7 A
p R / » J"

PLEASE
Respect My GENERATION!

9 generations at work




Table of Contents

INtrodUCtioN........oii 5
General Training Preparation............ccoooiiiiiiiiiiii e 6
Suggested Training Schedule 1...........c.coiiiiiiiiiii e 7
Suggested Training Schedule 2............ccooiiiiiiii e 10
Facilitator’s Notes...........coccviviiiiiiiii e e 1
Please Respect My Generation Discussion Points.............ce.ccccciieie... 12
1. Generation 9/11........ o ek e s e el 14
Generation 9/11 Discussion Points..............ccc il it ceevnenee 15
“Your Take” Quick Quiz—Key .....c.ccccoeadliiiii @i 16
Personal Stories: The Good and the Bad~—Discussion ............. 17
2. Millennials.......ccoovmiimiiiii e cde e v e e in e e cae e ne i enn e 18
Millennials Discussion Points ... c........ 000 e e 19
“Your Take” Quick QUIiz&KeY .... o0 oo e 20
Personal Stories: The Good and the Bad—Discussion ............ 21
3.Generation X.....ooodur el 22
Generation XsDiscussionPoints ............ccccviiiiiiiiiiiiiinnenen, 23
“Your Take” QUIiCK QUIZ—KEeY .......coorimiiiiiiiiiiiereee e e 24
Personal'Stories: The Good and the Bad—Discussion ............. 25
4. Baby BOOMEIS .o .. e e 26
Baby Boomers Discussion Points ..........c.cccoviiiiiiiiiiiiiiicccnen, 27
“Your Take” QUICKk QUIZ—KEY ......cerninmiiie e 28
Personal Stories: The Good and the Bad—Discussion ............. 29
5. Traditionals......ccceenii 30
Traditionals Discussion Points ...........ccociiiiiiiiiiiiiiiniicene 31
“Your Take” Quick QUIZ—KEeY .....cccoiiiiiiiiiiiirreeeere e 32

Personal Stories: The Good and the Bad—Discussion ............. 33

Please Respect My Generation! Unlimited Reproduction Permitted Copyright 2010 ATS Media

2



What Can | Do? DiscusSion POINtS..........iiiiiiiiiiiiiiiiiiiiinsiee s rrnnnnnnns 34

Pre/Post-AssSesSSmMeNt TeSt.....ccoiiiiiiiii i irrisisnnne e s s rraannnnnens 35

<
Q{O

Please Respect My Generation! Unlimited Reproduction Permitted Copyright 2010 ATS Media
3



© 2010 ATS Media

All Rights Reserved. No part of this document may be reproduced, redistributed, sold
or transmitted without the express written consent of ATS Media, except those that
have express permission at the bottom of the page for duplication.

This program is not a substitute for legal advice, nor does it act as a vehicle for legal
action. If you need legal advice, please contact the appropriate persons, either within

your organization or through legal channels. §

Please Respect My Generation! Unlimited Reproduction Permitted Copyright 2010 ATS Media
4



Introduction

Please Respect My Generation is a comprehensive training program
designed to address discrepancies, stereotypes and disrespect based on
generations in the workplace. This program covers FIVE generations
working side by side in today’s workplace—Generation 9/11, Millennials,
Generation X, Baby Boomers and Traditionals. There are two suggested
training schedules included.

Accompanying this guide is a range of Reproducible quizzés;
Pre/Post-assessment tests and Role-playing scenarios. A'PowerPoint
presentation may also be used throughout the sessign to reinforce your
training points. Please note that the PowerPoint slideshow,is
customizable to maximize your training.
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GENERAL TRAINING PREPARATION
Keep in mind these friendly reminders before training begins.

MAKE SURE THAT EVERYONE IS AWARE OF THE PLACE,
TIME AND DAY OF THE TRAINING SESSION.

PROVIDE PENS, PENCILS AND EXTRA COPIES OF THE
REPRODUCIBLE MATERIALS.

GO OVER THE DISCUSSION POINTS CAREFULLY, SO THAT
YOU ARE COMFORTABLE GETTING CONVERSATIONS
STARTED.

MAKE SURE THE TRAINING AREA'IS CLEAN, WELL-
VENTILATED AND AT A COMFORTABLE TEMPERATURE.

