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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

TRAINING MODULES LIST

Total class time: 100 hours
Individual study time: 3 hours 20 mins.

SUPPORT DOCUMENTS

e HANDOUT: to be handed out for class work

¢ BACKGROUND CARDS: context material for individual
study

e COMMENTS TO ISO: gender analysis document for
individual study

e GOOD PRACTICES: examples of good practices for
individual study

TEACHING TOOLS
e Flipchart
e Blackboard
e Overhead projector

0.V2-HRM-CourseOutline
COURSE DESCRIPTION
- introduction
- aims and objectives of the course
- programme structure
- support documents

1. V2-HRM-Session1-Introduction
SESSION 1 - Introductions and sharing of experiences
Timescale: 3 hours
Objectives: by the end of this session the delegates will
1. feel comfortable with the other participants
2. have identified common issues and areas of concern

2. VIS2000-HRM-Session2-Quality
SESSION 2 — Understanding ISO 9000
Timescale: 8 hours
Objectives: by the end of this session (5 HANDOUTS 2.1, 2.2,
2.3, 2.4,2.5) the delegates will be able to
1. understand the basic framework of ISO 9000
2. appreciate where gender considerations may be an issue

3. V2-HRM-Session3-Comparison

SESSION 3 - Comparison of ISO 9000 with other Quality
Standards

Timescale: 7 hours

Objectives: by the end of this session the delegates will be able
to understand how ISO 9000 principles link with those in other
standards

4. V2-HRM-Session4-GenderConsiderations

SESSION 4 - Identifying the quality management areas that
address the gender considerations of the delegates

Timescale: 8 hours
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Objectives: by the end of this session the delegates will be able
to identify the specific ISO principles that can be targeted to
enhance the gender perspective in their organisation

5. V2-HRM-Session5-FormalizeGender

SESSION 5 — Gender Considerations in Management
Timescale: 48 hours

Objectives: by the end of this session (composed of 5 modules
on Gender Issues: 5.1, 5.2, 5.3, 5.4, 5.5) the delegates will be
able to adopt a gender perspective in management and
organization practices, to foster a corporate culture being fully aware
of the equal opportunities business value

6. V2-HRM-Session6-FormalizeGender

SESSION 6 — Formalizing Gender Considerations

Timescale: 8 hours

Objectives: by the end of this session (7 HANDOUTS 6.1, 6.2,
6.3, 6.4, 6.5, 6.6, 6.7) the delegates will be able to express gender
issues as procedural requirements

7. V2-HRM-Session7-Procedure

SESSION 7 — Defining Quality Procedures

Timescale: 8 hours

Objectives: by the end of this session (2 HANDOUTS 7.1, 7.2)
delegates will understand how to express a procedure

8. V2-HRM-Session8-Next Steps

SESSION 8 — Next steps for the implementation of Gender
Equality Considerations in the organisation

Timescale: 4 hours

Objectives: by the end of this session each delegate will have
prepared a strategy for introducing gender equality considerations
into the management systems of their organisation

9 V2-HRM-Session9- Feedback
SESSION 9 - Feedback
Timescale: 6 hours (1 day meeting, 4 months from lesson 8)
Objectives: by the end of this session each delegate will
1. have compared his/her experiences and received inputs to
improve his/her daily work for gender equality
2. have agreed on an Equality network
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TRAINING MODULE METHODOLOGY
FOR HR MANAGERS

Foreword

The issues raised and developed in these training modules refer
mainly to awareness-raising and acquisition of a different culture. In
fact, learning for equality refers above all to changes in culture,
attitudes, stereotypes.

Gender learning is heavily based on awareness and only when this
has been acquired is it possible to learn which tools can be used for
personnel management in a gender perspective.

Consequently, learning is centred on the relationship between
teacher and pupil in the classroom: the teacher is mainly a facilitator/
advisor, who supplies information and keys to reading, eases
empowerment and critical reassessment, stimulates a dialogue
between participants so they can share their different personal and
professional experiences.

Individual study and elaboration are therefore limited to acquisition of
context data and information.

Direct target group:

The primary target group for these learning modules comprises
Human Resources managers in enterprises that have acquired 1ISO
9001:2000 Quality certification.

The secondary target group comprises Human Resources managers
in companies applying other Quality systems like EFQM or ‘Investors
in People’, or are not applying any sort of Quality systems but are
interested in Human Resources management in an Equal
Opportunities perspective.

In small companies where the owner deals with personnel
management, the entrepreneurs are the target.

Indirect target group:
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The indirect target group is composed of: training centres,
employers’ and trade union organizations - as they are involved in
the updating of the skills required to be innovative and are interested
in investigating all possible fields to achieve competitiveness;
organizations that issue norms and regulations, accreditation
agencies, certification agencies, Quality Managers - as they play
leading roles in the Quality and Certification systems environment.

