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Part 1

Tip Sheets for  
Working with Newcomers

Learning outcome 

Discover the four tips sheets for working with newcomers. Put the tip sheets 
up in your workplace. Share the practical learning with your team. Open a 
conversation with a newcomer from another part of the world. Discover what 
they left behind. Open their eyes to what it means to be you, a Canadian. 

The tip sheets are 
a great way to give 
teams the right words 
and ideas to discuss 
how to overcome 
communication 
breakdowns and 
build rapport, despite 
differences. 
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Activity 1 Finding Common Roots

Overview

Many things unite Canadians. Hockey is one. A rich cultural heritage is another. 
This first activity will get you thinking about your own family roots against the 
rich cultural background of workplaces in Canada. The key to working with 
difference is to find similarities in the human experience, while recognizing any 
significant differences in personal and cultural norms. 

Instructions 

Work in groups of two or three. Read the short article by yourself. Then answer 
the questions as a group. Choose a group member to chair the discussion and 
keep it on track. The person should also take notes in order to share with the 
other groups later. 

	

Where were your people in the year BH?

What does BH stand for, you ask? It’s a calendar era like CE and BCE (or 
BC and AD if you are old-school). It relates to a specific time – “before 
hockey.” At one time, there was BH. And then there was hockey. 

The first official group, the Amateur Hockey Association of Canada, 
began in 1886. It then took only twenty-eight years to form a national 
hockey body. At the Ottawa meeting, in 1914, representatives from British 
Columbia, Alberta, Saskatchewan, Manitoba, Quebec and Ontario all 
agreed that a national governing body for hockey should be organized. 
The Canadian Hockey Association was born (now called Hockey Canada). 

In 1928, the Maritime provinces joined. In 1966, Newfoundland was 
welcomed as a member. The North West Territories joined in 1998. 

From far and wide, all across the “True North,” hockey, like the weather, 
has become the best way to “break the ice” with strangers and friends 
alike. In Canada, it will be a hot day in January should there ever be an 
AH era, if you know what I mean! Hockey defines Canada. As does the 
diversity of our heritage. Cultural diversity is part of our DNA. This is quite 
uncommon in the world of nations. 

Our diverse ancestors have made Canada a more open society, a more 
accessible culture. We are united by hockey, great distances, extreme 
weather, and an ongoing legacy of diversity. 
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Questions

1. Who was your first family member to play hockey? If you are a newcomer to 
Canada, is there a sport or activity (in the country you grew up in) that unites 
people despite their local differences? 

2. How many generations back can you go in naming the family members in 
your genealogy? Can you go back as far as the roots of hockey to 1914, or 
1886? Or even further? 

3. From where did your oldest ancestors originate?  
Why did they come to Canada? 

Key point 
Your diverse heritage 
has helped make 
integration into 
Canadian culture easier 
for newcomers. It 
defines part of you, as 
it defines them.   
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Activity 2  Important Similarities, Significant Differences

Overview

Someone once said that culture hides more than it reveals, and what it hides, 
it hides best from its own people. This next activity will get you thinking about 
differences and similarities, and their influences on how people build credibility, 
rapport and trust at work. The key is to build on similarities without ignoring or 
minimizing difference. It doesn’t matter whether you are talking about urban and 
rural communities, Albertans and Newfoundlanders, or Chinese and Quebecois. 

Instructions

Work in groups of two or three. Read the short article by yourself. Then answer 
the questions as a group. Choose a group member to chair the discussion and 
keep it on track. The person should also take notes in order to share with the 
other groups later.

Sitting under the maple tree, or the talal tree 

Family trees are an important part of every 
human society. Yet, how we use them can be 
quite different. For example, Somali children learn 
to recite their genealogy. It is a defining Somali 
trait. Some Somalis can recite their father’s 
ancestry back almost eight hundred years. When 
Somali strangers meet, they are able to trace 
their ancestries back until they find a common 
forefather. It’s also good to know a mother’s 
bloodline, in case one is ever away from one’s 
clan and in need of a stranger's help. 