REMEMBER TO NOT SCHEDULE TRAINING SESSIONS CLOSE
TO ESSENTIAL BREAK' TIMES, SUCH AS LUNCH.

ASK ALLPARTICIPANTS TO PLEASE TURN OFF THEIR CELL
PHONES AND OTHER DEVICES SO AS NOT TO DISRUPT THE
TRAINING SESSION. (DON’T FORGET TO TURN YOURS OFF,
TOO!)

IF'POSSIBLE, HAVE WATER AVAILABLE FOR YOURSELF AND
OTHERS. A WATERCOOLER WOULD BE GREAT.

REMEMBER TO BE POLITE, POSITIVE AND RESPECTFUL,
AND MAKE SURE THE PARTICIPANTS ARE, TOO.
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SUGGESTED TRAINING SCHEDULE 1 (3-4 HOURS)

1.

Open the training session by introducing yourself and explaining
what the training session is about. Make sure everyone has copies
of the Reproducible Materials and the Pre-Assessment Test.

2. Start PowerPoint slide 1, and administer the Pre-Assessment
Test. Allow enough time for everyone to finish the test and put it
away.

3. Play Chapter 1—Introduction. Begin Please Respect My
Generation Discussion Points discussion.

4. Advance PowerPoint to slide 2: GENERATION 9/11. Play Chapter
2—Generation 9/11.

5. Administer the GENERATION 9/11-—“YOURJAKE” QUIZ. When
finished, go over the quiz and discussitrainees’ responses.

6. Advance PowerPoint to_slide 3. Discuss some or all of the
Generation 9/11 Talking Points.

7. Begin the PERSONALSTORIES: THE GOOD AND THE BAD
discussion. Entourage trainées to share stories they’'ve witnessed
or have been a part of. Take time to discuss why these stories are
positive @r negative,;and how they affected the workplace.

8. Advanece PowerPoint to slide 4: MILLENNIALS. Play Chapter 3—
Millennials.

9. Administer the MILLENNIALS—“YOUR TAKE” QUIZ. When
finished, go over the quiz and discuss trainees’ responses.

10. Advance PowerPoint to slide 5. Discuss some or all of the
Millennials Talking Points.

11. Begin the PERSONAL STORIES: THE GOOD AND THE BAD
discussion. Encourage trainees to discuss stories they’'ve
witnessed or have been a part of. Discuss why these stories are
good or bad, and what could have been done to change them
using respect.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Advance PowerPoint to slide 6: GENERATION-X. Play Chapter
4—Generation X.

Administer the GENERATION X—“YOUR TAKE” QUIZ. When
finished, go over the quiz and discuss trainees’ responses.

Advance PowerPoint to slide 7. Discuss some or all of the
Generation X Talking Points.

Begin the PERSONAL STORIES: THE GOOD ANDITHE BAD
discussion. Encourage trainees to discuss stories they've
witnessed or have been a part of. Discuss whysthese stories are
good or bad, and what could have been done tochange them
using respect.

Advance PowerPoint to slide 8: BABY. BOOMERS. Play Chapter
5—Baby Boomers.

Administer the BABY BOOMERS—“YOUR TAKE” QUIZ. When
finished, go over the quiz and discuss trainees’ responses.

Advance PowerPointto slide 9."Discuss some or all of the Baby
Boomers Talking Points.

Begin the PERSONAL STORIES: THE GOOD AND THE BAD
discussion. Encourageftrainees to discuss stories they’'ve
witnessed or/have been a part of. Discuss why these stories are
good'or, bad, and what could have been done to change them
using respect.

Advance PowerPoint to slide 10: THE TRADITIONALS. Play
Chapter 6—Traditionals.

Administer the TRADITIONALS—“YOUR TAKE” QUIZ. When
finished, go over the quiz and discuss trainees’ responses.

Advance PowerPoint to slide 11. Discuss some or all of the
Traditionals Talking Points.
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23.

24.

25.

26.

27.

28.

Begin the PERSONAL STORIES: THE GOOD AND THE BAD
discussion. Encourage trainees to discuss stories they’'ve
witnessed or have been a part of. Discuss why these stories are
good or bad, and what could have been done to change them
using respect.

Advance PowerPoint to slide 12. Play Chapter 7—Conclusion.

