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[

® For moreinformation, refer to “ Barriersto Equitable Access” under Issues and Challengesin

Section I.

There are several actions that you can take
to create a welcoming organization and
reduce barriers to participation. Among them is
taking steps toward planning more inclusive
meetings or events. Below isalist of thingsto
consider when planning a community event.
Recognize that not everything listed here will
apply to every meeting or event that your or-
ganization holds. Your planning team will have
to determine which aspects are relevant for
which events, at which times and for which
people. If you don’t know what the needs are for
an individual or group, be sure to ask.

Planning and Design

Advanced planning can help to ensurethe
accommodation of all peoplein your
community.

Even when you don’t know in advance whether
any of the people attending your event may need
special accommodations, you should make
arrangements so that the event is as accessible
as possible to better enable everyone to partici-
pate. Plan your event with a diverse group of
people who can provide feedback and help with
the design. Consider what you know about those

likely to attend, anticipate potential problems
and attempt to address them ahead of time.

Include a mix of activitiesthat encourage
participation from a wide variety of
participants.

Ensure that the format of your event is struc-
tured to engage and support participants with
diverse needs and from varied backgrounds.
Provide frequent opportunity throughout the
event for physical movement to avoid prolonged
sitting (thisisimportant to everyone, but essen-
tial to some). Even break times must allow for
the needs of individuals to be addressed. For
instance, those with physical disabilities may
require extratime and assistance in order to use
the washroom or other facilities.

Remember that diversity exists within groups
aswell as between them.

It isimportant to realize that not all individuals
belonging to a particular group have the same
interests or needs. Moreover, these needs may
vary from situation to situation. Do not assume
that because you have met the needs of one
person in agroup that you have met the needs of

everyone within that group. Treat each person as
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an individual and whenever possible ask them
what their particular wants or needs are.

Create a budget that enablesyou to addressa
variety of needs.

By ensuring that you have considered the finan-
cia costsinvolved in hosting your event, you
reduce the risk of trying to accommodate people
at the last minute and increase your likelihood of
success. Determine what you anticipate the fin-
ancia costs will be for the following provisions:

° promotion of the event through various

forms (print, audio, user-friendly website);

presentation materials available and
accessible in avariety of formats during
and/or after the event (print, Braille,
audio/video, tranglation/interpretation,
cassette, CD-ROM);

provision of child care and/or subsidies for
child care;

transportation subsidies and/or cost of
providing transportation;

subsidies for registration or accommoda-
tion costs;

food and refreshments.

Keep in mind that in certain cases some of these
provisions may be essential to ensure people’'s
attendance (for instance, parents, low-income
earners, pensioners, people with disabilities).
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Location

Physical Access:

Make surethelocation isnot a barrier to

participation.

Choose your event or meeting locations care-
fully. Make sure that the space in which you
meet is physically accessible, not difficult to
locate and not intimidating to some people; for
example, ensure it iswithin walking distance
and/or on public transportation routes. Recog-
nize that the location may require you to assist
with transportation expenses by providing
transit tickets and/or arranging for car-pooling
and accessible pick-up and drop-off.

Visit the site and conduct a “ walkthrough”.

Ensure that there is safe, accessible and commu-
nity-friendly entry to the building, meeting/
eating rooms and washrooms. Do not assume
that because a building claims to be accessible
that it is. For instance, check that the accessibil-
ity ramp is wide enough for any wheelchair, has
anon-dlip surface, iswell lit and has handrails.
Itisalsoideal if it hasagradient that is 1:12 or
greater (1:2 isideal; thismeansfor every 2 cm
of distancethereisal cm increasein height).
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e Thereisadequate lighting (especialy if
you are meeting at night).
e  Thewheelchair accessible parking/

drop- off is close to the front entrance.

° Elevators have low buttons, braille

° Washrooms have:

+ awide door and low, easy to open
handle;

< sinks and accessories that can be
reached by achild;

+ at least one stall that is adapted
for awheelchair and has agrab bar.

e Thereisadesignated quiet areafor

reflection, meditation and/or multi-faith

prayer.

markings and are wheelchair accessible.

Here are some things you may want to check during your visit:

° Public telephones have a coin ot less
than 1.23m above floor level and a
volume control.

e  There are designated places where
persons using guide dogs can allow the
animals to rest and relieve themselves,
and drinking water is available for the
dogs.

e  Spaceisprovided to meet any child
care needs.

e  You will be able to meet any technical
requirements for audio/visual or other
physical aids.

Layout:

Make sure the meeting room is large enough for
wheelchair users and that it does not have any
steep slopes. Someone using awheelchair or
stroller should have easy access and mobility
between tables, chairs and displays. Ensure that
the seating is arranged so that participants with
visual or hearing impairments are facing the
front of the room and are close to the presenters/
speakers.

Communications and Signhage:

Ensure all signageiseasy toread and under -
stand.

Signs with plain language, large characters and
contrasting colours are easier to read. Thisis
especially important for those who have afirst
language other than English, for people who are
visualy impaired and for people with lower

levels of literacy.
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Provide information and servicesin accessi-
ble and alter native for mats.

Every member of your community should be
able to understand the information you make
available to the public. Make sure that all event

materials are written in clear and plain language.

Presentations can be made available in avariety
of formats — such as print, Braille, audio and
sign language — to accommodate people with
disabilities. Ensure speakers are aware of
suggested content and formats for presentation
materials ahead of time. Arrange for captioning
to be provided on any films/videos shown. If
necessary, also arrange for translation into other

languages.

Expressin all advertising materialsthat

attempts have been madeto beinclusive.

For example, if the location is wheelchair acces-
sible, be sure to point that out. If you refer
people to awebsite, make sure that it is user
friendly and accessible to a broad audience; for
instance, that the fonts and colours used are
large and contrasted enough to make them easy
to read for people with visual disabilities.

If your event invitation has aregistration form,
be sure it includes requests to identify the

following requirements:

° access needs (physical accessibility,
materials to be provided in aternate
formats, assistive devices, attendant

requirements, etc.)

° dietary restrictions (based on health,
cultural, religious or other reasons)

° child care needs

° financial assistance (subsidy for attend-
ance, transportation, etc.)

d other forms of assistance (for example,
attendant care)

It isimportant that you do not place people who
have specia needsin a position that makes it
difficult or uncomfortable for them to request
accommodation.

Given some people have chemical sensitivities,
you can also request ahead of time that partici-
pants refrain from wearing perfume, cologne
and other fragrances, and that they use
unscented personal care products (e.g., sham-
poo, hand cream) in order to provide afra-
grance-free environment.

Timing

Schedule meetings at a time that accommo-
datesthe lives of your invitees/participants.

Recognize that not everyone operates on a nine-
to-five, Monday-to-Friday schedule, and set
meeting times accordingly. Daytime meetings
may work best for seniors or parents/guardians
who are at home with their children during the
day. However, those with busy school and/or
work lives may not be able to attend at these
times.
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Conduct outreach during the weekdays, week-
ends and evenings to ensure that you reach the
appropriate and greatest number of people.
Schedul e events so that you observe socidl,
cultural and religious events and activities. For
instance, a multi-faith calendar is available for
purchase from the Ontario Multifaith Council
viathe Internet athttp://www.omc.ca or by
calling (416) 422-1490 or toll free at 1-888-837-
0923. You can aso visit the OMC website for a
listing of monthly events: http://www.omc.ca/
events.shtml.

Provide ampletime for people with special
needsto make arrangementsto attend.

Make sure that enough time is provided before
the event for booking transportation, childcare,
attendants and/or interpreters for people who
need them. In other words, do not expect those
who require special arrangements to be able to
attend a meeting on short notice. Also, adhere to
event start and end times so that people can
meet any transportation or other arrangements
that have been previously scheduled.

Content and Facilitation

Create an environment that iswelcoming in

both physical and social terms.

Aside from ensuring that the physical spacein
which you meet is not intimidating, make sure
that staff, board members and volunteers are

friendly and accommodating to all participants.
Make sure that facilitators are easily identified,
available to answer questions and can guide
participants to the correct locations, facilities
and available resources. People with visual
impairments will need to be familiarized with

their surroundings.

Ensure that assistance is available for computer
and other technological access such as assistive
devices. Check that presenters have adhered to
suggestions for presentation materials. Ask that
they speak using plain language and avoid
jargon or acronyms. Clarify that they need to
keep presentations within scheduled time
frames.

Provide orientation about your organization.

Ensure that participants understand what your
organization does (its purpose and activities)
and the roles of the board or advisory commit-
tee. Simply and clearly explain the history and
mandate of the organization.

Conduct meetings sensitively.

Help overcome any possible power imbalances
or feelings of intimidation by providing open
and respectful leadership of meetings. People
need to feel comfortable in order to participate.
Make it clear that their active participation is
welcomed and respected, and that they are not
merely token representatives. Provide appropri-
ate opportunities for discussion and dialogue.
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For instance, don’t single out individuals for
comment. This may make them uncomfortable.