Ancestry creates very strong clan bonds. In 
fact, in many cultures, one’s family name is tied 
directly to status and role. Lineage can even 
define one’s opportunities in life. Family name, 
age, or even social network can determine a 
person’s career mobility. 

In Canada, the expectations are different. For 
many Canadians, the internet has made it easier 
to trace our genealogy back. Ancestry websites 
enable people to fill in the gaps on a family tree, 
which often leads to people connecting with 
distant family relations in other countries or parts 
of Canada. Like Somalis, Canadians value their 
heritage. The value is not necessarily attached 
to clan bonds, status, role, life opportunities, 
family name, age or social network. In fact, the 
way Somalis and Canadians build credibility, 
rapport and trust between people has significant 
differences. We have the value of heritage in 
common, but differ in some ways by how we use 
and express it. This is a straightforward example 
of looking at differences and similarities: similar 
value but expressed differently. 
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Questions

1. What are three defining traits and symbols of being Canadian? What in 
addition to hockey, snow and Tim Hortons comes to mind when we think of 
our uniqueness? Think of food, fashion, traditional dress, heroes, celebrities, 
holidays, books, and symbols like the maple leaf. 

2. How are credibility, rapport and trust built between people  
in your workplace? 

3. How might some of the answers to question 2 be culturally defined?

Key point 
People groups have 
lots in common, but 
often express them 
quite differently.  
This is culture.
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Activity 3  Using the four Tip Sheets

Instructions

Work in small groups. Choose either group A or group B below.

• Group A – Bridging Communication Gaps and Practicing Cultural Intelligence

• Group B – Bridging Cultural Gaps and Making Sense of Immigration. 

Read the two tip sheets by yourself. Then answer the questions as a group. 
Choose a group member to chair the discussion and keep it on track. The 
person should also take notes in order to share with the other groups later. If 
you have time left over, read through the other two tip sheets as well. The table 
below can be used to answer the questions on the following page.

 Grouping A  Grouping B

Bridging communication gaps

Use plain English.

Speak slowly, not loudly.

Use marker words.

Repeat key words.

Be linear.

Use gestures and visuals.

Listen actively.

Use a translator as a last option.

Encourage others. 

Other 

Bridging cultural gaps

Ask open-ended questions.

Adapt to different communication styles.

Look for indirect communication.

Be aware of personal space. 

Recognize different internal clocks.

Understand how hierarchy affects behaviour. 

Notice how credibility is built. 

Notice how rapport is developed. 

Build trust, not silence. 

Other 

Practicing cultural intelligence

Stay curious.

Suspend judgement.

Become mindful.

Be adaptive. 

Other 

Making sense of immigration

Recognize the key role immigrants play.

Imagine a reversal of roles.

Get to know newcomers.

Understand the challenges in mastering English.

Other 
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Questions 

1. Which three tips are the most useful for your diverse work team to practice?

2. Which tips were new to you? Which tips confirmed what you already do? 

3. If you added a useful tip to your organization, which one(s) would it be?

Key point 
Raising awareness of 
cultural differences 
and similarities is 
the launch point to a 
culturally-competent 
organization.  
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Part 2

Frequently Asked Questions

Learning outcome 

Understand the motivations and reasons behind cultural and language 
differences at work. Widen your perspective on a newcomer’s journey to 
integration in the workplace. 

Recognize a cultural encounter when it happens. Use your cultural intelligence. 

The FAQs help you 
get to root causes, 
which means better 
solutions.

Exploring the FAQs 
builds deeper 
understanding, 
patience and curiosity 
in people who lead 
diverse teams. 
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Activity 1  Interpreting Difference 

Overview

Coffee culture happens around the coffee station at work. Colleagues have 
conversations while pouring a cup of coffee or waiting for a cup of tea. These 
informal moments help build relationships at work. In this next activity, you will 
role play meeting two new employees as you get a morning coffee. 

