;
o Become defensive when told that a message was unclear or exclusionary;
e Treat communication preferences as signs of incompetence;
o Make decisions before relevant perspectives are heard;
« Communicate changes without explaining their impact;
e Exclude remote, field-based, contractual, or newly hired employees from communication loops; or
e Believe that inclusive communication lowers standards or slows decisions.

Point B: After the Training

Participants should be better able to:
o Define the purpose and intended outcome of a message;
o Identify who needs the information and what they need to know;
e Recognize barriers before communicating;
e Use clear, concise, respectful, and specific language;
e Explain unfamiliar terms and organizational context;
o Select appropriate channels and formats;
e Structure meetings for balanced and relevant participation;
¢ Invite quieter employees to contribute without pressuring them;
e Listen without immediately interrupting or dismissing;
e Ask questions that clarify rather than embarrass;
o Distinguish silence from genuine understanding;
e Use practical methods to verify comprehension;
o Deliver feedback and corrections professionally;
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¢ Address exclusionary communication constructively;

e Respond openly when communication needs improvement;

¢ Include remote and differently situated employees;

o Preserve legitimate standards and decision authority;

o Make better-informed decisions using relevant perspectives; and

¢ establish clearer and more inclusive team communication practices.

ORGANIZATIONAL CHALLENGES ADDRESSED

This Inclusive Employee Communication Training in the Philippines may help organizations address situations
such as:

e Employees repeatedly misunderstand instructions;

e Important information is distributed inconsistently;

¢ Messages contain excessive jargon or unexplained acronyms;

* Newly hired employees struggle with unwritten workplace practices;

¢ Meetings are dominated by a few participants;

e Junior employees hesitate to speak in front of senior leaders;

¢ Employees are interrupted, dismissed, or spoken over;

o Silence is incorrectly interpreted as agreement;

¢ Remote, field-based, or shift-based employees receive information late;

¢ Decisions are made without input from affected departments;

e Employees feel excluded from informal communication networks;

e Supervisors communicate corrective feedback through embarrassment or sarcasm;

o« Team members avoid asking questions because they fear looking incompetent;

o Employees have different levels of language proficiency;

o Virtual participants are treated as secondary to onsite participants;

e Written messages are unclear, overly long, or open to misinterpretation;

e Digital communication creates unnecessary conflict;

¢ Employees with accessibility needs encounter communication barriers;

o Changes are announced without sufficient context or opportunity for clarification;

¢ Communication depends too heavily on a single channel;

e Employees confuse inclusion with universal agreement;

e Managers struggle to balance participation with timely decision-making; or

e The organization wants to strengthen collaboration, engagement, belonging, and communication

effectiveness.

WHAT INCLUSIVE WORKPLACE COMMUNICATION MEANS

Inclusive workplace communication is the deliberate practice of designing and conducting workplace interactions
so that relevant employees can:
¢ Access essential information;
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¢ Understand the intended message;

e Ask questions safely and appropriately;

e Express useful perspectives;

o Receive respectful acknowledgment;

¢ Understand decisions and expectations; and
e Act on the information provided.

It involves more than changing a few words. Inclusive communication requires attention to:
e The audience;
e The purpose of the message;
e Language and tone;
e Communication channels;
¢ Accessibility;
o Organizational hierarchy;
e participation opportunities;
e understanding checks;
o feedback; and
o follow-through.

INCLUSIVE COMMUNICATION IS NOT FORCED AGREEMENT!

Inclusive communication does not mean:
o Allowing discussions to continue indefinitely;
e Giving every opinion equal decision-making weight;
¢ Avoiding clear instructions;
e Preventing leaders from making difficult decisions;
e Lowering performance standards;
e Avoiding corrective feedback;
¢ Removing all technical terminology;
o Agreeing with every belief or interpretation;
¢ Requiring employees to disclose private information;
e Treating every misunderstanding as discrimination;
¢ Allowing disrespectful behavior in the name of self-expression; or
e Eliminating legitimate authority and accountability.

A leader may listen to relevant perspectives and still make a decision that not everyone prefers.