M anage meeting agendas effectively so they
arenot too long or unnecessarily complex.

Simplify decision-making processes whenever
possible. Complex decision-making can present
achallenge for inexperienced people, those with
literacy constraints or those for whom Englishis
not their first language. Also, parents with child-
ren, people with mental or physical disabilities,
youth and seniors can sometimes become tired,
overwhelmed or agitated about how long it takes
to produce decisions and take action.

Ensurethat individuals are not isolated.

Invite more than one member of a particular
group to your event or to join the board or
advisory committee. This enables them to pro-
vide mutual support. Asthe only member of a
group, a person may feel that they are merely
token representatives, being patronized or
denied equitable status and may become frus-
trated and disaffected.

Provide refreshments and snacks.

Provide culturally appropriate beverages, snacks
or light meals, especialy if the meeting time

coincides with meal times. This goes along way
to ensure active participation from avariety of
groups. Keep in mind that for some people this
isviewed as a courtesy, while others consider it
anecessity. It may be of particular importance
for families with small children or youth, some
ethno-racial groups and people of low incomes.
For instance, youth typically need to eat more
often and have larger appetites than adults do

because they are growing and lead active lives.

Ask for and give feedback at the end of the
event.

Facilitate a feedback session or provide anony-
mous evaluation forms to determine whether or
not you adequately addressed people’s needs,
wants and expectations. Be prepared for varying
levels of experience and feedback. Address
those who may require assistance with filling
out forms or who prefer to provide feedback in

other ways.

Get feedback from all stakeholders about what
their engagement has meant to them. Ensure that
the contributions of all groups are generously
acknowledged both publicly and privately. You
may want to also check in with participants
following the event.?

22 Adapted from (1) “Access Checklist” The DisAbled Women's Network Ontario (DAWN) website:

http://dawn.thot.net/accessible_meetings.html Accessed March 2004; (2) Involve Youth: A Guide to Involving Youth in
Decision-making. “Introduction”. City of Toronto website: http://www.city.toronto.on.cal/involveyouth/index.htm
Accessed January 2004; and (3) Building Inclusive Communities Tip Tool: How to Ensure that Your Organization
Includes Everyone. Rabia Khedr. Ethno Racial People with Disabilities Coalition of Ontario: Toronto, Ontario 2003.
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® For moreinformation, refer to “ Step 2: Address Any Initial Opposition” and “ Step 14:

Continue to Deal with Opposition” under Sepsto Inclusivity in Section I1.

hether you are talking about your divers

ty initiative with members of your board, staff,

Wvol unteers or the broader community, questions around the purpose of initiating such an
endeavour will likely arise. If not addressed effectively, these questions or concerns could be a

catalyst for resistance and undermine your initiative. Proper communication throughout the process

can address and help to avert opposition before it

arises.

Below are a couple of common questions about diverse and inclusive organizational change, and

possible responses to these concerns:

X/
o

Why are we doing this?

Start by explaining the current demographicsin
your community, as well as any corresponding
shiftsin your organization, followed by addi-
tional information about projected changesin the
population. You may wish to follow with a
discussion of how those changes impact your
organization and others associated with your

organization.

s What’'sdiversity got to do with our
work?

This question may require an explanation about
the necessity of responding positively to increas-
ing diversity. Point out that it will help ensure
the organization’s long-term survival and the

pragmatic benefits to the individual and your
community. For example, learning how to
communicate across language barriers may help
you to speak with employees who have limited
English or may benefit staff who deal with a
diverse membership, and can be useful in both
preventing and resolving potential conflicts.
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Although challenging, such questions provide the opportunity to set the tone, teach about diversity,
and demonstrate the commitment to creating a truly inclusive and respectful organization. The
following are guidelines that may help you to frame responses without creating greater discomfort

with the topic:?®

Inquire.

Ask questions to understand, clarify or get
more information. Dig deeper to find out
what the person means and what reasoning is
behind the comment or question. Make sure
your inquiry isareal search for information
and not an off-putting accusation. Here are
some questions that may elicit enough infor-
mation to help clarify the resistance:

e  “What makesyou say that?’

e ‘“Isthat aproblem that you are faced
with?’
e “Canyou tell me more about that?’

Avoid polarization.

Getting stuck in an “either/or” situation can
be avoided by soliciting other options or
points of view.

e  “What might be other reasons for this

behaviour?’

e  “How might someone of adifferent

background see this?’

Educate.

Once emotions have calmed, use thistime as
an opportunity to debunk myths, give facts
and explain. Share your reading and knowl-
edge about stereotypes, cultural differences
and human rights.

e “Theterm ‘gypped’ hasitrootsina
derogatory reference to people of
Roma heritage who are sometimes

referred to as Gypsies.”

e  “Many gays and leshians prefer the
term ‘sexual orientation’ over ‘sexual
preference’ asit expresses the belief
that one's sexuality is not necessarily a

matter of choice.”

When you have been offended, you have a
right to let the other person know the impact
of their comment or action. Use non-blaming

statements when explaining your reactions.

° “| feel diminished when I’m referred to

asagal or girl.”

° “I"m uncomfortable when ‘us' versus

‘them’ generalizations are made.”
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Show empathy. Avoid arguing and defending.

When powerful emotions are present, ac- Curb the impulse to debate, persuade,
knowledging and responding to the feelings argue or defend your point of view. Doing
expressed is an important first step in defusing so usually only strengthens the resistance
the situation. Listen not just to the words, but and drives well-established opinions

to the underlying feelings. It islikely that deeper. One of the most difficult situations
during the change process you will be faced of al to deal with may be adifferencein
with frustrations similar to those faced by the values. Acknowledging that we can have
individual with whom you are talking. Dem- differences of opinion yet still respect one
onstrating understanding can help calm the another also demonstrates your ability to
upset individual so that further communica “walk thetalk” of diversity and inclusion.

tion can take place. .
Remember, you can turn opposition into a

e ‘“ltisfrustrating when you can't under- benefit when you use it as an opportunity

stand someone.” for learning and then take what has been

e “ltisdifficult to help when you don't

gained to create new credibility and com-
know if you’ re being understood.”

mitment for your diversity initiative.
e “Thatisirritating for me, too.”

e “Dedling with situations like that is

stressful.”
Use silence as a response. State your needsor expectations.
While it may at times be interpreted as tacit If it isdifferent behaviour that you desire, let
approval, there are times when silence is people know what you do and do not want.

deafening and sends a powerful message of e “Lesfocuson creating an approach

disapproval. For example, not laughing at a that we can both agree on.”

joke or not responding to a sarcastic remark
e  “Jokesabout other religions or cultural

may serve as all the comment that is needed.
groups are not acceptable to me.”

23 Adapted from “ Responding to Opposition” . SHRM Online. Society for Human Resource Management, http:/
shrm.org/diversity. Accessed February 2003.
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@® For moreinformation, refer to “ Step 6: Establish a Seering Committee” under Sepsto
Inclusivity in Section I1.

T he following Terms of Reference developed by the Diversity Committee of the Ontario
Healthy Communities Coalition may help you devise your own processes and language:

Terms of Reference
Diversity Committee
Ontario Healthy Communities Coalition

Date Revised: June 20, 2003
Chair: Rotated by Committee Members
Staff Support: OHCC Diversity Coordinator

Reporting Relationship: The committee will report to the Executive Director. The com-
mittee will present an evaluation of the implementation of OHCC’s diversity policy and

practices tothe Board of Directors annually.
Purpose:

To ensure that OHCC is awelcoming environment for diverse groups
To ensure that OHCC is atrue reflection of Ontario’s population
To develop and evaluate policies, procedures and action plans that will welcome
diverse groups in Ontario to the Healthy Communities (HC) movement

4.  To encourage HC membersto become more inclusive of diverse groupsin their
communities

5.  To shareinformation, network and offer mutual support to provincial, national and
international groups who are working around Healthy Communities and are inter-
ested in the areas of diversity and inclusion.
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Authority: Unless otherwise stated by the Executive Director or the Board of Direc-
tors, the committee has no direct authority for the allocation of financial or human
resources of the organization.

M eeting Schedule: The committee will meet at least six times per year, with meetings
scheduled by the committee, or called by the staff support as needed. The agendafor
each meeting will be set in collaboration with the designated Chair and staff support.

Composition: Included on the committee will be two or more staff members, Board
Members (who sit on the committee in a volunteer capacity) and other community
members who may come from the general membership of OHCC (50%). The commit-
tee will strive to reflect the diverse population of the Province of Ontario.

Other Resources. The committee may pursue additional human and financial re-
sources to implement the projects of the committee as needed, in consultation with
OHCC'’s Resource Development Coordinator and with the approval of the Executive
Director.

