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WORKPLACE SENSITIVITY TRAINING IN THE PHILIPPINES

RESPECT IN EVERY INTERACTION
Practical Sensitivity and Inclusive Workplace Communication Skills for Building
Respectful, Professional, and Collaborative Teams
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TRAINING OVERVIE

Every employee deserves to work in an environment where people are treated with dignity, professionalism, and
respect.

However, workplace insensitivity does not always appear as openly hostile or intentionally discriminatory behavior.
It may be expressed through careless jokes, inappropriate comments, assumptions about another person’s
abilities, repeated mispronunciation of names, insensitive questions, exclusion from conversations, stereotypes,
intrusive personal remarks, dismissive reactions, inconsiderate communication, or the continued use of words and
behaviors after someone has already expressed discomfort.

Some employees may insist:

“I was only joking.”

¢ “That was not my intention.”

¢ “Everyone here talks that way.”

e “That person is too sensitive.”

e “l did not know it was offensive.”

o “We have always done it this way.”

Intent matters, but it does not erase impact.

Employees may unintentionally cause discomfort, embarrassment, exclusion, or disrespect because they
communicate based only on their own experiences and assumptions. They may also avoid interacting with people
who are different from them because they are afraid of saying the wrong thing. Neither extreme creates an
inclusive workplace.

Workplace sensitivity is not about walking on eggshells, avoiding honest conversations, agreeing with everyone, or
becoming overly cautious. It is the ability to recognize that employees have different backgrounds, identities,
experiences, communication preferences, responsibilities, abilities, beliefs, and personal boundaries—and to
communicate in ways that preserve dignity while accomplishing legitimate workplace objectives.

Respect in Every Interaction: Workplace Sensitivity Training in the Philippines equips employees,
supervisors, managers, and workplace leaders with the awareness, communication skills, and practical behaviors
required to work respectfully with different people.
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Participants learn how to:

e Recognize insensitive, exclusionary, or disrespectful workplace behavior;

e Examine assumptions and unconscious tendencies;

o Distinguish intention from impact;

e Use inclusive and professional language;

o Listen without immediately judging or becoming defensive;

o Communicate across differences;

e Respond when someone expresses discomfort;

o Correct inappropriate comments or behavior;

e Apologize and repair strained interactions;

e Speak up when they witness disrespect;

¢ Know when a concern should be addressed directly or reported through appropriate organizational
channels; and

o Contribute to a workplace culture in which people can collaborate without sacrificing dignity or
professionalism.

The Philippine Safe Spaces Act covers gender-based sexual harassment in workplaces, including certain
unwelcome verbal, physical, and technology-enabled conduct. It recognizes that workplace harassment may also
occur between peers and assigns preventive and responsive duties to employers, employees, and co-workers.

Philippine law also prohibits specified forms of workplace discrimination. The Magna Carta for Persons with
Disability prohibits discrimination against qualified persons with disabilities in employment matters such as hiring,
promotion, compensation, training, and other employment conditions. The Anti-Age Discrimination in Employment
Act promotes employment decisions based on abilities, knowledge, skills, and qualifications rather than arbitrary
age limitations.

This program is not limited to legal compliance. It focuses on the everyday communication choices that influence
whether employees feel respected, heard, included, and able to contribute.

Consistent with MSS Corporation’s EnterTRAINment methodology, this Sensitivity Training in the Philippines
is practical rather than lecture-heavy. Participants analyze realistic workplace situations, identify the possible
impact of words and behaviors, rewrite insensitive communication, practice respectful responses, participate in
communication simulations, and prepare concrete workplace commitments.

The program may be customized according to the client’s workplace culture, code of conduct, organizational
values, employee demographics, communication challenges, diversity priorities, anti-harassment policy, grievance
procedures, and actual anonymized workplace situations.
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TRAINING GOAL

To equip participants with the awareness, attitudes, communication skills, and practical behaviors needed to
interact respectfully with different co-workers, prevent avoidable harm or exclusion, respond constructively to
sensitive workplace situations, and contribute to a more inclusive and professional organizational culture.