The objective is not universal agreement. The objective is fair opportunity to understand, contribute where
relevant, and receive clear communication about the final decision.
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INCLUSIVE COMMUNICATION VERSUS RELATED PROGRAMS

Inclusive Workplace Communication Training
Focuses on how messages, meetings, conversations, channels, and participation practices can enable different
employees to understand and contribute.

Workplace Sensitivity Training
Focuses on recognizing how words, assumptions, jokes, habits, and behaviors may affect the dignity and comfort
of other employees.

Diversity and Inclusion Training
Addresses broader organizational practices for recognizing, including, supporting, and benefiting from employees
with different backgrounds and perspectives.

Interpersonal Communication Training
Develops foundational skills such as listening, speaking, questioning, assertiveness, feedback, and relationship-
building.

Cross-Cultural Communication Training
Focuses on communication across cultures, nationalities, languages, norms, and behavioral expectations.

Accessible Communication Training
Focuses more specifically on communication formats, technologies, content, and channels that can be used by
persons with different accessibility requirements.

Psychological Safety Training
Develops team conditions in which employees can raise questions, ideas, concerns, and mistakes without
unnecessary interpersonal punishment or humiliation.

These programs overlap but have different primary outcomes. MSS Corporation may combine or customize them
according to the organization’s needs.

COMMUNICATION DIFFERENCES ADDRESSED,

Depending on the client’s context, activities may involve differences in:
o Rank and organizational authority;
e Department or professional discipline;
¢ Technical knowledge;
¢ Educational background;
e Language proficiency;
e Communication style;
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e Introversion and extroversion;

e Age and work experience;

e Culture and geographic origin;

e Gender;

¢ Disability and accessibility requirements;

¢ Employment status;

« Onsite, remote, hybrid, field, or shift-based work;

¢ New-hire and long-tenured employee experience;

o Digital confidence;

e Customer-facing and support roles;

e Learning and information-processing preferences; and
¢ Individual boundaries and participation preferences.

The program avoids assuming that all members of a broad group communicate or behave in the same way.

THE MSS I.N.C.L.U.D.E. COMMUNICATION GUIDE

The program introduces a practical seven-stage guide for preparing and conducting inclusive workplace
communication.

| — Identify the Audience, Purpose, and Expected Outcome
Clarify:

¢ Who needs the message;

e Why they need it;

¢ What they should understand;

¢« What they should contribute; and

¢ What action or decision should follow.

Communication becomes confusing when the sender has not clarified the intended outcome.

N — Notice Assumptions and Communication Barriers
Examine possible barriers involving:

e Knowledge;

e Language;

e terminology;

e hierarchy;

e accessibility;

e technology;

e timing;

e participation;

e psychological safety; and

e previous experience.
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Do not assume that every employee possesses the same information or confidence.

C — Clarify the Essential Message
Organize communication around:

e The main point;

¢ Necessary context;

¢ Specific expectations;

e Responsibilities;

e Deadlines;

e standards;

e available support; and

e opportunities for clarification.

Separate essential information from unnecessary detail.
L — Language That Is Clear, Respectful, and Specific

Use wording that is:
¢ Understandable;

e CoONCise;
e neutral;
e accurate;

o respectful;
¢ behavior-based; and
e appropriate to the workplace.

Explain necessary technical terminology rather than eliminating it automatically.

U — Use Appropriate Channels and Accessible Formats
Select communication channels based on:

e Urgency;

o complexity;

o confidentiality;

e need for discussion;

e employee location;

¢ documentation requirements; and

e accessibility.

Important information may require more than one communication channel.

D — Draw Out Perspectives and Demonstrate Listening
Create purposeful opportunities for employees to:

e Ask questions;

o identify risks;
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e provide relevant information;
e raise operational concerns; and
o clarify how the message affects their work.

Acknowledge contributions without promising that every recommendation will be adopted.

E — Evaluate Understanding, Impact, and Follow-Through
Check:

e What employees understood;

¢ What remains unclear;

¢ Whether participation barriers remain;

o What decisions were made;

o Who is responsible for the next action; and

¢  Whether communication should be adjusted.

Inclusive communication requires feedback and improvement rather than one-time transmission.