Instructions

The workshop facilitator will place you into two groups and assign roles  
and activities.  

Pre-activity task 

In groups, write down three or four of the typical questions we ask new 
employees to get to know them better after we have introduced ourselves. 

Activity 

Two new employees come to the coffee station at work. Shake hands with 
them, introduce yourselves to each other and make some casual conversation 
while the coffee brews. During the friendly chat, take note of what builds and 
what stops rapport for you in the experience.

 

Key point 
In cross-cultural 
encounters, take a 
mental step back. 
Suspend judgement. 
Then interpret using the 
new cultural knowledge 
you have. 
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Post-activity debrief

What built and what stopped rapport for you?  
Use the table below to guide you.

 Built Stopped

Handshake 

Personal space

Eye contact

Communication style 

Personal disclosure 

Other

Post-activity questions

1. Using your companion guide, what information from the FAQs and the four 
tip sheets could have helped you understand the intercultural behaviour and 
communication better?

2. Which specific qualities and behaviours can weaken trust, rapport and 
credibility in your workplace? Which of these could be culturally defined? 
Brainstorm your answers in a list. 

3. In response to your list for question 2, write down the alternate qualities and 
behaviours that strengthen trust, rapport and credibility at work. 

4.  How could these insights affect how you work in a workplace with culturally 
and language diversity?
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The strategies are 
designed to bring 
team culture into 
open discussion so 
that everyone is on 
the same page.

Part 3

Strategies for Work Teams

Learning outcome 

Adapt your English communication. Use your cultural intelligence.
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Languages of the world quiz

How many distinct languages are there in the world? 4500 5000 7000

Which language has the most native speakers  
at 873 million?

Mandarin English Hindi

Which language has the second largest number of 
native speakers at 340 million? 

Mandarin English Arabic

Which country has the most diverse collection of 
distinct languages at 820?

Philippines India
Papua New 

Guinea

96 percent of the earth’s population speak 
approximately what percentage of all the earth’s 
languages? 

4% 8% 25%

The world loses a language every how many days? 100 5 14

What percent of languages are on the endangered list 
due to declining numbers of speakers? 

5% 10% 20%

About how many face-to-face instruction hours does 
it take a non-native speaker to move up one level in 
English on the 12 levels for the Canadian Language 
Benchmarks? 

 50 -100 hrs 200-300 hrs 250-400 hrs

Activity 1  Language Distance 

Overview

Instead of thinking about language barriers or differences, we will explore the 
idea of language distance. In this next activity, we will look at the complexities 
of learning a new language, and what native-speakers of English can do to work 
better across language “distances.” 

Instructions

Work in groups of two or three. Read the short quiz and choose the answer. 
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Work in groups of two or three. Read the short article by yourself.  
Then, as a group, answer the questions that follow. 

In language, it’s distance not difference 

When we lose a language, we lose a culture 
because language is the primary vehicle for 
cultural expression. When people master a 
language, they can gain the cultural expression 
and norms. This is why learning Canadian 
English is so important to a newcomer’s ultimate 
success in Canada. Instead of understanding 
languages through difference, a better idea to 
use is distance. The language distance between 
Canadian and British English is less than between 
English and German. However, the French and 
the Germans, for example, are at an advantage 
compared to the Russians, generally speaking. 
This is because English has its roots in the Latin, 
Germanic and Greek languages. Arabic speakers 
also find the distance to English far, but they 
already have many of the same sounds. The 
distance is not as big of a jump as it is for many 
Asian language speakers, such as the Chinese, 
Koreans or Vietnamese etc. Someone once said, 
trying to master English is like trying to catch a 
fish with your bare hands. 

Individual differences, such as education, age, 
self-perception can also influence abilities to 
master English. Workplace English is difficult 
to learn in a classroom. But many people stop 
learning English once they get a job. Yet, the best 
place to take ownership of learning English is in 
the workplace where the language is “alive.” 