TRAINING OBJECTIVES

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

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

2. Differentiate legitimate workplace correction, disagreement, and performance feedback from insensitive,
disrespectful, exclusionary, discriminatory, or harassing conduct;

3. Recognize how personal assumptions, stereotypes, habits, social norms, and power differences may
influence workplace communication;

4. Distinguish a person’s intention from the actual or possible impact of their words and behavior;

5. Identify potentially insensitive communication involving age, gender, disability, appearance, language,
culture, religion, educational background, socioeconomic background, family circumstances, work
arrangement, role, rank, and other individual differences;

6. Use respectful, inclusive, accurate, and work-appropriate language during face-to-face, written, virtual, and
group communication;

7. Demonstrate active listening, clarification, empathy, respectful inquiry, and perspective-taking during
sensitive conversations;

8. Respond constructively when informed that a comment or behavior caused discomfort or offense;

9. Intervene appropriately when witnessing insensitive, exclusionary, disrespectful, or potentially harmful
workplace behavior;

10. Apply the MSS R.E.S.P.E.C.T. Inclusive Communication Guide to actual workplace interactions;

11. Determine when a concern may be handled through direct communication and when it should be referred
or reported through organizational procedures; and

12. Prepare a personal action plan for contributing to a respectful and inclusive workplace.

LEARNING DOMAINS ADDRESSED

Cognitive Domain
Participants understand workplace sensitivity, inclusion, bias, stereotypes, intention and impact, respectful
communication, workplace boundaries, intervention choices, and organizational escalation processes.

Affective Domain
Participants strengthen empathy, openness, humility, curiosity, fairness, respect for differences, willingness to
receive feedback, and personal responsibility for the impact of their behavior.
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Psychomotor and Behavioral Domain

Participants practice listening, asking respectful questions, reframing insensitive statements, correcting
inappropriate communication, responding to feedback, intervening as co-workers, and repairing workplace
interactions.

FROM POINT A TO POINT B
Point A: Before the Training

Participants may:
+ Believe that good intentions excuse insensitive behavior;
e Describe offended co-workers as overly sensitive;
o Use jokes, nicknames, labels, or comments without considering their effect;
¢ Make assumptions based on age, gender, appearance, disability, accent, education, role, or background;
e Ask intrusive personal questions;
e Continue behavior after someone has expressed discomfort;
e Exclude employees from conversations, meetings, or opportunities without noticing;
e Interrupt, dismiss, or speak over certain co-workers;
¢ Use language that unintentionally stereotypes or diminishes others;
« Avoid employees who are different because they fear making mistakes;
e Become defensive when corrected;
o Offer explanations instead of acknowledging impact;
e Stay silent when witnessing disrespect;
e Correct others aggressively and create further conflict;
o Confuse sensitivity with agreement or special treatment;
o Fail to recognize the effect of rank and authority on communication;
o Treat online messages and group chats as informal spaces without professional boundaries; or
e Be unsure when to speak directly, seek assistance, document an incident, or report a concern.

Point B: After the Training

Participants should be better able to:
¢ Consider both intention and impact;
e Recognize potentially insensitive or exclusionary communication;
e Question their own assumptions before judging others;
e Use respectful and accurate workplace language;
e Ask rather than presume;
¢ Communicate curiosity without becoming intrusive;
e Listen when another person describes their experience;
e Receive correction without immediately becoming defensive;
o Clarify misunderstandings respectfully;
¢ Apologize without minimizing the other person’s concern;
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o Adjust behavior after receiving feedback;

e Correct inappropriate workplace communication constructively;

¢ Support co-workers who experience disrespect;

e Intervene according to the seriousness and circumstances of the situation;
o Protect professional boundaries in face-to-face and digital communication;
o Distinguish interpersonal discomfort from concerns requiring formal action;
e Follow organizational policies and reporting procedures; and

e contribute actively to a more respectful and inclusive workplace.

ORGANIZATIONAL CHALLENGES ADDRESSED

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

¢ Employees make inappropriate jokes or personal comments;

o Co-workers repeatedly tease another employee despite visible discomfort;

¢ Nicknames are used without the person’s consent;

¢ Employees make assumptions based on age, gender, appearance, accent, disability, religion, educational
attainment, or background;

o Workplace humor becomes offensive, humiliating, or exclusionary;

¢ Employees dismiss concerns by saying the person is too sensitive;

¢ Some employees dominate discussions while others are consistently interrupted;

e Certain team members are left out of meetings, group chats, decisions, or informal networks;

o« Employees use inconsiderate language when discussing disability, health, pregnancy, family
responsibilities, or personal circumstances;

¢ Co-workers ask intrusive questions that are unrelated to work;

o Employees do not know how to interact respectfully with colleagues who are different from them;

e Managers unintentionally favor employees who think, speak, or behave like them;

e« Workplace disagreements become personal;

e Feedback is expressed through insults, sarcasm, or public embarrassment;

o Employees become defensive when told that their words caused discomfort;

e Bystanders do not know how to respond when they witness insensitive behavior;

¢ Online communication creates misunderstandings, exclusion, or disrespect;

o Workplace policies exist but employees do not understand their behavioral responsibilities;

¢ Teams need shared expectations for inclusive communication; or

e The organization wants to strengthen respect, professionalism, belonging, and collaboration.