ONE-DAY TRAINING OUTLINE
Modules and Essential Topics \ Major Activity and Participant Output

MODULE 1: WHO GETS HEARD AND
WHO GETS LEFT OUT?

1. Understanding Inclusive Workplace
Communication

* Access, understanding, participation,
acknowledgment, and action

* Inclusion without forced agreement or
reduced standards

Major Activity: Inclusive Communication
Barrier Diagnostic — Participants analyze
realistic workplace situations and determine
who may be excluded, what communication

8:00 AM-10:00 AM .. P . barrier exists, how it affects work, and what
2. Recognizing Communication Barriers
should be changed.

 Language, jargon, hierarchy, technology,
accessibility, timing, and confidence

* Formal and informal communication
barriers

Major Output: Workplace Inclusive
Communication Barrier Map

3. Assumptions and Communication
Habits

* What senders assume employees
already know
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Modules and Essential Topics \ Major Activity and Participant Output

* Silence, agreement, comprehension, and
willingness to speak

4. Power and Participation

* How rank and authority influence
communication

* Interruptions, dismissiveness,
domination, and exclusion

5. Introducing the I.N.C.L.U.D.E. Guide
* The seven stages of inclusive
communication

* Applying the guide across
communication channels

10:00 AM-10:15 AM \

MORNI

NG BREAK

10:15 AM-12:00 NN

MODULE 2: DESIGNING MESSAGES
THAT PEOPLE CAN UNDERSTAND AND
USE

1. Identifying the Audience and Purpose
* Essential audience information and
communication outcomes

» Adapting without stereotyping

2, Structuring Clear Workplace
Messages

» Context, main point, expectations,
responsibilities, deadlines, and support
*» Separating essential information from
unnecessary detail

3. Using Inclusive Workplace Language

* Clear, respectful, accurate, and behavior-
based wording

* Technical terminology, acronyms, labels,

assumptions, and tone

4. Selecting Appropriate Channels and
Formats

* Email, chat, meetings, presentations,
calls, and written instructions

Major Activity: Inclusive Message
Redesign Laboratory — Participants
redesign unclear, overly technical,
inaccessible, or exclusionary workplace
messages for different audiences and
communication channels.

Major Output: Inclusive Workplace Message
Design Guide
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Modules and Essential Topics \ Major Activity and Participant Output

» Urgency, complexity, confidentiality,
documentation, and accessibility
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5. Checking Understanding

* Questions, paraphrasing,
demonstrations, summaries, and written
confirmation

* Moving beyond “Do you understand?”

12:00 NN-1:00 PM | LUNCH BREAK

MODULE 3: MAKING CONVERSATIONS,
MEETINGS, AND FEEDBACK MORE
INCLUSIVE

1. Active and Inclusive Listening
* Listening for meaning, concern,
information, and perspective

* Paraphrasing, clarifying, and
acknowledging

2. Facilitating Inclusive Meetings

* Preparing participation methods and Major Activity: Inclusive Workplace
discussion expectations Communication Simulation — Participants
* Preventing domination, interruption, rotate through sender, recipient, facilitator,
dismissal, and side conversations and observer roles during a workplace

meeting, feedback discussion, or cross-
3. Drawing Out Relevant Perspectives |functional conversation.
* Inviting contributions without pressuring

1:00 PM-3:00 PM

or tokenizing employees Major Output: Completed I.N.C.L.U.D.E.
* Using verbal, written, individual, and Communication and Observer Feedback
small-group participation methods Record

4. Inclusive Feedback and Correction
* Specific, private, respectful, and
behavior-based feedback

* Preserving accountability without
humiliation

5. Managing Disagreement and
Misunderstanding

* Challenging ideas without attacking
people
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Modules and Essential Topics \ Major Activity and Participant Output

« Clarifying intention, impact, and expected
next steps

3:00 PM-3:15PM | AFTERNOON BREAK

MODULE 4: BUILDING INCLUSIVE
COMMUNICATION INTO DAILY WORK
SYSTEMS
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1. Inclusive Team Communication
Practices

* Meetings, announcements, handovers,
decisions, feedback, and information-
sharing