Begin WHAT CAN | DO? Discussion Points. Trainees can refer to
their handouts.

Advance PowerPoint to slide 13, the end. Administer .the Post-
Assessment Test. Have trainees grade their ownipapers by
comparing their original answers. Discuss how. the training helped
their perception of understanding generational issues and the role
of respect in the workplace.

Divide the trainees into groupsfof twoer three individuals and
begin Role-Playing Scenarios. Monitanthe groups to make sure
their responses are correct, andiif they are not, correct them as
they go along.

After the Role-Playinggask if anyone has questions. If not, end
the training session. £ongratulations on a successful training
session!
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SUGGESTED TRAINING SCHEDULE 2 (1-2 HOURS)

1. Open the training session by introducing yourself and explaining
what the training session is about. Hand out the Pre-Assessment
Test and have participants fill it out. Collect the tests after
everyone has finished.

2. Open with general discussion using the Please Respect My
Generation Discussion Points.

3. Begin the program and watch the entire video.

4. Have participants take the “Your Take’/Quizfor each generation
as you reach it through discussion. Discussdhe answers given and
how they could be different.

5. Begin the PERSONAL STORIES: THE GOOD AND THE BAD
discussion for each generation as you reach it. Encourage trainees
to discuss stories they’'ve witnessed or have been a part of. Take
time to discuss why these steries'are positive or negative, and how
they affected the weorkplace.

6. After discussing each generation, hand out the What Can | Do?
Reproducible and go over the importance of each point.

7. Handeout the'Pest-Assessment Test and have participants fill it
out. Discuss the different answers since seeing and discussing the
program.

8. Divide the participants into groups of two or three individuals and
pegin Role-Playing Scenarios. Monitor the groups to make sure
their responses are correct, and if they are not, correct them as
they go along.

9. After the Role-Playing, ask if anyone has questions. If not, end
the training session. Congratulations on a successful training
session!
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FACILITATOR’S NOTES
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Please Respect My Generation! Discussion Points

The following questions/discussion points serve to relax the participants
and to get them comfortable talking aloud with you and each other. Try
not to put people on the spot, but allow them to volunteer information.

1. To what generation do you belong?

Ask attendees if they would like to say what generation‘they belong to.
Ask what traits make up his or her generation.

2. What are other generation names that'you know?

Again, allow the participants to bring up differént generations, such as
Baby Boomers, Generation X, etc.

3. What traits do you feel' defines'other generations—good or
bad?

This is a great placeito start seeing signs of stereotypes or
stereotyping of other'generations. Perhaps ask why they feel their
beliefs are justified.

4.4 Do you feebyou judge people based on what generation they
belong to? Do you do this unconsciously at all?

Help encourage answers, and see if participants can understand when
they@e been stereotyped or treated disrespectfully based on their age.
5. Do you feel like you are associated with a generation to which

you don’t belong? Why would that be?

This question helps show that people born at the end or beginning of a
generation can have different traits.
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6. Why do you think that specific generations have specific traits
associated with them?

This is another good way to introduce the idea that our times shape
how we function and feel in the world.

Xy
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GENERATION 9/11 DISCUSSION POINTS
What different things influenced Generation 9/11?
Obviously they were affected by the events of 9/11, but they have
also had to grow up in an unfriendly global economy and wars or

threats of war.

What traits did Generation 9/11 acquire because of those
events?

They became distrustful and very cautious. At the same time, they

also had to develop a sense of resolve that they would'make it in
the future.

What negative attitudes and behaviors'do other generations
think of when considering Genheration 9/117?

They think of them as obsessed with technology and flighty, which
is not respectful.

How should we not speak to Generation 9/11?
Because theyare veryyoung, some people have a tendency to talk

down tofthem/or to talk to them in a childish manner. This is not how
we should talk tothem.

How do many individuals of Generation 9/11 feel about the
future?

They may feel hopeless or wary about the future. They may
experience “future fear.”

How should we communicate with Generation 9/11?

We should be supportive and positive, as with any generation.
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GENERATION 9/11

Administer the “YOUR TAKE” Quick Quiz. The Master Key
follows below.

1. In general, when were members of Generation 9/11¢born?
Generation 9/11 begins around 1991 and after.
2. What are some common traits of Generationy9/11?