WHAT WORKPLACE SENSITIVITY MEANS

Workplace sensitivity is the ability and willingness to recognize how another person’s background, circumstances,
identity, experiences, needs, and boundaries may affect workplace interaction.
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It involves:
o Awareness without stereotyping;
e Curiosity without intrusion;
e Respect without forced agreement;
¢ Inclusion without lowering legitimate standards;
e« Empathy without making assumptions;
¢ Communication without humiliation;
o Correction without hostility;
e Accountability without unnecessary defensiveness; and
e Professionalism across differences.

A sensitive employee does not need to know everything about every group or individual. The employee must be
willing to listen, clarify, learn, and adjust when necessary.

SENSITIVITY IS NOT THE SAME AS WALKING ON EGGSHELLS

Workplace sensitivity does not mean:
¢ Avoiding all disagreement;
e Preventing employees from expressing professional opinions;
o Agreeing with every personal belief;
e Ignoring poor performance;
e Avoiding corrective feedback;
e Lowering workplace standards;
e Treating all discomfort as harassment;
¢ Assuming that every mistake was intentional;
e Publicly shaming employees who make mistakes;
o Expecting employees never to ask questions; or
e Replacing organizational policies and due process with personal accusations.

Employees may disagree, correct errors, enforce standards, make decisions, and address performance concerns
while still communicating respectfully.

INTENTION, IMPACT, PATTERN, AND RESPONSIBILIT

Four considerations help employees evaluate a sensitive workplace situation.

Intention
What did the speaker or actor mean to communicate or accomplish?
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Impact
How did the words or behavior affect the recipient, the team, the working relationship, or the workplace
environment?

Pattern
Was the behavior isolated, repeated, persistent, escalating, or already raised previously?

Responsibility

What should the person do after learning about the impact?

Positive intention may explain behavior, but it does not automatically remove responsibility. A professional
response involves listening, understanding, correcting, and preventing repetition.

DIFFERENCES ADDRESSED BY INCLUSIVE WORKPLACE COMMUNICATION

Depending on the client’s needs, examples and discussions may involve differences in:
e Age and generation;
e Gender and gender expression;
e Sexual orientation;
¢ Disability and accessibility needs;
e Physical appearance;
e Health circumstances;
e Pregnancy and family responsibilities;
e Culture and ethnicity;
o Nationality;
e Religion or belief;
¢ Language, accent, and communication style;
e Educational background;
e Economic or social background;
o Geographic origin;
e Job level and employment status;
o Department and professional discipline;
o Work experience and tenure;
e Personality and interpersonal style;
e Remote, hybrid, field-based, and onsite work arrangements; and
¢ Individual preferences and personal boundaries.

The program avoids reducing employees to labels. Participants are reminded that people belonging to the same
broad group may still have very different experiences, preferences, and communication needs.
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WORKPLACE SENSITIVITY VERSUS RELATED PROGRAMS

Workplace Sensitivity Training
Develops awareness of how words, assumptions, habits, and behaviors may affect other employees and teaches
practical ways to communicate with greater respect.

Diversity and Inclusion Training
Addresses how organizations recognize, include, support, and benefit from employees with different backgrounds,
experiences, identities, and perspectives.

Gender Sensitivity Training
Focuses more specifically on gender roles, gender-based assumptions, equality, gender-responsive behavior, and
related organizational concerns.

Anti-Sexual Harassment Training
Focuses on prohibited conduct, preventive responsibilities, workplace policies, reporting, investigation, protection,
and legal or administrative consequences.

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

Professional Workplace Communication Training
Develops broader skills in listening, speaking, writing, feedback, collaboration, and conflict management.

These programs overlap but do not have identical scopes. MSS Corporation may customize or combine them
according to the organization’s actual needs.

THE MSS R.E.S.P.E.C.T. INCLUSIVE COMMUNICATION GUIDE

The program introduces the MSS R.E.S.P.E.C.T. Inclusive Communication Guide for preventing and addressing
sensitive workplace communication.