Specific Areas of Responsibility:

1.  Toensurethat OHCC and the HC movement is atrue reflection of Ontario’s
population, thereby bringing diverse perspectives of a healthy community

2. Toreview the barriers within OHCC that prevent diverse groups from
participating
To broaden diverse participation within OHCC
To raise awareness of the issues affecting those who are marginalized (e.g.,
through the Community Animation Program)

5. To proactively recruit volunteers to this committee so that it may reflect the
diverse population of the Province of Ontario
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@® For moreinformation, refer to “ Step 8: Create a Community Demographic Profile’ under Steps

to Inclusivity in Section 11.
n order to ensure that your organization is

need to know the characteristics of the commu-

representative of the community, you will

nity and some information about the people who
livein it. By undertaking a community demo-
graphic assessment and summarizing the infor-
mation you collect, you can develop a commu-
nity demographic profile. If you repeat this
process periodically, you will also be able to
track changes over time, perhaps enabling your
organization to respond to future changes more
quickly.

The City of Calgary’s Policy and Planning
Division has an excellent publication on com-
munity assessments. It contains background
information on the need for community assess-
ments, and describes various methods and
provides easy-to-follow worksheets for planning
and implementing a community assessment
process, including demographic assessments.
This document is available in PDF format at
http://www.calgary.ca— click on City Hall,
Business Units, Community Strategies, Publica-
tions, then scroll down until you find A Hand-
book for Conducting a Community Assessment.
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Collecting Demographic
Information

For the purposes of identifying population
characteristics, a demographic anaysis of your
community will likely be your first step. The
content for analysis would generally include
information about age, gender, language, visible
minority status, education, and family income.
You may also want to look at other statistics,
such as rates of substance abuse, crime and
morbidity and mortality rates, family status,
housing conditions and access to services.

Community profiles are available for approxi-
mately 6,000 communities in Canada, along
with comparative figures for Ontario, from
Statistics Canada’'s Community Profiles at
http://lwww12.statcan.ca/english/Profil01/
PlaceSearchForm1.cfm.

Statistics Canada also provides the 2001 Census
Data, accessible from the Internet at
http://www.statcan.ca/english/Pgdb/. Some
items are provided only for the national popula-
tion, while others are arranged by province,
€conomic region or census metropolitan regions.
Other sets of statistics provided for free by
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Statistics Canada are:

e A 2001 Aboriginal Population Profile
http://www12.statcan.ca/english/
Profil01lab/PlaceSearchForml.cfm

e  Participation and Activity Limitation
Survey: A profile of disability in Canada
http://www.statcan.ca/Daily/English/
021203/d021203a.htm

Statistics Canada can also provide customized
data sets to your specifications, for afee.

Check with your local municipality, district
health council, public health unit or social
planning council, as they may have aready
devel oped a community demographic profile.
The City of Toronto and the Toronto District
Health Council both have community profiles
posted on their websites as shown below:

City of Toronto, http://www.toronto.ca/
demographics/index.htm

Toronto District Health Council,
http://www.tdhc.org/public/
TORONTO%20PROFI L E/torontoprofile.html

The following template provides the information
that may be supplied in a basic community
demographic profile:
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Community Demographic Profile

Total — All persons 2001 1996 % Change 2001 1996 % Change
| ! ! | | ] |

Age Y our Community Province

Age 04

Age 15-19

Age 25-44

Age 55-64

Age 75-84

Median age of the population

Male Female Tota Male Female Total

French

Male Female Total Male Female Total

South Asian
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Filipino

Southeast Asian

West Asian

- f ! ] 1 | [ |
Japanese

- f ! ] 1 | [ |
Other

(% with)

High school
graduation and/or
postsecondary

College certificate
or diploma

Total Total

% income from
earnings
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% income from

other sources

Total Femae Total

Marital status

Median total
family income

ae Femae ae
Amount paid in
rent/mortgage

Mae Femae Total Mae Total

Protestant

- ] 1 { £ 7 | |
Orthodox

o J |1 J f ] [ |
Jewish
IEE I R I U DU D
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The Analysis pation; number of people involved in various

Once you have collected the information, it must industries and occupations

be analyzed in order for it to be meaningful. Other categories of information from Statistics

What conclusions can you draw from reviewing  Canada’'s 2001 Census Data that may be rel-

the data? Questions you might ask are, “What IS eyant to population diversity include:

the proportion of seniorsto youth?’ “What isthe

. : : L abour, employment and unemployment
proportion of the population that is non-Euro-

peanin origin?’ You may want to ask questions e Labour force, employed and unemployed

about population trends; for example, “Isthe Average weekly hours

number of seniorsincreasing?’ You will need to Employees, self-employed workers and
compare the data with previous years to find the unpaid family workers (class of worker)
answer. *  Employment by industry and occupation

° f k
In addition to the information listed above, Place of wor

*  Modeof travel t k
Statistics Canada's community profiles also oceor travel 1o wor

. *  Earnings
include:

*  Organized labour
Mobility: One year ago and five years ago «  Employment insurance
Immigration: Canadian-born; foreign born; Health deter minants (national data only)
Aboriginal - High blood pressure
Earnings/income: Number of persons with » Smokers, by sex
earnings; average earnings, number of people - Peoplewho quit smoking, by province
and average earnings of those who worked full Resour ces and use (national data only)

time for the full year; number of people over 15 . Accessto services

years of age with income; median total income; . Health expenditures, by type

percentage of income that is earnings, govern- . Employment, health care and social

ment transfers or from other sources assistance, provinces and territories

Workplace: Language used; number of em- «  Personal expenditure on medical care
ployed under 15 years; place of work (home, and health services

outside Canada); mode of transportation to Marital status, marriage and divorce
work; unpaid work; rates of labour force partici- « Marital status and sex

« Marriages and divorces
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Families

Number and average size

Census families, by number of children
at home

Family structure

Housing

Type of dwelling and population, by type
of dwelling

Population in private households,
showing living arrangements

Selected dwelling characteristics and
household equipment

Private households, by structural type of
dwelling

Value of dwelling

Household size

Household activities

Hours spent doing unpaid housework
Hours spent providing unpaid care or
assistance to seniors

Hours spent looking after children
Average time spent on these activities,
by gender

Financial

Average total and net income, by
selected family types

Average market income, by selected
family types

Government transfers and income tax
Persons with low income

Workers covered by aregistered pension
plan

59

Food

Average household expenditures
Homeowner expenditures on repairs and
renovations

Composition of assets and debts
Charitable donors

Per capita consumption of major food
groups

Average weekly food expenditure per
household

I nternet

Households with at |east one regular
internet user, by location of access
Internet use rates, by location of access
and household type

Internet use rates, by location of access
and household income

Leisure activities and sports

Most popular sports

Sports involvement, by sex

Canadians' reading habits

Average hours per week of television
viewing, by age and sex, by province
Television viewing time, by origin, type
of program and origin of station
Percentage share of radio listening time,
by format and audience category
Performing arts attendance

Participation in cultural activities, by sex
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@® For moreinformation, refer to “ Sep 9: Conduct a Survey of Your Community” under Sepsto

Inclusivity in Section 11.

Organi zations typically complain that they
invited people from diverse groups to
attend or participate in an event but no one
came. Thefeeling is that an effort was made to
no avail, and that all that could be done was
done to encourage different groups to become
involved.

However, there are often unseen barriers to
encouraging diverse groups to become

actively involved. Generally these barriers are
not considered because not enough information
or research was gathered about the invited
individuals or groups. Therefore, the outreach
that is conducted may not be appropriate. A

discussion of some typical barriers follows.

Barriers to Involvement when
Doing Outreach

The Outreach Approach IsNot Targeted or
Specific

Often information and incentives are provided in
ageneric or mainstream manner, and little or no
consideration is made of what is appropriate for
aspecific group or individual. Perhaps more
one-on-one interaction is required rather than
merely posting flyers around the community. It
may be necessary to meet people where they
feel comfortable: e.g., in their home, place of
worship or community centre rather thanin a
mainstream institution. Ask them where they
would prefer to meet. Try to use language that
they can relate to and understand. Draw on their
frames of reference to provide examples and
connect with their values. For instance, referring
to driving from one place to another does not
resonate with someone who does not use or own

acar.
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The Expected Role and Benefits of
Involvement Are Not Clearly Defined

If the expected roles of the person or people that
you are encouraging to participate are poorly
developed or unclear, then they will be less
likely to become involved. In order for someone
to support your organization or project they
must feel that there is a meaningful role for them
to play and be made aware of the benefits of
thelir participation. For instance, agencies and
organizations that request partnerships with
members of particular groups may not ad-
equately relate the benefits that will result for
both parties. Often, an organization views a
partnership as away of fulfilling their own
needs (e.g., increasing membership) rather than
as ameans of developing mutually beneficial
relationships (e.g., sharing resources and exper-
tise). If mutual benefits and anticipated roles and
responsibilities are not clearly defined, the
intended partners will not see their role as

positive and will likely not participate.
Too Little Timels Spent on Creativity

Overdl, thereis often too little time spent on
developing outreach initiatives that are creative,
innovative and different. By using your tradi-
tional approach to outreach, you may be lacking
the necessary excitement that will make it
successful. Communication varies from one
culture to the next and the type of media, tech-
nology and other vehicles that are used to con-
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vey amessage each represent and carry with
them a particular image of your organization.
Consider what is the most appropriate and
effective medium for you to use in each in-
stance. What works well for one group may not
work well for another (e.g., people who have a
hearing impairment may be most effectively
reached using avisual means of communica-
tion, while another group may respond better to
oral communication).