Canada measures English skills through a 
framework called the Canadian Language 
Benchmarks. It consists of 12 levels. A person 
needs about a minimum of benchmark 5 to 
serve customers at Tim Hortons and about a 
benchmark 9 to work as a registered engineer. 
The level can go higher once you get into high-
risk work such as certain law enforcement and 
healthcare. To move up a level at the lower 
benchmarks can take between 250 to 400 hours 
of instruction. To move up at the higher levels 
can take up to 500 hours. Learning English at 
work reduces that, up to half for some people. 
Mastering English for a career takes time and the 
best place is at work.

Key point 
Master the language 
and it’s easier to master 
the culture. 
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Questions

1. What additional language would you like to learn if given the chance? 

2. If you were going to immigrate and then work in your occupation using the 
language from your answer to question 2, what expectations would you 
need to have? Read the section “Using English” in the FAQs part of the 
companion guide, as well as this article, to help you come up with a set of 
basic expectations. 

3. What are the advantages and disadvantages for newcomers of using English 
as the language for communication at home in the family? Use the FAQs in 
the companion guide as a starting point.

Key point 
English is easy to learn. 
But you really have to 
love it to master it.



Participant Workbook
Working with Newcomers

Alberta Workforce Essential Skills Society page 15

Activity 2  Using Plain Language 

Overview

Using plain language is smart, especially in a culturally and linguistically diverse 
workplace. It demonstrates the idea of working “smarter not harder.” 

Instructions

Work in groups of two or three. Read the short article on plain language by 
yourself. Then, as a group, answer the questions on the following page. 

Yeah, but I already use plain language 

Everyone has used plain language before to make 
sure a message is understood clearly. Some 
people seem better at it than others. Yet, using 
plain language is a skill everyone can master. 
Plain language uses simple word choices and 
sentence structures, eliminates unnecessary 
sentences, phrases and words, and sequences 
information clearly and logically. The next two 
paragraphs are an example of writing that needs 
to be “plain language’d.” 

Plain language is not about “dumbing down” 
English. It is about simplifying your word choices 
so that your message is explicit. It is not about 
watering down the message, but instead about 
making sure everyone is on the same page. Plain 
language principles limit the amount of mental 
gymnastics a listener has to perform to follow the 
gist of your speaking. Without plain language, 
your use of paralinguistic functions in your oral 
discourse with other interlocutors is rendered 
ineffective. In any event, plain language does 
sound “not a bad bit nice.” Or just damn “wicked” 

as people would say these days. Concrete 
familiar words are a lot more easily processed or 
brought to mind by coworkers. It is an essential 
skill when you want to communicate with 
newcomers with poor levels of English otherwise 
they will feel excluded. 

Someone once said a safety supervisor is 
the only person that can call twenty pages 
of guidelines a safety memo. The sarcasm 
underscores a fact: workplace safety is another 
arena where plain language can take effect, 
especially in things like memos and emails. Think 
of the following taken from a safety communiqué 
as an example of unnecessary safety legalese: 
“Eye protection equipment appropriate to the 
exposure of the sun and in accordance with 
C.S.A. code Z94.3 shall be worn wherever 
workers are exposed to the threat of eye injury; as 
a minimum workers are to wear safety glasses at 
all times when performing work tasks.” 

Plain language works. It is the “smarter, not 
harder” choice. 

Key point 
Plain language means 
taking away the 
unnecessary so that the 
necessary can speak 
clearly.
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Instructions 

1. Divide into nine pairs or nine small groups. 

2. Each group takes a line item number from one to nine e.g. #1 “concrete word 
choices”, and underline the words and phrases that need to be put into plain 
language in the sentence(s). 

3. Groups then rewrite the sentences into plain language. 

4. Groups then finish the final question, #10, together by sequencing ideas 
logically, using markers and eliminating repetition. 

Use concrete familiar words 

Plain language is not about “dumbing 
down” English. 

Concrete 

It is about simplifying your word 
choices so that your message is 
explicit. 