R — Recognize the Person, Context, and Possible Impact
Pause before speaking or reacting. Consider the situation, relationship, audience, setting, authority difference, and
possible effect of the communication.

E — Examine Assumptions
Ask whether the conclusion is based on verified information or an assumption influenced by stereotypes, habits,
personal experience, or incomplete understanding.
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S — Seek Understanding
Listen actively, ask respectful questions, clarify preferences, and allow the other person to explain without being
immediately contradicted.

P — Phrase the Message Professionally
Use specific, neutral, accurate, and work-relevant language. Avoid unnecessary labels, ridicule, intrusive
comments, stereotypes, and public embarrassment.

E — Engage with Empathy and Openness
Acknowledge another person’s perspective even when experiences or interpretations differ. Empathy does not
always require agreement.

C — Correct, Clarify, and Repair
When a comment or behavior causes harm, acknowledge it, clarify without making excuses, apologize when
appropriate, and change the behavior.

T — Take Responsible Action
Follow through, support affected co-workers, address repeated behavior, document when required, and use the
proper organizational reporting or escalation process.

ONE-DAY TRAINING OUTLINE

Modules and Essential Topics \ Major Activity and Participant Output

MODULE 1: SEEING BEYOND
INTENTION—UNDERSTANDING
WORKPLACE SENSITIVITY

1. Workplace Sensitivity and Inclusion

* Respect, dignity, belonging, fairness, and
professionalism

* Sensitivity without stereotyping or

8:00 AM-10:00 AM unnecessary avoidance

Major Activity: Workplace Sensitivity
Situation Lab — Teams analyze realistic
workplace scenarios, identify the behavior,
possible intention, actual or potential impact,
relevant assumptions, seriousness, and
appropriate response. Major Output:
Workplace Sensitivity Risk and Response
Map

2. Intention and Impact

* Why good intentions may still produce
harmful effects

* Intention, impact, pattern, power, and
responsibility

3. Assumptions, Bias, and Stereotypes
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Modules and Essential Topics \ Major Activity and Participant Output

* How automatic judgments influence
communication

« Difference between individual information
and group assumptions
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4. Recognizing Insensitive Workplace
Behavior

» Jokes, labels, comments, exclusion,
dismissiveness, and intrusive questions

* Face-to-face, meeting, written, and digital
behavior

5. Sensitivity, Disrespect, Harassment,
and Discrimination

* Important behavioral distinctions

* When organizational policies and formal
processes may apply

10:00 AM-10:15 AM || MORNING BREAK

MODULE 2: WORDS THAT INCLUDE—
PRACTICING RESPECTFUL
WORKPLACE COMMUNICATION

1. Listening Before Concluding

* Listening for meaning, experience,
concern, and preference

* Clarifying rather than immediately Major Activity: Rewrite, Reframe, and
correcting Reconnect Communication Workshop —
Participants transform insensitive,

2. Respectful and Inclusive Language ambiguous, stereotypical, or exclusionary
10:15 AM-12:00 NN * Person-centered, accurate, neutral, and |messages into respectful and inclusive

work-relevant wording communication while preserving the
* Avoiding labels, stereotypes, ridicule, and||legitimate business message. Major
unnecessary personal references Output: Inclusive Workplace

Communication Phrase and Practice Guide
3. Humor, Teasing, Compliments, and
Personal Questions

» Consent, familiarity, repetition, setting,
and power differences

* Recognizing when friendliness becomes
uncomfortable or inappropriate
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Modules and Essential Topics \ Major Activity and Participant Output

4. Inclusive Meetings and Team
Conversations

* Preventing interruption, dismissal,
domination, and exclusion

* Inviting contribution without putting
employees on the spot
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5. Written and Digital Communication

* Email, chat, social media, group
messages, emojis, photos, and forwarded
content

* Applying professional standards across
communication channels

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

MODULE 3: RESPONDING WITHOUT
ESCALATING—HANDLING SENSITIVE
WORKPLACE MOMENTS

1. Receiving Sensitivity-Related
Feedback

* Listening without immediate denial,
argument, or counterattack

* Separating correction of behavior from

condemnation of character Major Activity: Sensitive Workplace

Conversation Simulation — Participants
rotate through employee, co-worker,
manager, and observer roles to practice
receiving feedback, correcting inappropriate
communication, supporting an affected
employee, and repairing a strained
interaction. Major Output: Completed
R.E.S.P.E.C.T. Conversation and Observer
Feedback Record