The People Conducting Outreach Consider It
aChore

People can quickly determine if someoneis
sincere about the work that they are doing, or if
they are “just going through the motions”. A
lack of conviction, knowledge and compassion
are easily identified and can make the difference
between whether an individual or group will
deem your event or project of interest or even
relevant to them. Be enthusiastic and compel -
ling, and show your commitment.

Not Enough Attention IsPaid to “Word of
Mouth”

A true sign of success is when an organization
or program becomes so well known that
outreach is not necessary. When people support
and believe in an initiative they talk about it to
others. In many cultures, whether the outreach
IS an ongoing program or a one-time meeting,
word of mouth is the best form of communica-
tion and the highest form of recommendation.
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When you tell people you know that you are
attending an event, participating in a project or
involved in an organization, and speak about it
in a positive manner, it encourages othersto also
become involved. Your good experience be-
comes atestimonial for others to participate.
The same holds true when members of a particu-
lar group talk about their positive experiencesto

other members within their group.?*

The Role of Effective
Communication

Effective communication can mean the differ-
ence between being understood and being
misunderstood. When people have “different
frames of reference and value systems, thereis
considerable potential for misunderstanding”.?
What is considered appropriate for one person
may be highly inappropriate for another (e.g.,
looking directly into a person’s eyes when
asking a question). Observation is very helpful
in determining what is acceptable or unaccept-

able for another person.

Do not judge or interpret what you think is
being intended or conveyed — verify that what
you understand is correct. You can ensure that
the right message has been conveyed by para-
phrasing and asking if you have understood

what the other person has said. People feel
valued when they believe that they have been
heard and understood. Also ensure that the
listener has understood what you have said. The
five main ingredients to effective communica
tion areto listen, observe, ask permission, ask

guestions and alter your behaviour accordingly.

By paying attention to someone's verbal and
non-verbal cues, you will be able to assess their
comfort level. You can also provide the other
person with your own verba and non-verbal
cues to present an approachable manner (e.g.,
smile, encourage or thank them). These cues
help people to feel more comfortable. Speak
slowly and clearly; avoid slang, colloquial
expressions and lengthy or complex words.

Always try to be aware of how you are feeling
and reacting, and do your best to avoid stereo-
typing. Remember that you have a set of as-
sumptions based on your own experiences and
understandings, and try to remember that the
other person may have different assumptions. Be
open and honest while exercising respect for and
acceptance of others. Speak only from your own
perspective and value dignity, fairness, trust and

co-operation.

24 Adapted from “Outreach and the African Canadian Community”. Written by Paul Kwasi Kafele. Jamaican Canadian

Association: Toronto, Ontario. Date unknown.

2“Handbook on Cross-Cultural Counselling”. Multicultural Association of Nova Scotia: Halifax, Nova Scotia 1995
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Addressing Tension or Conflict

While the above tips can be used to reduce the
likelihood of conflict, there are times when
tensions cannot be easily avoided. Conflict tends
to arise from alack of understanding, respect,
knowledge and/or skills for interacting with
people whom we consider to be “different” from
ourselves.

When responding to conflict, accept that thereis
no such thing as an “over-reaction” . % |f some-
one reacts in response to something you say or
do, instead of viewing their behaviour as an
over-reaction, realize that it isa clear signal that
something has happened or is still going on that
has made them respond the way that they have.
It may or may not have anything to do with you;
something that was said or done may have trig-
gered aresponse to a previous situation. Ask the
other person if you said or did something that
offended them. If the answer is“yes’, apologize
and ask them what they think should be done
about it. Then work with them to find a solution
that isfair and that you can both agree to.

Also, keep in mind that you don’t always have
to agree with one another, but at least agree to
disagree. Differencesin approach and of opinion
are part of what diversity isal about; it is what
makes an organization healthy. By attempting to

remove barriers such as those mentioned above,
your organization can increase the diversity of
participants, enhance it’s profile and develop
greater respect, acceptance and meaningful
partnerships within the community.

26 Cultural Competence Workshop for Service Providers in York Region. Presented by Gloria Murrant and Douglas

Stewart on April 28, 2003: Newmarket, Ontario 2003
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® For moreinformation, refer to “ Step 9: Conduct a Survey of Your Community” under Steps to

Inclusivity in Section 11.

One method of obtaining information about
diverse populations in your community
and their perceptions of your organization isto
interview anumber of key representatives.

Key representatives are individuals who have
extensive knowledge about the community and/
or experience in particular areas of the commu-
nity; for example, someone who has knowledge
of the needs of persons with disabilities, a
specific ethno-racial group or seniors. The
representative may also be a member of one or
more of these groups.

When selecting your key representatives choose
ones who represent various aspects of your
community, such as:

. long-time residents

. an agency director

. aschool principal

. apolice officer

. individuals who are active in community
affairs

. community centre staff

. community health practitioners

. local business owners

. representatives of religious or
faith-based organizations.

Key representative interviews must include
people who represent the characteristic diversity
of the community such asincome, age, race/
ethnicity, political beliefs, physical ability,
religious and cultural background.

To set up the interview, use what you think will
be the most appropriate method for initially
contacting that particular individual. You may
want to send aletter of invitation to potential
representatives politely requesting an interview.
Clearly outline the purpose, proposed dates and
times and approximate length of the interview.
To make it as convenient as possible for the
representative, offer to meet with them at their
work or home location. Follow up the letter with
apersonal telephone call to confirm the date,
time and place of the interview.

When interviewing, use open-ended questions
that will provoke thought and reflection. Allow
afair amount of flexibility in how they address
the question; in some cases you may be told that
you are not asking the “right” questions. Let
them tell you what they know and feel about
their community, about the various ways that

people can be excluded from community life
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and how your organization can be a positive
change agent within the community.

If they are willing, record the interview so that
you don’t have to write down everything they
say; it will be a better interview if you are able
to focus your attention completely on the inter-
viewee. Inform them of exactly how you intend
to use the information that you gather, and
assure them of how confidentiality will be
exercised and their privacy respected.

At the end of the interview thank the representa-
tivefor their time and insight and, if appropriate,
invite them to related future meetings or events,
or inquireif they would like to receive an evalu-
ation report about your initiative.

Within the next few days, send a letter thanking
them again and repeating the offer of follow-up
information or activities.

When all the interviews are completed and the
information has been transcribed, examine it for
similarities and differences. Did you find out
anything you didn’t know before? Are there any
common themes? Are there helpful suggestions
about how to implement your initiative? Write
up asummary of your analysis for presentation
to the Steering Committee.
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The following are some questions you

might want to ask in the interview:

. In what ways is the population of

this community diverse?

. Are there some people who
experience barriers to accessing

services? If yes, please explain.

. What is your experience of our

organization?

. Do you perceive barriers for
people who might want to
become involved in our

organization?

. We are planning to undertake
an organizational change
process to make our
organization more inclusive
(briefly explain). Do you think
these plans will help to achieve
our objective of becoming

more inclusive?

. How else could our organization
become more welcoming to all

community members?

. Do you have any advice or

recommendations for us before

we implement our plan?
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® For moreinformation, refer to“ Sep 9: Conduct a Survey of Your Community” under Stepsto

Inclusivity in Section I1.

A focus group, or group interview, is help-
ful when dealing with complex ideas and

issues. By bringing people together to share
their views and insights on your organization’s
diversity and inclusion initiative, the strengths
and weaknesses of the initiative may become

clearer.

Why Use a Focus Group?

Focus groups generate a different type of infor-
mation than individual interviews. Focus groups
are not appropriate for problem-solving. Partici-
pants are not expected to reach consensusin
their opinions or recommendations. Rather, the
organization can explore their responses to the
proposal that is presented and have an opportu-
nity to delve deeply into the reasons for their
attitudes and opinions. Through group discus-
sion and by working through some of the issues
raised, the group will likely arrive at conclusions
that are more accurate and comprehensive than

their individual responses would have been.

There are some disadvantages to using focus
groups. Sometimes “group think” emerges,
which reflects our tendency toward conformity.

Also, if one person dominates the group, either
by force of personality or by having a position
of power, it can influence the outcome.