They are entering the workplace at a younger age.4l'hey have no real
life experience not being in a society at'war or inatough employment
market. They are realists: they may. not be hopéful about the future.
They are very dependent on technolagy, and it is a part of their work
and social lives.

3. What circumstances helped define Generation 9/11?

War and a difficdlt economy,dncluding a high unemployment rate.

4. What differentiates Generation 9/11 from the Millennials?

The Millennials grew up in a robust economy and a generally positive
climate. Generation 9/11 grew up in a more unstable economy and
may have less opportunities in general.

5. What traits do Generation 9/11 share with Traditionals?

They tend to be more fiscally responsible, with a distrust toward the
future.
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PERSONAL STORIES: The Good and the Bad
Generation 9/11

At this point, try to engage participants to share their own stories about
stereotypes, positive and negative instances where generational clashes
occurred and any other stories that involve generations, whether it
involves them or another person or persons.

Use these stories to discuss positive ways in which the problems could
have been solved or a negative situation turned into a positive one
through understanding and respect.

Here are a couple of examples to start you off:

“My older manager refused to give meany reahresponsibility so that
it felt like | wasn’t showing my true value. He called me ‘kid’ all the
time, like | was ten years old.”

“I just didn’t trust someone that inexperienced to be a part of the
team, so | admit, | made things hard for him. He ended up leaving for
another job at our competitor’'s¢Turns out he was a great employee.
My loss.”
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MILLENNIALS DISCUSSION POINTS

What was one of the most influential things for the Millennials?
This was the generation that really grew up with advanced technology
that helped define work and their social lives.

What are some common traits of Millennials?

This generation is very free-thinking and opinionated. They tend to be
more socially conscious.

What gave Millennials a sense of confidence thatimay be missing
from Generation 9/11?

Most grew up and started work in a strong'eeonomy, and an
environment very hopeful about the future.

What are some things Millennials desire in the workplace?
Creative, nopélinear workplaces attract Millennials.

How_do many Millennials feel about the future?

For.the most part, they are extremely confident and expect to be
challenged or they may seek other work.

How can we help understand Millennials?

We need to keep in mind that technology is an extremely important
part of their work and social lives. Keep them challenged and let them
multitask.
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THE MILLENNIALS

Administer the “YOUR TAKE” Quick Quiz. The Master Key
follows below.

1. In general, when were Millennials born?

They were born around 1977 to 1990.

2. What trait(s) commonly defines the Millennials?

They use technology extensively. And theyypayssignificant attention to
their social lives.

3. How do their social.and work lives interrelate?

They desire flexibility with wark to help accommodate their social lives.

4. How can we helpMillennials do well in the workplace?

We can give,them clear instructions and let them multitask.

5. \What traits do Millennials share with Generation 9/11?

They are usually the youngest workers, they share technological
interests and they have active social lives.
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PERSONAL STORIES: The Good and the Bad
MILLENNIALS

At this point, try to engage participants to share their own stories about
stereotypes, positive and negative instances where generational clashes
occurred and any other stories that involve generations, whether it
involves them or another person or persons.

Use these stories to discuss positive ways in which the problems could
have been solved or a negative situation turned into a positive one
through understanding and respect.

Here are a couple of examples to start you off:

“All | wanted was to adjust my schedule,so | could attend my
Spanish class, but it wasn’t allowed. | wasn’t asking for time off. But
a couple people who need time each week to take their kids to an
extracurricular activity had no problem adjusting their schedule
whenever they needed to.4d don’tget. it.”

“l assumed he was playing on his phone and | had a meeting with
him about it. Turned out he was doing work on it. Like a computer.
He had taken dozens of pictures of our competitor’s advertising and
price pointing. | kindrof.felt like an idiot.”
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GENERATION X DISCUSSION POINTS

What is a common misconception about Generation X?

That they are slackers and lazy. In fact, they are hard workers.

Why did Generation X learn to be self-sufficient?

They were reared by Baby Boomers who worked long,hours.

What other events affected Generation X?

Because of a rise in divorces and single‘parenting, many of them had to
learn to fend for themselves, which hélped make them very confident.
How does Generation X bridgeithe gap between Millennials and
Baby Boomers?

They helped change the workplacefrom a military, hierarchical model to a
more open, less-structured envirdonment.