2. Acknowledging Impact and Repairing
Interaction

1:00 PM-3:00 PM « Effective acknowledgment, clarification,
apology, and behavior change

* Avoiding conditional apologies and
explanations that minimize impact

3. Addressing Insensitive Behavior
Directly

* Describing observable behavior and its
effect

* Requesting a specific and reasonable
change

4. Responding as a Witness or
Bystander
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Modules and Essential Topics \

Major Activity and Participant Output

* Interrupting, redirecting, checking in,
documenting, supporting, and reporting
* Choosing a response based on safety,
seriousness, and authority

5. Applying the R.E.S.P.E.C.T. Guide

* From recognition and examination to
corrective action

* Maintaining dignity while addressing the
concern

3:00 PM-3:15 PM

AFTERNOON BREAK

3:15 PM-5:00 PM

MODULE 4: FROM INDIVIDUAL
AWARENESS TO AN INCLUSIVE
WORKPLACE CULTURE

1. Shared Standards of Respectful
Behavior

* Translating values into observable
communication practices

» Clarifying what employees should start,
stop, and continue doing

2. Inclusion in Everyday Team Practices
* Meetings, assignments, recognition,
feedback, information-sharing, and social
interaction

* Avoiding favoritism, informal exclusion,
and similarity bias

3. Accountability and Escalation
* Direct conversation, management
assistance, HR referral, and formal
reporting

* Confidentiality, non-retaliation,
documentation, and due process

4. The Roles of Employees and Leaders
* Personal responsibility, role-modeling,
correction, support, and follow-through ¢
Responding consistently regardless of
rank or relationship

Major Activity: Respectful Workplace
Action Lab — Participants examine an
organizational culture case and develop
practical personal and team actions for
preventing insensitivity, strengthening
inclusion, and addressing concerns
consistently. Major Output: 30-, 60-, or 90-
Day Respectful and Inclusive Workplace
Action Plan
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Modules and Essential Topics \ Major Activity and Participant Output

5. Sustaining Behavior Change
 Reflection, feedback, reinforcement,
reminders, and team review

* Converting training insights into
workplace commitments
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Learning synthesis, commitments,

5:00 PM PROGRAM CLOSING ) .
evaluation, and next-step recommendations

MAJOR PARTICIPANT OUTPUTS

Participants are expected to complete:
1. Workplace Sensitivity Risk and Response Map;
2. Inclusive Workplace Communication Phrase and Practice Guide;
3. R.E.S.P.E.C.T. Conversation and Observer Feedback Record; and
4. 30-, 60-, or 90-Day Respectful and Inclusive Workplace Action Plan.

TRAINING METHODS

The program follows MSS Corporation’s practical EnterTRAINment design, with approximately:
¢ 30% concise trainer input, facilitated discussion, demonstration, and synthesis; and
o 70% participant analysis, reflection, rewriting, scenario practice, simulation, feedback, and action
planning.

Methods may include:
o Brief concept discussions;
o Workplace scenario analysis;
¢ Individual self-reflection;
e Assumption and impact exercises;
¢ Communication rewriting;
e Small-group problem-solving;
o Facilitator demonstrations;
¢ Role simulations;
e Observer-guided feedback;
e Case-based decision-making;
e Personal commitment planning; and
¢ Facilitated learning synthesis.
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The program does not require participants to disclose private identities, personal experiences, or sensitive
incidents publicly. Hypothetical or anonymized situations may be used throughout the training.
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TARGET PARTICIPANTS

This Workplace Sensitivity Training in the Philippines is recommended for:
¢ Rank-and-file employees;
e Supervisors and team leaders;
¢ Middle and senior managers;
e Department heads;
e Human resource personnel;
e Learning and development professionals;
¢ Employee-relations personnel;
o Diversity, equity, inclusion, and belonging advocates;
o Committee on Decorum and Investigation members;
e Customer-facing personnel;
e Sales and service teams;
¢ Administrative and support employees;
¢ Technical and operations employees;
e Project and cross-functional teams;
¢ New employees;
e High-potential employees;
e Internal facilitators; and
* Any employee expected to communicate and collaborate with different people.

A separate leadership-focused version may be developed for supervisors and managers who must prevent,
address, document, refer, and escalate workplace sensitivity concerns.

RECOMMENDED NUMBER OF PARTICIPANTS

A class size of approximately 15 to 25 participants is recommended for meaningful discussion, safe participation,
scenario practice, and facilitator feedback.