Facilitating a focus group well requires afairly
high level of skill, asthe facilitator must:

. ensure that questions are asked in
sequence;

. keep the group focussed on the questions;

. judge how much time to alow for
responses and discussion;

. pay attention to the group process to make
sure that everyone participates and no one
person dominates.

Inviting People to a Focus Group

The question of whom to invite to your focus
group should be based on the results of an
assessment of the demographics of your com-
munity (for more information, see Tool #4:
“Community Demographic Assessment”). You
may decide to hold more than one focus group,
depending on the nature of the information you
wish to collect. For example, if thereisahigh
degree of concern about ensuring accommoda-
tion for persons with disabilities, perhaps it
would be helpful to hold afocus group made up
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of people with disabilities and/or those who
serve people with disabilities to consider that
specific issue. Whether you hold one or several
focus groups, you should make sure that the
whole community is represented if it isto be
considered a community consultation.

Before the meeting, send aletter of invitation to
potential participants politely asking for their
assistance and clearly outlining the purpose,
date and time, length of meeting and your ex-
pectations. Follow up the letter with a personal
telephone call to confirm attendance and clarify
your request if necessary. Offer to provide
financial assistance for transportation and child
care costs, and ask if there are any other require-
mentsin order for them to participate. If possi-
ble, provding a cash honorarium or gift demon-

strates that you value their contribution.

Location and Set-up

When selecting a meeting location, there are
severa things that you should keep in mind. For
example, isit comfortable and quiet, with
adequate lighting and good ventilation? As with
all venues you want to ensure that it is appropri-
ate for the purpose of the meeting and the people
that you are inviting (you can use Tool #1: “Tips
for Planning Inclusive Events’ to develop a
detailed checklist).

Communication within afocus group is easier

when everyoneis seated in acircle. Tables are
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optional, although many people feel more com-
fortable with atable, asit not only provides a
writing surface should they wish to take notes,
but it also offers a sense of separation from
others. This may be useful if thetopic is per-
sonal and participants are initially uncomfort-

able or are likely to become emotional.

Provide some refreshments — at |east coffee
and water, but some food would be appropriate
if the meeting is anticipated to last for more than
two hours or if it isoccurring close to a medl
time. Hungry people tend not to participate as
well as those who are feeling more comfortable.
(Also see Tool #1: “Tips for Planning Inclusive

Events’ for more information.)

Content

Focus groups can be structured, semi-structured
or unstructured, depending on their purpose.
However, a clear purpose for the focus group
must be stated at the outset, and it is best to have
prepared alist of questions, which will be asked
in an orderly sequence.

The following is a suggested agenda for afocus
group meeting being held as part of the organi-
zation's preparation for adiversity and inclusion
initiative.
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1. Introductions

facilitator makes introductions and
thanks participants for coming

brief explanation of the reason for
convening afocus group (e.g., we want

to check with community members that
we are on the right track with our plans)

participants introduce themselves

2. Brief presentation of the

diversity and inclusion plan,
including:

rationale
activities, outputs, expected outcomes
who will be involved

duration

. Pose questions; for example:

Would you say that the population in
this community is diverse?

Using ascale of 1to 5, with 1 being
alow level of diversity and 5 being a
high level of diversity, how diverse
would you say this community is?

In what ways is the population of this
community diverse?

Does this degree of diversity pose
challenges for some peopleliving in
this community? In what ways?

Does this degree of diversity make
the community stronger? How?

Are there some people that experience
barriers to accessing services? If yes,
please explain.

How do people participate in commun-
ity life?

What are some of the things that pre-
vent people from participating in
community life?

What barriers does our organization
present for some people who might
otherwise be interested in joining us?

Do you think the plans we have devel-
oped will be helpful ? You may want

to break this question into several parts
if there are several components to your
initiative.

How else could our organization be-

come more welcoming to all commun-
ity members?

Do you have any advice or recommen-
dations for us before we start working

on our plan?

4. Thank participantsfor ther time

and contribution

Ask participantsif they would like to
be kept informed or get involved in
your work.

If possible, provide a cash honorarium
or gift to show your appreciation.
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@® For moreinformation, refer to “ Sep 10: Assess Your Organization” under Steps to Inclusivity

in Section |1.

ecoming adiverse, inclusive and equitable

organization is an ongoing process. The
following assessment tool was developed as a
means of identifying the progress that the On-
tario Healthy Communities Coalition (OHCC)
has made in implementing their long-term
strategy to attain organizational diversity, inclu-
sion and equity.?” The objective of thistool was
to provide a quantitative assessment of the
standards, principles, policies and procedures
that guide the OHCC based on the perceptions
of those involved in the organization.

Following aresearch and consultation phase, the
OHCC Diversity Committee established visions
and standards relating to diversity, inclusion and
equity within the areas of governance, programs
and services, human resources and evaluation.
They also identified a number of measures for
each of the standards. This tool will require
adaptation for its use in different agencies and
organizations.

For each of the measures, respondents are asked

to rate the capacity of the organization in that
area. Individuals associated with the organiza-
tion — including directors, staff, volunteers,
members and representatives of funders and
organizational partners — areto be given the
opportunity to complete the assessment ratings.
Since not all will have the appropriate knowl-
edge or experience to answer every question, a
“not applicable” rating isincluded in all of the
guestions. Respondents are aso encouraged to
add comments to explain their rating.

This particular assessment is most successfully
applied during afacilitated group session, with
the opportunity to seek clarification, receive
pertinent information about current practices,
and discuss items with others.

This Tool isalso just one possible element of a
larger process. For instance, the establishment of
policy documents and formalized practices
cannot substitute for a deeply embedded vision
and set of guiding principles that lead to positive
informal relationships, supportive working

27 This Tool was developed based on the “ JPPC Anti-Racism Organizational Change Self-Assessment Tool”. Joint
Policy and Planning Committee, Ontario Hospitals Anti-Racism Task Force (an Ontario Ministry of Health and Ontario

Hospital Association Partnership): Ontario May 1996
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conditions and an atmosphere of acceptance and
responsiveness. Qualitative methods of explor-
ing the less tangible aspects of organizational
life should supplement these quantitative find-
ings, to provide afully integrated and compre-
hensive organizational assessment.

Finally, this Tool is not presented as the best or

the only way to conduct an organizational self-

assessment. It is only onetool that can be used

to analyze organizational capacity and progress
in the areas of diversity, equity and inclusion.

70



Section 3: Tools

"uosn|oul 01 siBlLeq
Aue ureuoo Asy) J1auiweep 01S9011e.d pue saulppinb
‘sa101j0d Bu s Ixa S}1 passasse sey Uoleziuefioayl ‘€

‘a%e|d ul
a.Je sa101jod Juawsse ey ade |d)JOM pue Uo Ui LIS IP-NUY 2
‘Ue|d 916910135 S11 U UOISN DUl
pue A1sJRAIP JO SNsS| passaJppe sey uoieziuebioayl T
's90nJeld pue sao1jod euoireziueblo |[e ul pappaquie afe A1inbs pue uoisnioul ‘AlIsieAIp Joseidipuld Z'T
¢'T:plepuels
‘uosnjoul pue A1inbe ‘Alissienip 01 Buirep.
s90110d Jo MaIAa. pue sido pASP aY) 01 POTRJ0| e
ae (Rueuly ‘swn ‘Bulyfers) seoinosas arelidolddy v
'San e/ JO JuBWidIRIS S Uo(1eziuefio ay ul
paumeIu0d afe uosnoul pue A1inba ‘AlsleAlp Josadoulld g
‘9bfe| e Allunwiwod ay) pue (S48a1un|on
‘1Je1s ‘pfeoq) uoireziueflo sy} Jo sequisll | J0} pauliep
A1ea [0 usaq aney saifiere.s pue saioljod feuoirezivebio
10 wawdo pASP 81 Ul JUBWBAOAUI Jojsaniunuoddo 2
"uoreziueblio aAIsN DUl Ue
Bu g 0} JuBLUIILILLOD ey paress Apljgnd sey preogayl ‘T
'salel| 11 euoieziueblo pue SiBguisll ‘S/eaiun|oA ‘1ers ‘uswebeuew ‘siequisu pfeod |fe Aq poolsiepun S1UoiSn|oul 01 JUBWIILIWOD S uoieziuebio syl T'T
‘prepueis
‘uoireziueblo ayy Jo
pead pue ssulppInb ‘sainijod ay) 0jul paTeIodIodul S1 UOSN Ul 01 SiBlLieq JO 891} JUBLUUOIIAUS Ue Bu1Tesld 01 JUsLU]ILILWIOD S uoieziueblo ayl :UoISIA
Aa1j0d

SINIINNOD SNLV1S S3ANSVYIN

‘Buirel InoA areaisn||1 Jo ure|dxe 031 SiuswLLIoD INOA ppe ases|d areidoidde alym