» Formal communication versus informal
communication networks

2. Communicating Across Work
Arrangements

* Onsite, remote, hybrid, field-based, and
shift-based employees

» Synchronous and asynchronous
communication

Major Activity: Inclusive Team
Communication System Lab — Participants
review a sample or actual communication
process and redesign how information will be
shared, discussed, understood, documented,
and followed through. Major Output: 30-, 60-,
or 90-Day Inclusive Workplace
Communication Action Plan

3:15 PM-5:00 PM
3. Accessibility and Communication
Support

« Alternative formats, readable materials,
captions, summaries, and appropriate
assistance

* Asking about requirements instead of
making assumptions

4. Leadership and Employee
Responsibilities

* Role-modeling, participation, clarification,
respectful correction, and follow-through

* Maintaining standards consistently
across rank and relationships

5. Sustaining Improvement
* Communication norms, feedback loops,
monitoring, and reinforcement
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Modules and Essential Topics \ Major Activity and Participant Output

* Converting training insights into
individual and team practices

Learning synthesis, commitments, evaluation,

5:00 PM PROGRAM CLOSING
and recommended next steps

MAJOR PARTICIPANT OUTPUTS

Participants are expected to complete:
1. Workplace Inclusive Communication Barrier Map;
2. Inclusive Workplace Message Design Guide;
3. LN.C.L.U.D.E. Communication and Observer Feedback Record; and
4. 30-, 60-, or 90-Day Inclusive Workplace Communication Action Plan.

TRAINING METHODS

The program follows MSS Corporation’s EnterTRAINment design standard:
o Approximately 30% concise trainer input, demonstration, facilitated discussion, and synthesis; and
e Approximately 70% participant analysis, message redesign, simulation, feedback, problem-solving,
and workplace application.

Methods may include:
o Brief facilitated discussions;
o Communication barrier diagnostics;
o Workplace scenario analysis;
¢ Individual reflection;
e Message-redesign exercises;
e Meeting and conversation simulations;
¢ Role rotation;
e Observer-guided feedback;
e Channel-selection challenges;
e Workplace-process redesign; and
e Action planning.

Participants are not required to disclose private identities, personal experiences, medical information, or sensitive
workplace incidents during the program.
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TARGET PARTICIPANTS

This Inclusive Workplace Communication Training in the Philippines is recommended for:
¢ Rank-and-file employees;
e Supervisors and team leaders;
¢ Middle and senior managers;
o Department and functional heads;
e Human resource personnel;
e Learning and development professionals;
e Organizational development practitioners;
o Employee-relations personnel;
o Diversity and inclusion advocates;
¢ Internal communication teams;
e Administrative personnel;
e Customer-facing employees;
e Sales and service teams;
e Technical and operations personnel;
e Project and cross-functional teams;
¢ Remote and hybrid teams;
¢ Newly hired employees;
¢ Internal trainers and facilitators; and
e Employees expected to communicate with diverse internal or external stakeholders.

A separate leadership version may be developed for managers who must facilitate participation, communicate
difficult decisions, provide feedback, manage disagreement, and establish inclusive team communication systems.

RECOMMENDED NUMBER OF PARTICIPANTS

A class size of approximately 15 to 25 participants is recommended for meaningful discussion, communication
practice, observation, feedback, and workplace application.

Larger groups may be accommodated through adjusted breakout structures, digital response tools, additional
facilitators, or revised simulation arrangements.

DELIVERY OPTIONS

The program may be delivered through:
o Face-to-face in-house training;
e Live virtual instructor-led training;
e Hybrid training;
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e Public seminar;

o Employee orientation;

e Leadership development program;

¢ Communication-skills curriculum;

¢ Diversity and inclusion initiative;

e Culture and values intervention;

e Hybrid-work effectiveness program; or

e Customized training-and-consultancy engagement.

AVAILABLE PROGRAM FORMATS

Half-Day Inclusive Communication Orientation
Recommended for building essential awareness, introducing inclusive communication practices, and establishing
shared workplace expectations.

The half-day version contains exactly two modules and prioritizes essential awareness and practical
communication behaviors.

One-Day Inclusive Workplace Communication Training
Recommended for comprehensive communication-barrier analysis, message redesign, conversation practice,
meeting facilitation, and workplace action planning.