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

DELIVERY OPTIONS

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

e Hybrid training;

¢ Public seminar;

e Employee orientation program;

e Annual refresher training;

e Culture and values intervention;

e Leadership development program;

o Diversity and inclusion initiative;

o Respectful workplace campaign; or

e Customized training-and-consultancy engagement.

AVAILABLE PROGRAM FORMATS

Half-Day Workplace Sensitivity Orientation
Recommended for developing essential awareness, shared language, and basic behavioral expectations.

A half-day version will contain exactly two modules and will focus on the most critical awareness and
communication requirements.

One-Day Workplace Sensitivity and Inclusive Communication Training
Recommended for awareness-building, applied communication practice, sensitive conversation simulations, and
personal action planning.

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

¢ More extensive cases;

¢ Greater discussion of workplace differences;

e Repeated communication simulations;

o Manager-specific applications;

e Policy integration;

e Bystander intervention practice;

¢ Team norm development; and

¢ Individualized facilitator feedback.

Separate Employee and Leader Sessions

Employees learn respectful daily behavior, inclusive communication, peer intervention, and proper reporting.
Leaders learn prevention, role-modeling, corrective conversations, psychological safety, documentation,
escalation, non-retaliation, and consistent enforcement.

Respectful Workplace Learning Journey

May include:
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e Pre-training culture or sensitivity survey;
¢ Employee focus groups;

e Core employee workshop;

e Supervisor and manager workshop;

¢ Policy communication;

¢ Workplace communication standards;
¢ Reinforcement materials;

e Follow-through learning sessions;

e Leadership coaching;

e Behavior pulse checks; and

e Post-program recommendations.

CUSTOMIZATION OPTIONS

This Training on Workplace Sensitivity in the Philippines may be customized using:
e Organizational mission and values;
¢ Code of conduct;
¢ Employee handbook;
¢ Anti-harassment policy;
o Diversity and inclusion policy;
e Grievance and reporting procedures;
¢ Committee on Decorum and Investigation procedures;
e Leadership competency framework;
e Workplace communication standards;
e Actual anonymized incidents;
o Industry-specific situations;
e Employee demographics;
¢ Customer and stakeholder interactions;
¢ Remote and hybrid work practices;
o Company terminology;
o Preferred languages;
o Existing culture survey results; and
e Management expectations.

Sensitive cases should be anonymized and shared only with appropriate client authorization.

SAMPLE WORKPLACE SITUATIONS

Exercises may be customized around situations such as:
e A co-worker repeatedly jokes about another employee’s age;
e An employee imitates a colleague’s accent during a meeting;
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¢ A manager assumes that a parent cannot accept a demanding assignment;

¢ Ateam member uses an unwanted nickname after being asked to stop;

« An employee comments publicly on another person’s body or appearance;

e A co-worker asks intrusive questions about another employee’s personal life;

¢ Ateam member uses language that diminishes a person with disability;

o Employees exclude a colleague from informal discussions because communication requires more
patience;

e A manager consistently interrupts junior employees;

e A colleague dismisses another person’s concern as overreacting;

e A group chat contains jokes or images that make some employees uncomfortable;

e A supervisor gives performance feedback using insulting or humiliating language;

 An employee refuses to apologize because no offense was intended;

¢ A bystander witnesses disrespect but does not know whether to intervene;

* An employee is repeatedly left out of activities because of perceived differences;

¢ A well-intended comment relies on an inaccurate stereotype; or

¢ A manager must determine whether to facilitate a conversation or refer the matter to HR.

PROFESSIONAL AND LEGAL BOUNDARIES

This program develops awareness and communication capability. It is not a substitute for:
e Legal advice;
e« Formal legal compliance review;
o Workplace investigation;
¢ Administrative due process;
¢ Policy development;
o Committee on Decorum and Investigation training;
e Psychological counseling;
¢ Crisis intervention; or
o Case-specific employee-relations advice.

The Anti-Sexual Harassment Act and the Safe Spaces Act establish distinct legal responsibilities and prohibited
conduct. The Safe Spaces Act requires employers to implement preventive measures, internal mechanisms, and
workplace policies, while employees and co-workers have responsibilities to refrain from, discourage, support
affected colleagues regarding, and report gender-based sexual harassment.

Whether a particular incident constitutes discrimination, harassment, misconduct, or another legal violation
depends on the facts, applicable law, organizational policies, due process, and competent professional
assessment.