MOU 1,uoQd /a|gedliddy 10N -W/N  (Se4npaooid mana/Butioliuow Bulpnioul) padopnaq Ajin4 - € Aem-Japun |\ - 2 aseyd Buuuibeg - T paueIs BAION -0
:Mojeg umoys sBurel ays 03 Buipiodde ‘s 01 0 JO d[edS e Uo SWwid}l Buimo||o) 8y} JO Yydea JOo Sniess ayl yuel ases|d

|00 ] JUSWISSSSSY J[BS V - SSSUBAISN[oU | [euolteziuel 10

71


andrew


Inclusive Community Organizations: A Tool Kit

‘sweJboid

pue said1jod JusWSSe.ley / UOITeUIW LIS IP 9. |dXJom

pue A1inbe ‘uolsnoul ‘AISBAIP JO UoIeIuBWS [dw
9109 }J 3Y) 01 pa1e0| e AjlIoI|dxe Usag aney S80Inosay 'S

[EIENTENEY
pue Joiuow o1 sdsis Buipnioul ‘paysiigelss ussq sey
uoisn[oul 01S.e11leq 8oNPal Jo SfeUIWIpP 0l Uejd uonde uy v

"payJealiq ae saljod
a1 J1 M0J[0} 0} SaulppING s o padojerep sey preogayl e

'sa10110d JuBLUSSEJRY / UOITRUILULIOSIP
90e|dxI0M JO uo|FejuBLLL [dw | 8} UO Juswisbeuew
1o} suoire10edxe S11 paulno Al sey preogayl g

's9101jod uosnjoul pue
Ainbs ‘AlseAIp J0 UoIRIUBWS [dw1 8y} Uo Juswebeuew
10} suoie1oedxa s} paulino Ajxesp sey preogayl T

's90ngeud pue ss101jod euoireziuebio [ ul pappaqud ale Alinbe pue uoisnjoul ‘A1seAIp Josadioulld T2

pfepuels

's90110d JuBWSSE.fey a8 |dXJoM puUe uo Ifeu Il LIS IP-1IUe Jo uoifeuswie [duwiayl ul diysiepes| pawiojul apiao.d uswefeuew pue preoq ay ] :UOSIA

dIs Bpes 1 ¢

‘uosnjoul pue A1nbs ‘A1sienIp
Jo Seafe ay) Ul apew ssaJboid Buirenens Ul JUSLLIBAJOAUI
Jo} sanunyuoddo aney uoieziuebio ay) Jo Slequisll ||y

‘uolsnoul 0} selfeq Bulreuiwp Ul ssalbold Burenens

pue Buioyiuow Joy Ao1jod e pays||aelss sey pleog ay L -

"pPaleN[eAs pUe PaJ0]ILOLL S| UOISN ol 0} SlB1ieq Buonpal spiemol sseubold €T

‘plepuels

SLININNOD

sSnivls | SIINSVYAW

72


andrew


"uonn|osal
1011JU09 J0} Ssa00.d & apnjoul SiuswsaBe diyseuled )4

Section 3: Tools

'suole|ndod asJeAlp Bunussaidal
suoleziuehlo yim ybnos Apande sle sdiysieulied

'S 11IUNLUILLIOD 8SBAIP YIIM WS UeydaLu
uole}nsuod Aem-omi e padopnsp Ssey uoieziueio ay |

'suoeziuebio pue sdnolb Ayiunwiwiod
aslAIp yumsdiysuo el Bupjiom eulojul pue [euioy

SABN[OUI PUR 9A1091J0 PadoeAsp ey uoieziuebio ay | 1

‘uoire|ndod 8y Jo A1ISIBAIP 841 109J84 eyl Suo IRz Iuebio A1IunwWILIoD JBy10 pue uoireziueblo siy) Usamiaq 1SIxe sdiysieuried aAnoe1lg Z'€
prepueis

'SANSS| [RIUBLLLIOIIAUS pUe U1 [eay ‘O ILLouU0dd
‘le1oos pue solydelbowep Buipnoul sajijoid feuoibal
pue eiouinoid parepdn pue pa|idwiod sey uoireziuehlo ay |

(ol
sgn | e190S ‘sa.usd Alunwiwiod ‘diysiom jo sade|d a°1)
S911IUNWILIOD 8SBAIP BuIydIea. Jojssaode Jo siulod Byio
10 181] 8ASUBYR AW B padopasp sey uoifeziuehio ay | v

'suoire|ndod pazifeulbrew

10 / pue 8seAIP YIIMm Apoaaip [esp Teyi suoieziuebio
pue sdnoJb eiouinoid pue feuoifal ‘Aliunwiwiod

10 181] 8ASUBYR AW B padopasp sey uoifeziuehio ay |

BIpSW J1uy® pue AJiunwuwiod
10 1S1] 8ASUBYR AW B padopasp sey uoieziuelbio ay |

‘aednined 01 wey)
BlIAUI pUe SB11IAIITe S1I Jo suoie|ndod 8sJeAIp wiiojul 0]

ABa1e.135 SUO eI IUNWIWIOI B padopAsp Sey uoieziuelio ay | T

"898 90 IAJ3S 8] UIY1IM S 11UNLLILIOD
SSIAAIP JO SleqBW 01 APANDSLS PATED IUNLULLOD 38 PSAJOAUI 8L0Ja( 0] Saljiuniioddo pue a1njon.is soueussAol s1i Buipnjoul ‘uoieziuebio ay) INoge UoIfeWwIolu| TS
-prepuels

'SUO17121090X9 pue Spasu A1IUNWLIOD 199|J9.1 pue aAISN [oUl 8.Je S3ssa00.1d Bu pfew-uois1aep pue uoiredpnred ayl :UOISIA
Dubfe\-uosed pue uoiredniied '€

SINIWNOD | snivis | S3ANSVYIN

73



andrew


Inclusive Community Organizations: A Tool Kit

"UOITeU I 1I3S 1P JO 8usp1oul Aue ssa.ppe 0} 8inpado.d
S |dwod ay) sseade 03 Y6 1By} Jo afenve ase sdnolb
AJUNWILLIOD pue SJsBlun (oA ‘Sl 1fe feuoieziueflo ‘1es
“JuswieBelrew ‘p.jeoq auy) eyl Saunsus uoieziuebio ay |

'sdnoJb Ayunwiwod

pue S18a1un|oA ‘safel|ijfe ‘sieulied feuoieziuefio woiy
uoreziueblo ayl Ag uoifeuiw LSS Ip Jo siure|dwod Bulpuey
KApANoaYe 104 Ssainpeooid uen M sey uoireziuedlo ay |

T

"UOITRUILU1IOSIP 1O SB0USP 10U | INOCe SU e |dLLIND 8 [pUiey 01 IS 1XS Seunpado.d aANS11T '€

pfepuelis

"U0NIN|0S3J 101]JU0D
10} S5300.d © 9pN U1 SS9 ILULLOD 0} D0USIBJOI JO SWIS |

" JBYloUe aUo 0] 3P Slequisl
dnoJb moy 1o} pausI|geIss Usag aney Sa|n.l punoJo

'SUIB2U0D pUe dA110ads jed 1Y)
ss9.dXa 01 Joguisll YJes Jo) shunsaw Ul apse 18s s1awl |

‘ApAnde e aredidied 03 Aljige 1Byl 8sealoul 0} papasu
Se sJaquisw 0 papinoid afe Bulu ey pue uoieus IO

(@141 Bunsaw ‘9120 PP / P1IY J0 Ailjige|lere

‘Buip|ing jo AM|iqisseode ‘sBusaw Jo uoieoo| pue

awn “69) "UoNIUN SISO puUe preod ayl fem ) ul
Bunsixe selikeq Jo Aljigissod ay1 paJo|dxe sey preod ay L

MBIAIBIUI ‘U1 BS J0J B LIBILID ‘S |IN0 busieApe “ba)
"JuswefeUew 1o 1USS pue S80I ‘pleoq Jo) sassadoid
UO USRS PUe UON1998s ‘JUBLUI}INIDSI 8} Ul Sl lireq
o1wLIsAs Jo Aljigssod ayi paJo|dxe sey uoireziuehlo ay |

T

SisBeliell puUe S99 ILULLIOD ‘Pleod “a'1) Uoiieziuello ay) JO SpAs| Bu b ew-Uois|0ap JUaJe 1} Ip 8y} Ul palussaidal A|celinbs a.e Sa i Iunwiiod ssOAIP JO SIBqUBIA £°€

‘prepuels

SINIWNOD

snivis |

S3IHNSVIN

74


andrew


Section 3: Tools

"e3.1e 301AISS S11 U1 S 11IUNWILLIOD 8SBAIP Y1IM
UOIT20 IUNWILIOD Rem-0M PBUS1|geIss sey uo ez iuefio ay |

slepea| Alunwiwio) -
SiuewIolul Aoy -
siededsmeu Ajlunwiwio) -
(wund ‘olpel/olpre ‘A1) elpsw pabie] -
Buipnoul ‘eare
821/AJ8S B UIY}IM S3 11IUNLILLIOD SNOLIeA 0} UOITeULIOU |
apinoid 01 padojpasp usaq sey ABa1e.is UOIRIIUNWWOd & 2