What helps Generation X in the workplace?

Theymneed and desire efficiency. Give them straightforward instructions
and deadlines.

Like Millennials, what workplace trait is important to Generation X?
Generation X needs flexibility between work and a social life. They dislike
rigid and inflexible schedules. They have a strong sense of balance

between work and the rest of their life and will usually do what they need
to achieve that balance.
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GENERATION X

Administer the “YOUR TAKE” Quick Quiz. The Master Key
follows below.

1. In general, when were Generation Xers born?

Generation X began around 1965 to about 1976.

2. What traits of other coworkers might@@annoy Generation Xers in
the workplace?

Not living up to the standards ofthelr position: Being inflexible.

3. If a Generation X coworker seems impersonal or rude, what
else could be occurring?

Being efficient andhgétting work done quickly.

4. What kind of work environment did Generation X help usher
in?

They ushered in a more open and creative workplace that helped
replace a militaristic model.

5. What traits do Generation X share with Millennials?

They both appreciate the more flexible and less militaristic, hierarchical
model that Generation X helped create in the workplace.
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PERSONAL STORIES: The Good and the Bad
Generation X

At this point, try to engage participants to share their own stories about
stereotypes, positive and negative instances where generational clashes
occurred and any other stories that involve generations, whether it
involves them or another person or persons.

Use these stories to discuss positive ways in which the problems could
have been solved or a negative situation turned into a positive one
through understanding and respect.

Here are a couple of examples to start you off:

“We were doing a project that could have been,shared across our
entire department, and then put back together had we all been
working on individual components at the same time. But my Boomer
coworker who headed the project insisted that she and | do all the
work, top to bottom. It really isn’timy style of working and we
ultimately didn’t do a good job. It was disappointing.”

“For myself, andd,guess because | am a Generation Xer, | expect
people to livedip to their positions. If you can’t do your job, then
move out of'the waysand,let someone who can do the job, do it. |
don’t know, | just quickly lose respect for someone who is
incompetent at his or her job because it affects my job.”
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BABY BOOMERS DISCUSSION POINTS

What events affected the Baby Boomers?

They were born in the successful years of an active economy fallowing
World War Il. Their parents wanted them to have much better lives and
instilled in them a desire to succeed.

Name a couple of things about the Baby Boomer generation.

They were the largest generation at their time,yand the most educated.

What is a consistent theme and trait of the Baby Boomers?

Their strong work ethic and'their beliefthat hard work and long hours are
tangible means of climbing thefladder of success.

How should wefcommunicate with Baby Boomers?

In a straightforward but compromising manner. Remember their work
ethic when dealingywith them.

How was the Baby Boomers’ style of leadership changed by
Generation X?

It went from a militaristic vertical style to a more open, creative horizontal
style.
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BABY BOOMERS

Administer the “YOUR TAKE” Quick Quiz. The Master Key
follows below.

1. In general, in what years were the Boomers born?
The Baby Boomers were born around 1946 throught1964.
2. What do Boomers value highly in the workplace?

The Boomers value a high work ethic @and believe that working longer
hours makes them more valuable.

3. Name a couple of things that Boomers appreciate being told?

They really need to hear thatithey'are needed and valuable. They
expect their hard work to be noticed and appreciated.

4. How do.Boeomers need to communicate to other generations?

They need to be upfront, give clear instructions and give specific
deadlines.

5.,What did the Boomers usher in for other generations?

Their generation fought for many of the social and employee rights that
we enjoy today.
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PERSONAL STORIES: The Good and the Bad
BABY BOOMERS

At this point, try to engage participants to share their own stories about
stereotypes, positive and negative instances where generational clashes
occurred and any other stories that involve generations, whether it
involves them or another person or persons.

Use these stories to discuss positive ways in which the problems could
have been solved or a negative situation turned into a positive one
through understanding and respect.

Here are a couple of examples to start you off:

“I felt like the younger employees were taking to6 much personal
time, and that I'd kind of lost control. Control makes me feel much
more comfortable, you know? So | talked to.them about it, and it
turned out they weren’t taking extra time off, just doing it at different
hours of the day. We compromised;,and now we have a chart
showing when and whysthey need different schedules.”