Two-Day Inclusive Communication Workshop
Recommended when the client requires:

¢ More extensive communication scenarios;

¢ Repeated message-design exercises;

e Detailed meeting-facilitation practice;

e Manager-specific applications;

e Accessible communication planning;

e Cross-cultural and multigenerational cases;

¢ Digital and hybrid communication practice; and

¢ Individualized facilitator feedback.

Separate Employee and Leadership Sessions
The employee version focuses on respectful language, listening, participation, clarification, peer communication,
and shared responsibility.

The leadership version focuses on audience analysis, meeting facilitation, communication accessibility, difficult
messages, feedback, decision communication, and team communication systems.
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Inclusive Communication Learning Journey
May include:

e Pre-training communication assessment;

¢ Employee interviews or focus groups;

e Core communication workshop;

e Leadership workshop;

e Workplace communication audit;

e Team communication standards;

o follow-through learning sessions;

e communication coaching;

¢ reinforcement materials; and

e post-program application review.

CUSTOMIZATION OPTIONS

This Training on Inclusive Workplace Communication in the Philippines may be customized using:
¢ Organizational mission and values;
e Code of conduct;
¢ communication policies;
¢ employee handbook;
e internal communication channels;
e meeting practices;
e hybrid-work arrangements;
e accessibility guidelines;
¢ leadership competencies;
¢ employee demographics;
e language requirements;
e customer and stakeholder profiles;
e actual anonymized messages;
¢ workplace communication incidents;
 employee survey findings;
e team communication challenges;
e change-management requirements; and
e industry-specific situations.

Confidential workplace information should be anonymized and shared only with appropriate authorization.

SAMPLE WORKPLACE SITUATIONS

Activities may be customized around situations such as:
¢ A technical department sends instructions that other employees cannot understand;
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e A supervisor assumes silence means agreement;

¢ A meeting is repeatedly dominated by senior or highly vocal participants;

¢ Remote employees receive decisions only after onsite discussions conclude;

* Newly hired employees do not understand internal acronyms;

¢ An employee is interrupted every time they attempt to contribute;

e A manager asks for questions but responds dismissively when someone speaks;

e Important updates are shared only through informal group chats;

o Field employees receive announcements too late;

e A virtual participant cannot follow an onsite presentation;

e Ateam uses a single format that creates accessibility barriers;

o Feedback is delivered publicly and causes unnecessary humiliation;

e A cross-functional team uses conflicting professional terminology;

o Employees hesitate to clarify instructions because they fear appearing incompetent;

¢ A change announcement explains what will happen but not how employees will be affected,;
e« A manager seeks participation but does not explain who makes the final decision;

¢ An employee’s suggestion is ignored and later accepted when repeated by someone more senior; or
o A team must redesign its meeting and information-sharing practices.

PHILIPPINE WORKPLACE AND LEGAL CONTEXT]

Inclusive communication training supports respectful and accessible workplace practices, but it is not a substitute
for legal compliance or case-specific advice.

The Philippine Safe Spaces Act covers specified forms of gender-based sexual harassment in workplaces and
online spaces and establishes preventive and responsive responsibilities for employers and employees.

Philippine laws also provide employment protections concerning disability and age. The Magna Carta for Persons
with Disability, as amended, supports equal employment opportunities for qualified persons with disabilities, while
the Anti-Age Discrimination in Employment Act prohibits specified discriminatory employment practices based on
age.

Whether a specific workplace incident constitutes harassment, discrimination, misconduct, or another legal
violation depends on the facts, applicable laws, organizational policies, and proper professional assessment.

PROFESSIONAL BOUNDARIES

This program develops communication capability. It does not replace:
e Legal advice;
¢ Formal accessibility assessment;
e Policy development;
o Workplace investigation;
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¢ Administrative due process;

e employee-relations case management;

e psychological counseling;

e conflict mediation requiring a neutral professional; or

e specialized language, sign-language, or assistive-technology services.

Training facilitators should not determine guilt, liability, disability status, or appropriate disciplinary sanctions
during the workshop.