*jBuUewW a|gelinba
Ue Ul S311IUNLWILLIOD SNOLIeA 81 YJea. 01 pa1290| |2 S904N0sal
arelidoidde pue padopnep usaq sey ABaelis yseano uy ‘T

"ea.Je 801AJBS U1 U1 S31IUNWILLIOD 3SIBAIP Y1IM S8 1SS pue siLeifoid Jo Ssaus.feme 8SeaJoul 0] pash a.Je sa1fe1elis Lo 1ed iunwiwiod aeidoidde pue aAnde)ig T2
‘prepuels

'S90IAJBS pue sle 6o d s,uoireziue o ay) JO 8. feme 8.Je Ba e 80IAJSS BUj) U1 S311IUNWILL0D 8SJBAIQ (UOKSIA
(oeaInQ ¢

"S311UNLLILIOD SSJOAIP 858U} JO SISa.eIU| pue
SPSsU 8L} N0 U0 ITRLLLIOJU| paU R)GO Sey uoieziuebloayl 2

'S9OINISS pUe
sweJboid s uoireziuebio ay Jo Buluue|d ayy ulsredinred
0) PO1IAUI U8 9/8Y S 11UNLUILIOD SSBAIP JO Siequisl /Y T

"pafieunoaus pue palioddns s1sa0inkes pue swelboid Buiuue|d pue spsau BulAiuspl Ul S8 I1IUNWILIOD 8SJBAIP Jo uoiredidiied T'T
-prepuels

'S3111IUNLUILLOD 85 JBAIP JO Spasu ay) 01 a1elido Jdde pue 88 .1j-Jo11.1eq 8.1e S30IA IS (UOSIA

Buiuue|d 90InesS T

SINIWINOD SNL1V1S S3YNSYIN
S30INIBS pueswelbold g

75


andrew


Inclusive Community Organizations: A Tool Kit

'S3UNLLILLIOD 8SAIP 01 S3DIASS pue swelboud
1O SSBUBA 1199 4J8 pue ssause Lidoidde ‘Ayijiqssaode

U1 J0)IUOW 0] PaysI|geIss Usaq Sey sse004d uoiren eas uy -

‘ue|d uoirenens ue Jo Juawdo pAsp ayl
Ul po1|NSU0D US| 98y S13IUNLLILLIOD 3SJOAIP JO SIBqWRIN T

'S9OIAJSS pue swelbo.d Jo sseusnnoe e pue sssuaike Lidoldde ‘A1iigsseode ay) Joliuow o1 ade|d uisi ued uoieners uy T

"SO11IUNLULLIOD SS JOAIP JO SP3BU 8] 193 SAOIAISS pue slue Jboid s,uoieziueb o syl UOKIA
BurIoIuo N plre uoirenfens weJbold

abenbue| a7euiL e 01 S 11 IUNWILLIOD SSJBAIP JO SiequiBWU
ym ued uonde ue padopnsp sey uoeziuebloayl ‘2

"ea.Je 90INJSS S Uo ez iueBio sy}
UIyyIM pa1jnuep! uaag aney sdnolb oisinbuljsnotlenayl ‘T

'sielikeq affenbue| areuiwi e 10 8onpaJ 01 papino.d a.te ssinosal onsinbul| aelidoiddy 2

paJopIsuod
S9INJONJIS pUe SUO1IRI0| ‘sawly Bunes | -
poloadsal seondeld eniuidsyie -
pepIro.d uoieliodsUR 11220 | IYOSES N -
‘9|dwexe 10} ‘Sanss| pue spasu palinuep! Jo
passaidxe 0} puodsas 01 paldepe a.fe SAdINES pue swelbold T

"S311UNLULLOD SSJBAIP JO SANSS| pUe SLIOU ‘'San [eA a1 912POLULLIOOJR pUe JUN0JJe 0)Ul 9Xe] 0] paldepe afe S30IAJeS pue swelbold T°S
‘prepueis

"'S31IUNLLLIOD 8SJBAIP JO SPSBU pUe SWLIOU ‘San [eA aU] 01 SAISUOdSS 1 8.Je S8 1A S pue swelfold (UOSIA
KBAPQ0INRS €

SINIWWOD | snivis | SIYNSYIN

76


andrew


Section 3: Tools

'SJE3IUN|OA pUe SiequiBU preoq
‘11es | Agq pepueie ‘welboud Buiurelyuoieonps uosnpul
pue A1inbe ‘A1sieAIp e padopaap sey uoleziuebloayl ‘2

‘uosnul pue Ainbe
‘A1ISISAIP JO Sea.e BU)) U Passasse Uaad 92 SJsalun oA pue

1Jers “JuswiaBelew ‘preod ay) JO SIS pue abpajmouy ayl T

'swrelbo.d wewdopAsp [|1s pue abpamouy uoisnioul pue A1inbe ‘A1sienip uiaredinnted 01 saniuniioddo usAIf afe Seajun oA pue slequiswl preoq ‘1ess 1Y T°¢

*A1IUNLLLLIOD 3U)1 JO S JogUUBLU 8SJBAIP YIIM BU DjI0M UI pa||I4S 8.Je pue ‘S8 I1IUNLLILLIoD 1Byl ul arednnred A|ny

01sdno.b asJeAIp Jo Alljige 8yl 199 e Saou. B IP [eJn1nd pue J 10U ‘[eanijod ‘[e1oas moy INoge 8 |geabps jMouy 8.Je SBalun oA pue Less [V :UOKIA

Dulurel ] BRIUNIOA / }JelS / preod ¢

'SJ331UN|OA pUe
sJoulked ‘}feis 8SIOAIP JO UO USRI AU} .nsud 0} ade|d ol
1nd usaQ dARY SWBISAS U0 1IN|0Sa 101(jU0d pue BULIOIBIN 'G

‘(suonsanb
91)-seiq ‘slemainieiul ay) buowre Alsienip “Ha) seseiq
10} ss900.4d MBIABIUI BY) pamB NSl Sey uoieziuebloayl v

'ss900.d uawiinIoa. 8y} Buip.ehal S8 1 uNWIWIod
SSJAAIP JO SJaquisll UYlIM palnsuod sey uoieziuello ay |

Alunwiwiod ‘eipaw 1B6.1e) 9°1) BIPSW Weasuew -Uuou
Ul pasiieApe usag aney saiiunioddo Jeaun|on pue pred 2

'sleuried pue SJealuN[oA ‘Jels
SSJOAIP JO uonuale. pue uonowoud ‘Bulily ‘sLIINIS.
ay1 uis,ereq a|qissod palodxe sey uoieziueblosy] T

'S90IAJBS puUe swelBoid Jo SsauaAde e pue ssauaielidoldde ‘Ayijigissaode sy Jojuow 01 ade|d uisi ue|d uoieneAd uy T'T

"e0.Je 91N I8 U} U punoj A1 IBAID SUj) 138} SJBSIUN[OA PUE Jjes Jo Spa) [ :UOSIA

OO0 1d / UonueRY /el n oy Jels T

SININNOD

SNLV1S

SIUNSVYAN
S901N0Sey UewnH ‘g

77


andrew


Inclusive Community Organizations: A Tool Kit

‘Buiuonouny
S1019941p JO pLeoq 8y} o [esfeldde souewlopied
a1 Ul papnjoul a.e uoisnjoul pue A1SJOAIP JOSIORIIpU|

seseidde

Js2uNn|oA BuLinp uosnoul pue Alinbs ‘A1sJenip Bunowo.ud

01SUOIINGIIIUOD SISIUNIOA 0] USAIB S| UOIRIBPISUOD '€

‘15215 JO [esteudde souew.oied
3y} Ul papnjoul ate 9o19eid dASN[OUL JOSIORDIpU| 2

“JULeL BASN[OU| U U1 S9O1AJSS apIaoid 0}
Jjexs Jojssulppinb feajo padoprep sey uoiezivebloayl T

sa10110d uonueAB.Id JUBWISSE Ry 938 [d3JoM pURe Lo ITeU LU LI9S TP 03 90UBBypPe 1By} JO JUSLUSSISSE Ui SapN [oU SJSSIUN oA pue Jjels ‘luslisfeuew jo uoienens T

‘uoisnoul pue A1inbd 01 SB1TEq

pue JuBLUSSe ey 80 | JOM ‘UOITeu IU1IOS 1P JO SWIOJ |[e JO 884} JUSLUUO.JIAUS Uie S3jowio.d souew Jo)iad Jesiun oA pue pieoq ‘Jels panoidwl| (UoISIA

S[esre.ddy aduew lojed €

'S911IUNWILLIOD 3SJOAIP 0] AAIRP 991Akes arlido.idde uo

S|y pue abpajmous| 1Byl a1epdn 03 SI8SIUN|OA pUe pfeoq

‘1121S 10} 1US.IND S30N0S3. S11 S8y Uoireziuebio ay |

‘wesboud

BulureuoreINps uosn|oul pue AYinbe ‘A1seAIp ay)

JO uolfenens pue AlaAlpp ‘Buluue|d ay) Ul S8R ILUNWIWOD
SSAIP JO SJequisll PAAJOAUL Sy uoieziuebioayl ‘€

SINIINNOD

SNLV1S

S3IANSVIN

78


andrew


Section 3: Tools

® For moreinformation, refer to “ Sep 13: Implement the Plan” under Sepsto Inclusivity in
Section 11.