Familiar 

Limit the use of idioms, jargon, colloquialisms, expletives and slang 

It is not about watering down the 
message. It is about making sure 
everyone is on the same page. Plain 
language principles limit the amount 
of mental gymnastics a listener has 
to perform to follow the gist of your 
speaking. 

Idioms 

Without plain language, your use of 
paralinguistic functions in your oral 
discourse with other interlocutors is 
rendered ineffective. 

Jargon

In any event, plain language does 
sound “not a bad bit nice.” Or just 
damn “wicked” as people would say 
these days. 

Colloquialisms

Expletives

Slang
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Use active, positive language 

Concrete familiar words are a lot 
more easily processed or brought to 
mind by coworkers.

Active voice 

It is an essential skill when you want 
to communicate with newcomers with 
poor levels of English otherwise they 
will feel excluded. 

Positive 

Limit complex humour and legalese 

Someone once said a safety 
supervisor is the only person that 
can call twenty pages of guidelines 
a safety memo. The sarcasm 
underscores a fact: workplace safety 
is another arena where plain language 
can take effect, especially in things 
like memos and emails. 

Complex 
humour

Think of the following taken from a 
safety communiqué as an example 
of unnecessary safety legalese: “Eye 
protection equipment appropriate 
to the exposure of the sun and in 
accordance with C.S.A. code Z94.3 
shall be worn wherever workers are 
exposed to the threat of eye injury; as 
a minimum workers are to wear safety 
glasses at all times when performing 
work tasks.” 

Legalese 

Sequence ideas logically, use markers, and eliminate repetition

 Plain language... Sequence 
markers

Repetition
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Part 4

Tips for Management Teams

Learning outcome 

Solve a case study. Generate training and non-training solutions. 

Bring everything you have learned and role-played to transform a team in 
conflict into a team that can live best practices in cultural and linguistic 
diversity. 

The tips for 
management teams 
give the confidence 
to try a new strategy, 
or even the deep 
confirmation that what 
you have been doing 
so far is actually right. 
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Activity 1  Case Study: Identifying Causes

Overview

This activity is designed to help you apply what you have learned as a 
management team to a case study from a Canadian workplace. 

Instructions

Work in groups of two or three. First read the case study by yourself. Then 
answer the questions that follow in groups. Use the FAQs to gain a better 
understanding of what is going on. Use the “Tips for Management Teams” 
to decide how best to move forward. Have a member of your group chair the 
discussion and keep it on track. The person should also take notes in order to 
share with the other groups later. 

Resolving a case study

Cultural orientations are only a part of what makes us human. In many cross-
cultural situations, understanding both cultural orientations and English 
skills can help in finding solutions. At times, cultural orientations and limited 
English reinforce each other and it is difficult to separate them. At other times, 
personality types, stages of life, personal factors such as family responsibilities 
or community needs may contribute to a performance issue at work. 
Sometimes it is not culture. But how do you know? It is important to build your 
capacity, as a management team, to accurately identify the right cause(s). For 
this case study below, focus only on the cultural and language dimensions as 
your team discusses root causes and proposes solutions.
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Case study 

All the members of your team are fluent in 
English, except for one person – Len. He was 
recruited to your team from abroad for a specific 
technical skill. He is technically smart, and few 
people have this specific skill. His English is 
difficult to understand, although he is friendly 
and talkative. He has taken an interest in 
hockey to be able to participate in lunch time 
discussions. He has even gone with some team 
members to a game. The other team members 
do like him, but they are having some challenges 
working with him.  

First, they never know if he has understood their 
instructions and requests clearly. He simply nods 
when asked if he understands. At other times 
he laughs, smiles, nods, and then walks away. 
The quality of his work is excellent, but mistakes 
frequently reoccur for meeting deadlines and 
following established team procedures.

Second, some team members have said that 
his grammar is confusing at times and his 
vocabulary is too technical. He doesn’t know 
how to say something in simple English. In 
addition, his English pronunciation is not clear, 
which makes understanding his overly technical 
language even harder. This is a challenge 
especially when team members have to 
communicate by cell phone between job sites.