“l thought my Boomer manager was way too rigid and that he
expected me to work as hard and with as many long hours as he did.
Turned outd was rightaHe was constantly dissatisfied when | left at
the end of the,day, called me to work on the weekend. | tried to
explainsthat | work just as hard, but | have a life, too, besides work. It
didn’t work. | ended up transferring out of his department.”
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TRADITIONALS DISCUSSION POINTS

What are some concerns of Traditionals in the workplace?

They may fear that their younger coworkers wish they would leave to
make room for the younger generations. They may also feel stereotyped
as too old to still do a good job, for example, as not beingé@ble,to
understand new technologies.

What about the Traditionals makes them valuable?

The Traditionals grew up in a world that'ne,longenexists, so they can
appreciate the significance of change. They have meaningful life
experience that should be taken advantage of.

How did a radically changing workplace affect the Traditionals?

It made them adapt, andbecome more adaptable more quickly to
changes in the workplace. They understand how to do things in many
different ways.

How.sShould we treat the Traditionals?

Just likerevery generation: with respect and understanding.

In general, what kind of value systems may Traditionals have?

They may be fiscally and socially conservative. We must remember that
the world has changed radically in their lifetime.
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TRADITIONALS

Administer the “YOUR TAKE” Quick Quiz. The Master Key
follows below.

1. In general, in what years were the Traditionals born?
The Traditionals were born around 1930 to 1945.
2. Why are so many more Traditionals still in‘the workplace?

They could be there for several reason§, such as financial difficulties or
simply because they enjoy working.

3. What childhood circumstances helped shape them?

War and the Great Depression,probably had a big effect on them. They
may have grown upwithout much®money or many job opportunities.

4. What traits did'that kind of childhood help shape?

It may have helped make them more fiscally responsible and morally
gonservative, traits many have today.

5.,What are some stereotypes about Traditionals?

That they are too old to learn, that they can®keep up with technology,
that they can®do their jobs as effectively anymore and that they
distrust younger generations.
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PERSONAL STORIES: The Good and the Bad
TRADITIONALS

At this point, try to engage participants to share their own stories about
stereotypes, positive and negative instances where generational clashes
occurred and any other stories that involve generations, whether it
involves them or another person or persons.

Use these stories to discuss positive ways in which the problems could
have been solved or a negative situation turned into a positive one
through understanding and respect.

Here are a couple of examples to start you off:

“A younger coworker actually complained about'me one day to our
manager, said | was holding her back, wasn’t fast enough, so the
manager oversaw us for a few days. | was clearly doing a good job.
My coworker never said anything else about it. | think she just
wanted someone more her age toawork with.”

“This is embarrassingbut | acttually called an older coworker
gramps one timeglLhat was adbig mistake; the guy kind of went off on
me, and | deserved it.”
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WHAT CAN I DO?

There are many things you can do to keep generational issues or biases out
of your workplace. Remember the following:

First, understand that our generation, like our ethnic traits or .other
personal characteristics, help make us who we are. These differences
contribute to a diverse and vibrant workplace.

Respect those differences.

Try to understand those differences and think,positively about them.

Treat others with respect at all times.

Try to avoid all stereotypes,sbe they negative or positive.

Remember that'all traits of. @ generation may not apply to everyone in
that generation.

Try to be flexible with others.

Explaimto others why it is wrong if you feel that you’re being
stereotyped.

Try to learn from each other what each generation has to offer.
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Pre/Post-Assessment Test—Facilitator, allow the test takers to fill in as
much as they can. You can revisit this test and have employees check their
new answers against their previous ones to stimulate discussion.

1. What one or two words do you associate with each generation?

Generation 9/11
Millennials
Generation X
Baby Boomers
Traditionals

2. Can you think of any generational stereotypes, negative or
positive, that you may encounter in‘thesworkplace?

3. Do you believe you have generational biases yourself. If so, what
are they?

4., What is your generation, and what are some traits associated
with it?
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5. Should we treat each generation differently? Or the same?
Explain.

6. Do you feel singled out because of your generation? Why and
how?

7. Do you single out specific generationsj and,consider them as a
group negatively or positively? Which one(s) and why?

8. Is there one way all generations should be treated?

9. Do you'feel there are generational issues in your workplace? Can
they be,solved and how?

10. Can you explain why each of the five generations has the traits,
stereotypes and reputation it has?
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