A Il of the stakeholders in an organization have different but mutually supportive roles and
responsibilities to play in the process of undergoing inclusive organizational change. Below
are some guidelines that you can use to adapt roles and responsibilities that are appropriate to your
organization.?

Board of Directors staff, clients, members and volunteers by
The board’s role in the processisto provide discouraging, preventing and refraining

leadership, accountability and resources. Spe- from participating in discrimination;

cifically, board members should: . approve, endorse and support policies and
o procedures that are devel oped to guarantee
. initiate, endorse and support a statement . .
. o ) inclusiveness;
that outlines the organization’s commit-
ment to inclusivity; . exercise any corrective actions that may

. , _ be required should those policies and/or
. communicate this commitment and expec-
. o procedures be breached.
tations for organizational change;

. ensure that the board as a body is reflec- Members, Clients and Volunteers

tive of the community it serves, Members, clients and volunteers also play an

. endorse, support and participatein educa-  €ssential rolein ensuring the success of inclu-
tion, training and other skills development; ~ Sive organizational change. They must:

. ensure that adequate and appropriate . abide by the principles, policies and
resources are provided for implementation procedures of the organization;

of organizational change; . treat staff and other clients, members and

. help to ensure a “safe” environment for volunteers with respect and dignity;

2 Adapted from “ JPPC Anti-Racism Policy Guidelines”. Joint Policy and Planning Committee, Ontario Hospitals
Anti-Racism Task Force (an Ontario Ministry of Health and Ontario Hospital Association Partnership): Ontario May
1996.
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Management

Management is responsible for ensuring that the

inclusive Action Plan and board policies and

procedures are carried out. Depending on the

size of your organization, there may not be a

management level. In that case, these roles and
responsibilities will actualy fall under a mixture

of board and/or staff jurisdiction.

Management should:

help communi cate the organization’s
commitment to and expectations for
inclusive organizational change;

appoint a staff member to assume
responsibility for coordinating inclu-
siveinitiatives;

work in partnership with staff and the

board to implement the organizational

change Action Plan;

ensure that adequate and appropriate
resources are allocated to develop and
implement inclusive organizational
change;

ensure that staff are provided with
appropriate and ongoing education and
training;

provide opportunities, encouragement
and resources for staff to fulfill their

respective roles,

80

endorse, support and participate in
education, training and other skills
development;

establish mechanisms for reporting on
organizational change activities,

endorse and support policies and proce-
dures that are developed and approved
by the board;

maintain a“safe’” environment for staff,
clients, members and volunteers by dis-
couraging, preventing and refraining from
participating in discrimination;

ensure that staff, members, volunteers
and/or affiliate organizations are aware
of their rights and responsibilitiesin
relation to inclusive policies and proce-
dures;

support or exercise any corrective
actions that may be required should
those policies and/or procedures be
breached;

ensure the continued development and
provision of programs and services that
are accessible and appropriate to the
community;

communicate, liaise and develop partner-
ships with relevant groupsin the

community;
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. participate in the development of inclusive
policies and procedures where appropriate;

. point out and report differential treatment
and inaccessible and/or inappropriate

services.

Staff

Staff members play akey role in ensuring the
successful implementation of inclusive initia-
tives within an organization. Their roles and
responsibilities include the following:

. help to maintain a safe environment for
staff, clients, members and volunteers by
discouraging, preventing and refraining
from participating in discrimination;

. treat co-workers, clients and the public
with respect and dignity;

. participate in education, training and
other skills development initiatives,

. deliver programs and servicesin a
manner that isinclusive and equitable;

. participate in the devel opment and
implementation of programs, policies

and procedures;

. report unacceptable behaviour or inci-
dents where policies and/or procedures
have been breached and help to provide
any necessary support related to
addressing these incidents.

81

Diversity Coordinator or Lead

Depending on the size, capacity and

resources available to your organization, you
may or may not have a designated staff person
or people to take the lead role(s) for the devel-
opment, implementation and maintenance of
your inclusive organizational change initiative
and programming (e.g., a Diversity Coordina-
tor). These tasks may be incorporated into the
responsibilities of an existing staff or volunteer
position, or they may be provided to someonein
anew position. Either way, included in the role

would be the following functions:

. research and help to draft a broad
strategy and plan for inclusive
organizationa change;

. liaise with the board and/or manage-
ment and staff to enlist their support,
endorsement and participation in
inclusive initiatives;

. communicate, consult and develop a
two-way relationship with members,
clients, volunteers and other relevant
groups in the community around these
initiatives,

. provide input into the review and
revision of organizational policies and

procedures.
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® For moreinformation, refer to “ Step 17: Reflect on the Process’ under Stepsto Inclusivity in

Section I1I.

S)me of the reasons a diversity initiative
might not work well at first try are out-
lined below. If your organization’s initiative did
not work as well as you had expected, assess
whether it was affected by any of the following
factors:

Poor timing. The initiative may have come at a
time when your organization was preoccupied
with more urgent priorities. A lack of funding,
increased workload, a specific conflict or politi-
cal changes might have been much more critical
to deal with. During such periods, staff, the
board and members are usually functioning just
to survive as an organization, and diversity may
not even be a blip on their radar screen.

Outsideintervention. If it is perceived that
external forces such as funding requirements, a
politician’s decree or even a court order have
prompted the initiative, then some people within
your organization may be apt to resist. They
may resent the initiative and feel that they are
being forced to do it in order to meet objectives
that they do not necessarily agree with, while

other interests or needs are being ignored.

I nappropriate approach. The opposition may
be due to the approach itself. Sometimes an
initiative poses some people as perpetrators and
others as victims, and when this happens, there
islikely to be defensiveness among those who
think they are being blamed. They will probably
feel unjustly accused if this type of confronta-
tional, “you’re the enemy” approach is used.

Narrow definition of diversity. If diversity is
seen as the domain of only afew groups (for
example, ethno-racial communities and women),
everyone else may feel left out. A broader
definition of diversity that covers aspects, such
as educational level and parental status, helpsto
create an umbrellathat is big enough to include
everyone. In this framework, everyone's issues
have avalued place.

Once the reasons behind the opposition have
been determined, you will be in a better position
to move ahead. The following are strategies you
might consider to rebuild credibility and gener-
ate support:

. Work on known obstacles first: Address
the specific structural barriers that you discov-
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ered in your needs analysis before exploring
others areas where you might undertake change.
For example, creating more flexible personnel
policies or membership requirements can help to
acknowledge the different needs and preferences
of both current and potential staff and members.
Creating opportunities for those who desire
increased access to participation through the
establishment of a mentoring program is another
example. Responding to those concerns that
have previously been expressed shows genuine
organizational commitment.

. Get input from those who have ex-
pressed opposition: Put together afocus group
to listen to the views and issues of those people
or groups who found fault with the initiative or
who reject the concept of “inclusion”. Find out
their concerns and needs. Seeif there are any
ways the organization can respond to their
issues or deal with their frustrations. Once they
feel their concerns have been addressed (even if
the issues are not totally resolved), they're likely
to become more willing to explore the concept
of inclusion.

. Get broad support: Create adiversity
committee that is representative of a cross-
section of people within the organization in
order to get arange of views and attitudes.
Include those who have been resistant or

skeptical. These people can become the most
powerful aliesif they buy in to the process.
When they see theinitiative in anew light, they
can act asinformal leaders and influence others
who have been resistant. They can also give

critical input when planning future initiatives.

. Exploreindividual training and other
formats. If additional knowledge and skills are
needed, find ways to provide them without
relying on traditional training in a group setting.
Perhaps one-on-one customized coaching would
be more relevant to those who are resistant and
would help them to deal with specific challenges
and overcome obstacles.®

' "
,j& ‘%:/A 19

/ / "
Sz /) )%-/ 2

2 Tool adapted from “What If Your Diversity Initiative is Unsuccessful?” SHRM Online, Society for Human Resource
Management: http://www.shrm.org/diversity Accessed February 2003.
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