Len needs to keep them up to date on potential 
job hazards and troubleshoot them through 
problems. When they ask him to repeat 
something, he speaks faster and his English 

becomes even more technical. He begins to 
speak louder, which reveals his frustration 
with people. In addition, his suggestions and 
instructions are not well organized. It is difficult 
to follow what his is saying. These issues have 
raised safety concerns for the rest of the team. 

This is the first time the team are working with 
a person who has limited English. Len has 
confided in a team member who speaks his 
first language. The person has met with you 
and explained that Len finds it easier to speak 
in English than to understand other English 
speakers. When he studied English in his 
country of origin, Len performed really well on 
English tests. The learning context and subjects 
were academic, which is why he is able to 
express himself confidently in technical English. 
However, Len says the daily English used at 
work is totally different to what he learned at 
school. And people speak fast. They use an 
informal English he doesn’t understand. 

Len says he doesn’t know how to get his team 
members to trust and respect him. He studied 
hard at school to master a difficult technical skill 
to be able to help others. Len says if he admits 
he doesn’t understand, he will never be credible 
with his team members. Some days he wants 
to quit, but he will lose face in his community. 
He can’t even go back to his country of origin 
because Canada has changed him too much. 
He feels stuck.
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Questions

1. Using the chart below, read through the list of challenges that Len is 
experiencing. Then match the corresponding consequences that result at 
work, from the list below. 

2. Match the corresponding causes to the challenges from the column  
on the right.

Consequences

a) Limits team efficiency by frequently missing deadlines and not following team procedures. 

b) Limits team confidence and trust in him. 

c) Limits team effectiveness, efficiency and safety.

Causes (probable)

a) Limited English, listening skills, and clarification strategies. Cultural concern of “losing face.” 

b) Limited non-technical English. First language pronunciation patterns limit clear English. Lack of 
good clarification techniques. Limited English; still uses first language communication style. 

c) Seeks credibility in educational achievements and a desire to help others. 

Challenges Consequences Causes

Misunderstanding

Not asking for clarification when 
he doesn’t understand. 

Miscommunication 

Not adjusting technical language 
to the listeners. 

Unclear pronunciation. 

Ineffective compensation 
strategies: speaks faster and 
louder with more jargon. 

Disorganized messages. 

Misattribution 

Inaccurate understanding of how 
credibility is built at work. 
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Activity 2  Training and Non-training Solutions for Len 

Overview

This activity allows you to think strategically about training and non-training 
solutions to the language and intercultural challenges Len experiences at work. 
Training solutions include all formal face-to-face training. Non-training solutions 
include informal learning through colleagues and other strategies like using a 
notebook at work. 

Instructions

Work in groups of two or three to answer the questions. Have a member of your 
group chair the discussion and keep it on track. The person should also take 
notes in order to share with the other groups later. 
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Questions

1. In general, what should Len keep doing, stop doing, and start doing at work? 
Read the list of suggestions, then match each one to one of the three boxes 
by writing the number down.  

Suggestions for what Len could “Keep-Stop-Start” doing 

BOX 1

KEEP Doing 

1. Technical quality of his work. Friendly and talkative. Participating in company  
socials, like hockey night. Desire to help others through his skills. 

2. Using more plain language, versus technical jargon. 

3. Speaking with clearer pronunciation, especially for cell phone communication. 

4. Organizing messages, suggestions and instructions in a clearer, more sequenced  
and linear way.

5. Pretending he understands. 

6. Thinking “I will lose face” when he needs to ask for clarification. 

7. Using technical language when plain language would be more effective. 

8. Asking for clarification in order to meet deadlines and follow established team 
procedures.

9. Understanding how credibility is built in his workplace, how face is lost  
and saved in the Canadian workplace, how to ask questions for clarification  
to avoid potential mistakes. 