FREQUENTLY ASKED QUESTIONS

What is Inclusive Workplace Communication Training in the Philippines?

Inclusive Workplace Communication Training in the Philippines is an employee development program that
teaches participants how to make workplace messages, conversations, meetings, and communication channels
clearer, more respectful, accessible, and participative.

It helps ensure that relevant employees can understand essential information, ask questions, contribute
appropriate perspectives, and act on workplace expectations.

What is included in Training on Inclusive Workplace Communication in the Philippines?
The program may cover:

o Communication barriers;

e audience analysis;

e clear and respectful language;

¢ inclusive meetings;

e active listening;

e understanding checks;

o written and digital communication;

« feedback and correction;

e communication across rank and departments;

e hybrid and remote communication;

e accessibility;

o disagreement and misunderstanding; and

¢ team communication standards.

What is the difference between inclusive communication and workplace sensitivity?
Workplace sensitivity focuses on recognizing how assumptions, comments, jokes, and behaviors may affect other
people.

Inclusive communication focuses more specifically on how messages and communication processes are designed
so different employees can access information, understand expectations, participate meaningfully, and contribute.
The two programs are complementary but not identical.
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Is inclusive communication the same as political correctness?
No.
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Inclusive communication is not simply replacing particular words or avoiding difficult topics. It involves
communicating clearly, respectfully, accurately, and appropriately so that people can understand and participate.
It preserves legitimate workplace expectations, accountability, disagreement, and decision authority.

Does inclusive communication require managers to accept every suggestion?
No.

Managers should create appropriate opportunities for relevant perspectives to be heard. They remain responsible
for evaluating information, making decisions, and communicating the final direction.

Listening does not require adopting every recommendation.

Does inclusive communication lower performance standards?
No.

Clearer expectations, understanding checks, appropriate communication channels, and respectful feedback can
help employees understand and meet legitimate standards more effectively.

What is Inclusive Employee Communication Training in the Philippines?

Inclusive Employee Communication Training in the Philippines develops employees’ practical ability to listen,
clarify, communicate respectfully, participate appropriately, and share information with colleagues who have
different roles, backgrounds, knowledge levels, and communication needs.

Who should attend Training on Inclusive Employee Communication in the Philippines?

The program is suitable for employees at all levels, including rank-and-file personnel, supervisors, managers,
administrative employees, technical teams, service personnel, HR professionals, internal communicators, and
cross-functional project teams.

Does the program include inclusive language?
Yes.

Participants learn to use clear, specific, respectful, and work-relevant language. However, the program goes
beyond word choice by addressing meetings, channels, accessibility, participation, listening, feedback, and
understanding.

Can managers still communicate corrective feedback?
Yes.
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Managers remain responsible for correcting performance and behavior. Inclusive communication helps them
communicate the required standard, describe observable gaps, explain the impact, listen to relevant information,
and establish clear next steps without unnecessary humiliation or stereotyping.
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How can meetings become more inclusive without becoming longer?
Meetings may use:
e Clear agendas;
e advance questions;
e structured participation;
o time limits;
e written input;
e small-group discussion;
e round-robin responses;
e anonymous digital tools;
e concise summaries; and
o defined decision rules.

Inclusion should improve the quality of participation, not eliminate structure.

Can the training cover remote and hybrid communication?
Yes.

The program may address virtual meeting participation, asynchronous updates, chat practices, documentation,
time differences, accessible materials, and equitable information-sharing between onsite and remote employees.

Does the program address employees with disabilities?
The program may introduce practical principles for accessible communication and appropriate ways to clarify
individual communication requirements.

A specialized accessibility audit or technical program may still be needed for detailed compliance, assistive
technology, or digital accessibility requirements.

Can the training use our actual workplace messages?
Yes.

MSS Corporation may use anonymized and authorized emails, announcements, instructions, meeting situations,
and communication processes as workshop cases.

Is one day enough for Inclusive Communication Training?
One day is sufficient for developing essential awareness, practicing key communication skills, redesigning
messages, conducting simulations, and preparing an action plan.
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A two-day workshop or longer intervention is recommended when the organization requires extensive practice,
communication audits, policy integration, leadership applications, or post-training follow-through.
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Can this training be delivered virtually?
Yes.