Training facilitators should not determine guilt or innocence during the workshop. Actual complaints should be
handled through authorized organizational and legal procedures.
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FREQUENTLY ASKED QUESTIONS

What is Workplace Sensitivity Training in the Philippines?
Workplace Sensitivity Training in the Philippines is an employee development program that builds awareness
of how words, assumptions, jokes, habits, and behaviors may affect co-workers.

It teaches participants how to communicate respectfully, recognize potentially insensitive behavior, listen to
different perspectives, receive correction, repair misunderstandings, intervene appropriately, and contribute to an
inclusive workplace.

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

o Workplace respect and dignity;

¢ Intention and impact;

e Bias, assumptions, and stereotypes;

e Inclusive language;

e Workplace humor and personal boundaries;

o Communication across differences;

¢ Digital communication;

¢ Receiving sensitivity-related feedback;

e Apology and repair;

e Bystander intervention;

e Reporting and escalation; and

e Individual workplace commitments.

Is Sensitivity Training in the Philippines only about gender?

No. Gender sensitivity may be one component, but broader workplace sensitivity may also address age, disability,
culture, religion, language, appearance, educational background, socioeconomic background, family
circumstances, job level, communication style, and other workplace differences.

The final scope should be aligned with the organization’s needs and policies.
Is this a Gender Sensitivity Training program?
This program includes gender-related workplace communication where appropriate, but it is broader than a

dedicated Gender Sensitivity Training program.

Organizations requiring extensive gender concepts, gender analysis, gender mainstreaming, GAD requirements,
or gender-responsive program development should request a separate or expanded intervention.

Is this the same as Anti-Sexual Harassment Training?
No.
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Anti-Sexual Harassment Training focuses specifically on prohibited conduct, legal and policy responsibilities,
reporting, investigation, protection, due process, and consequences.

Workplace sensitivity training addresses a wider range of everyday communication and behavior. The two
programs may be integrated when requested.

What is Co-Worker Sensitivity Training in the Philippines?

Co-Worker Sensitivity Training in the Philippines focuses on how employees communicate and collaborate
with colleagues who may have different backgrounds, experiences, identities, needs, beliefs, abilities, or
communication preferences.

It develops practical peer-to-peer behaviors involving respect, listening, language, boundaries, intervention, and
support.

Who should attend Training on Co-Worker Sensitivity in the Philippines?
The program is suitable for rank-and-file employees, supervisors, managers, technical employees, administrative
staff, customer-facing teams, project groups, and other employees who work with colleagues and stakeholders.

What is Employee Sensitivity Training in the Philippines?
Employee Sensitivity Training in the Philippines helps employees recognize how their behavior affects others
and teaches them to interact more respectfully and inclusively.

It may be included in onboarding, annual compliance activities, values formation, culture development, or
organization-wide employee training.

Does the program force employees to agree on personal beliefs?
No.

The program does not require employees to adopt identical personal beliefs. It requires them to meet professional
standards of respect, dignity, appropriate communication, and lawful workplace behavior.

Does inclusive communication prevent managers from correcting employees?
No.

Managers remain responsible for setting expectations, correcting performance, enforcing policies, and holding
employees accountable. Inclusive communication ensures that these responsibilities are carried out without
unnecessary insults, humiliation, stereotypes, or personal attacks.

What happens when an employee unintentionally says something insensitive?
An unintentional mistake can become a learning opportunity.
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The employee should listen, understand the concern, acknowledge the impact, apologize where appropriate,
adjust the behavior, and avoid repeating it. Repeated behavior after correction may require stronger management
or HR action.
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What should employees do when they witness insensitive behavior?
Depending on the seriousness and circumstances, employees may:

¢ Interrupt or redirect the interaction;

e Check in with the affected person;

e Speak privately with the person responsible;

e Seek assistance from a supervisor or HR;

¢ Preserve relevant information;

e Follow reporting procedures; or

e Support the affected employee.

Safety, authority, policy requirements, confidentiality, and the seriousness of the conduct should be considered.

Is one day enough for Sensitivity Training?
One day is sufficient for building essential awareness, practicing inclusive communication, responding to sensitive
situations, and preparing an action plan.

A two-day workshop or longer learning journey is recommended when the organization requires deeper
discussion, policy integration, repeated simulations, separate leadership applications, and post-training
reinforcement.

Can the training be delivered online?
Yes.