10. Setting aside time to learn more English vocabulary for work and improve his 
grammar. 

BOX 2

STOP Doing 

BOX 3

START Doing 

2. What are the potential training and non-training solutions for Len? Work as 
groups to brainstorm ideas. 

3. What are the potential training and non-training solutions that could be 
applied by Len’s team during his learning curve? What could they do 
to enhance communication and limit further issues? Work as groups to 
brainstorm ideas. 
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4. Read through the 12 suggestions below. Decide whether they are training or 
non-training solutions. Write the numbers in the appropriate column. Since 
Len is the only newcomer on the team, what do you propose are the best 
solutions from the 12 listed below? 

Solutions
Len’s non-

training 
solutions 

Len’s 
training 

solutions

1. Participate in a customized English in the Workplace course open to all 
newcomer employees, if the company is characterized by cultural and 
linguistic diversity.

2. Develop questions and strategies for asking for clarification, by 
observing how Canadian colleagues do it.

3. Seek informal feedback and help from trusted and colleagues to 
improve pronunciation clarity, to speak slower with more pauses, and 
clearer words. 

4. Write out the most common suggestions and instructions he has to give 
to colleagues. Whenever possible, use a pen and paper (notebook) to 
scribble down main and sub points before communicating, to organize 
and order thoughts before speaking. 

5. Participate in intercultural workshops open to all employees, if the 
company is characterized by cultural and linguistic diversity.

6. Join a Workplace Language Training course, or intercultural course, 
at an educational institute, outside of work hours. The company might 
contribute to the tuition fees. This training might be face-to-face, online 
or blended. 

7. Match with an experienced workplace mentor who has some 
understanding of language and cultural challenges for newcomers. 

8. Provide short, focused, one-on-one coaching with a language/cultural 
consultant who addresses the critical gaps.

9. Write down instructions and other info in a notebook for easy reference 
and t avoid making repeated errors. 

10. Work with managers and colleagues to identify technical words that 
have plain language equivalents. Write them down, refer to them, use 
them.

11. Download freely available language, cultural and integration resources 
for self-directed learning, or for working with a mentor/coach.

12. Have informal talks with team members and managers about how to 
build credibility at work.
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Activity 3  Training and Non-training Solutions for the Team 

Overview
This activity allows you to plan strategically for solutions that included 
equipping native-English speakers who work with Len. 

Instructions
Work in groups of two or three to answer the questions. Have a member of your 
group chair the discussion and keep it on track. The person should also take 
notes in order to share with the other groups later. 

Questions
Len’s team members need strategies to work more effectively with him while 
he overcomes his language and cultural challenges. Look through the six 
suggestions listed in the column on the right, in the table below.   

• For each of the suggestions, decide which of the three challenges it 
addresses. 

• Then determine whether it is a training or non-training solution. 

• Write the numbers in the appropriate boxes. 

Len’s workplace challenges 
Non-training 
solutions for 

the team 

Training 
solutions for 

the team

Solutions for Len’s team

1. Participate in intercultural workshops that 
focus on the basics such as body language, 
intercultural communication and face saving.

2. Recognize the difficulty in mastering English 
(see companion guide, part 2, Using English).  

3. Apply strategies for understanding each other 
(see companion guide, part 3, Strategies for 
Work Teams).

4. Apply principles of working together on a 
culturally diverse team (see companion guide, 
part 2).     

5. Participate in a workshop for communicating 
better with speakers of English as a Second 
Language.

6. Participate in intercultural workshops that 
build on the basics with more sophisticated 
understanding of power and hierarchy, time, 
building credibility, etc.

Misunderstanding

Not asking for clarification when 
he doesn’t understand. 

Miscommunication 

Not adjusting technical language 
to the listeners. 

Unclear pronunciation. 

Ineffective clear speech 
strategies: speaks faster and 
louder with more jargon when 
under stress. 

Disorganized messages. 

Misattribution 

Inaccurate understanding of how 
credibility is built at work. 
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