Virtual delivery may use digital polls, message-redesign exercises, breakout-room simulations, collaborative
documents, chat analysis, and online action-planning tools.

How can inclusive communication be measured?
Possible measures include:

o Employee understanding of important messages;

e reduction in recurring communication errors;

e participation patterns during meetings;

« employee confidence in asking questions;

¢ communication accessibility;

o timeliness and consistency of information;

e quality of managerial feedback;

¢ inclusion of remote and field employees;

¢ cross-functional coordination;

« employee pulse-survey results; and

e application of agreed communication standards.

RELATED MSS CORPORATION TRAINING PROGRAMS

Organizations considering this program may also explore:
o Workplace Sensitivity Training in the Philippines;
e Professional Workplace Communication Training;
¢ Interpersonal Communication Skills Training;
e Diversity, Equity, Inclusion, and Belonging Training;
o Gender Sensitivity Training;
e Cross-Cultural Communication Training;
e Managing a Multigenerational Workforce;
o Disability Sensitivity and Inclusion Training;
e Psychological Safety Training;
e Active Listening Training;
e Giving and Receiving Feedback Training;
o Difficult Conversations Training;
o Assertive Communication Training;
e Business Writing Training;
e Virtual and Hybrid Communication Training;
o Conflict Management and Resolution;
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e Emotional Intelligence Training; and
e Leadership Communication Training.

WHY CHOOSE MSS CORPORATION FOR INCLUSIVE WORKPLACE COMMUNICATION TRAINING

IN THE PHILIPPINES?

Communication-Focused Rather Than Merely Awareness-Focused
The program develops practical skills for messages, conversations, meetings, feedback, channels, accessibility,
participation, and understanding.

Clear Distinction from Workplace Sensitivity Training
Participants learn that sensitivity concerns awareness and interpersonal impact, while inclusive communication
concerns how information and participation are intentionally structured.

Practical and Application-Centered
Participants diagnose barriers, redesign messages, simulate conversations, evaluate communication processes,
and develop workplace action plans.

Inclusion Without Sacrificing Accountability
The program preserves legitimatee standards, leadership authority, corrective feedback, timely decisions, and
employee responsibility.

Customized to Workplace Realities
Activities may use the client’s roles, terminology, communication channels, team arrangements, workplace
messages, and actual anonymized challenges.

Appropriate for Different Employee Levels
The program may be delivered organization-wide or customized separately for employees, supervisors, managers,
and internal communication professionals.

Safe and Structured Learning Environment
Participants are not required to disclose private identities or sensitive experiences publicly. Realistic scenarios
allow difficult communication situations to be practiced responsibly.

EnterTRAINment Methodology
MSS Corporation combines substantive learning with engaging facilitation, relatable situations, practical exercises,
behavioral practice, reflection, and concrete outputs.

Training and Consultancy Capability
MSS Corporation may support clients through communication training, leadership alignment, communication
audits, employee communication standards, culture interventions, and reinforcement programs.



MSS SUCCESS SPACES
Units 2K~2L, 2nd Floor E.C. Valle Commercial Center M.L.
Quezon Avenue Brgy. San Isidro, Angono, Rizal

™
M-S

MAKING STRONG SUCCESS

(02) 7255 5568
0995 846 2495 0917 123 1017

info@msscorporation.com.ph

®@0e06 ©

www.MSSCorporation.com.ph

CALL TO ACTION

Create a Workplace Where Important Messages Reach—and Include—the Right People

Help your employees communicate more clearly, listen more openly, facilitate better participation, prevent
avoidable misunderstandings, and include relevant perspectives without sacrificing standards, accountability, or
timely decision-making.

Partner with MSS Corporation for a customized:
¢ Inclusive Workplace Communication Training in the Philippines
e Training on Inclusive Workplace Communication in the Philippines
e Inclusive Communication Training in the Philippines
e Training on Inclusive Communication in the Philippines
¢ Inclusive Employee Communication Training in the Philippines
e Training on Inclusive Employee Communication in the Philippines

designed around your employees, communication systems, workplace realities, and organizational culture.

With MSS, We Make Strong Success.