Live virtual delivery may use anonymous polls, digital scenario analysis, breakout-room exercises, message
rewriting, role simulations, and online action-planning tools.

Can the training use our actual workplace situations?
Yes.

MSS Corporation may customize the activities using anonymized and authorized workplace situations. Active
employee cases should not be discussed in a manner that compromises confidentiality, fairness, or due process.

Can MSS Corporation develop separate versions for employees and managers?
Yes.

The employee version can focus on daily respectful behavior, inclusive communication, peer intervention, and
reporting.
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The leadership version can include managerial role-modeling, corrective conversations, policy implementation,
documentation, escalation, non-retaliation, and culture reinforcement.

How can the impact of the training be measured?
Possible measures include:
e Pre- and post-training knowledge results;
e Participant confidence in handling sensitive interactions;
e Quality of communication-simulation performance;
e Completion of action plans;
e Reduction in repeated inappropriate behavior;
e Employee pulse-survey results;
¢ Inclusion and respect indicators;
e Supervisor observations;
e Appropriate use of reporting channels;
e Follow-through on team communication commitments; and
e Post-training application review.

Training outcomes should not be evaluated solely by the number of complaints. Increased trust in reporting
processes may initially result in more concerns being raised.

RELATED MSS CORPORATION TRAINING PROGRAMS

Organizations considering this program may also explore:
o Diversity, Equity, Inclusion, and Belonging Training;
e Gender Sensitivity Training;
o Safe Spaces Act and Anti-Sexual Harassment Training;
e Professional Workplace Communication Training;
e Interpersonal Communication Skills Training;
¢ Emotional Intelligence Training;
e Psychological Safety Training;
e Managing a Multigenerational Workforce;
o Disability Sensitivity and Inclusion Training;
e Cross-Cultural Communication Training;
e Unconscious Bias Awareness Training;
o Respectful Workplace Training;
o Workplace Civility Training;
e Conflict Management and Resolution Training;
o Difficult Conversations for Employees and Leaders;
e Giving and Receiving Feedback Training;
e Managing Difficult Employees;
¢ Values Formation and Workplace Ethics Training; and
e Leadership and Management Development.
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WHY CHOOSE MSS CORPORATION FOR WORKPLACE SENSITIVITY TRAINING IN THE

PHILIPPINES?

Behavior-Based Rather Than Label-Based
The program focuses on observable words, actions, patterns, impact, and appropriate workplace responses
instead of publicly labeling or shaming participants.

Practical Rather Than Purely Theoretical
Participants analyze situations, rewrite messages, conduct conversations, receive feedback, and prepare action
plans.

Balanced Treatment of Intention and Impact
The program recognizes that intent is relevant while emphasizing that professional responsibility includes
understanding and addressing impact.

Respect Without Avoiding Accountability
Participants learn that inclusion does not prevent legitimate disagreement, performance correction, enforcement
of standards, or management decision-making.

Customized to the Client’s Workplace
Activities may be aligned with the organization’s culture, values, policies, employee roles, industry, and actual
communication challenges.

Safe and Structured Learning Process
Participants are not required to disclose sensitive personal experiences publicly. Scenarios and anonymized cases
allow difficult topics to be explored more responsibly.

Clear Professional Boundaries
The program distinguishes capability-building from legal advice, investigation, counseling, policy enforcement, and
formal employee-relations processes.

EnterTRAINment Methodology
MSS Corporation combines meaningful learning with engaging facilitation, practical activities, realistic workplace
situations, reflection, application, and concrete outputs.

Training and Consultancy Capabilities

MSS Corporation may support the client not only through employee training but also through leadership
alignment, communication standards, culture assessment, policy communication, values integration, and post-
training reinforcement.
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CALL TO ACTION
Build a Workplace Where Respect Is Practiced in Every Interaction

Help your employees communicate across differences, recognize the impact of their behavior, handle sensitive
situations professionally, and contribute to a workplace where people can perform without being unnecessarily
excluded, embarrassed, stereotyped, or disrespected.

Partner with MSS Corporation for a customized:
* Workplace Sensitivity Training in the Philippines
e Training on Workplace Sensitivity in the Philippines
o Sensitivity Training in the Philippines
¢ Training on Sensitivity in the Philippines
o Co-Worker Sensitivity Training in the Philippines
 Employee Sensitivity Training in the Philippines
o Training on Employee Sensitivity in the Philippines

designed around your employees, workplace realities, organizational values, and communication standards.
With MSS, We Make Strong Success.