Objectives:
The main objective is that of ensuring target groups acquire

knowledge and tools for implementing Equal Opportunities culture
within the ISO 9000:2000 Quality System.

Professional knowledqge:

Experience in managing Human Resources.

The gender theme in organizations is virtually unknown in
businesses and it is unusual to find competent professional figures or
relevant expertise, notwithstanding many years work in such roles.

Learning structure:

Two learning paths have been developed, applying a Y model: the
first one to acquire knowledge of quality systems, the second one to
acquire awareness and tools for gender issues understanding within
an organization. These two paths integrate to form a third path,
where the gender perspective is included as part of Quality System
procedures.

The first path was necessary since it has emerged that an element
common to all the partner countries was the little knowledge Human
Resources managers have of Quality Systems.

Flexible learning paths:

The learning path is very flexible: in fact, modules and level of study
can be chosen depending on individual requirements and
competence of the issue.

For instance, for target groups who know about Quality Systems,
learning modules that make reference to this topic can be set aside
without damage to the end result.

Individual study serves to have a better knowledge of the context;
exercises, brainstorming, role play, classroom discussion and debate
guided by the teacher/facilitator are important since many themes
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central to the learning path make reference to behaviour, attitudes,
enterprise and personal culture.

Feedback:

It is important to organize classroom feedback 4 months from the
end of the course, to compare the individual experiences arising from
the processes change implementation, the methodologies adopted
and the critical issues emerged, the solutions. Each delegate
describes his/her experience and the teacher/facilitator/advisor
guides the discussion.

Territorial level:

ISO 9000:2000 standards are international and are applied
worldwide.
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COURSE OUTLINE

GENDER EQUALITY
IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce a gender
perspective into organisation operations

Introduction

This course has been designed to enable HR Managers to enhance

the focus on gender considerations in their organisation through the

ISO quality standards.

It aims to address the gender issue by ensuring that due

consideration is given to male—female equality in all process

operations and organisational management systems controlled or

influenced by formal Quality Management Systems.

Whilst the “VISION 2000” project targets the 1SO 9000:2000

standards, the methodology is equally applicable to industry-specific

quality management processes and other national and

internationally accredited systems such as the EFQM “Business

Excellence Model and the UK “Investors in People” award.

Programme Aims

e To share the gender-issue experiences of delegates

e To demonstrate the relationship between different quality
management systems

e To identify the relevant areas for application of gender specific
criteria

o To define key gender-specific auditing criteria

e To promote good practice in HR management

e To enhance the professional development of the delegates

Programme Objectives

By the end of the training course, the delegates will be able to:

e Organise and evaluate gender equality in the workplace

e Incorporate a gender perspective at all levels of operations

e Make gender considerations a part of the senior management
review process

Programme Structure

1. Introduction to the training plan and objectives

2. Delegates presentations of gender issues in their organisations

3. Overview of ISO 9000-2000 - relationship to other quality
management systems

4. The gender considerations within quality management systems

5. Gender awareness in organization processes and “E-quality”
planning

6. Presentation — formalising gender considerations in quality
procedures and work instructions > Syndicate exercise —
procedure writing > Syndicate exercise — auditing criteria

7. Example of Procedure

8. Next steps — implementing the gender perspective — what, who
to, how, and when.

9. Feedback meeting after 4 months from the end of the course.
Agreement on “E-quality” networking arrangements

Support Documents

Comments to ISO 9000:2000: Background Cards; Good Practices;

HANDOUTS
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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

SESSION 1 - Introductions and sharing of experiences
Timescale: 3 hours

Objectives: by the end of this session the delegates will
1. feel comfortable with the other participants
2. have identified common issues and areas of concern

1) Presentation of the training content and objectives

2) Tutor introduction — establish credibility with delegates.
Give background and experience in quality AND Equal
opportunities issues. Quote any relevant qualifications (e.g.
ISO lead assessor, etc...)

3) Ask delegates to introduce themselves with:

name; organisation; position; what gender issues they are
facing; why they think it is important to be on this training
programme.

4) Icebreaker exercise (optional at trainer’s discretion, e.g.
http://www.businessballs.com)

5) Brainstorm:
“What are the main gender issues in your organisation?
List issues on flip chart.

Bring out:
e Recruitment and promotion
Training, skills development
Work organization and work/life balance
Salaries and benefits
Work environment
Sexual harassment

..... these issues will be referred to later.

Link to Background Cards 4,5,8 (individual study — 15 mins.)
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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

Tutor Notes
SESSION 2 — Understanding ISO 9000
Timescale: 8 hours

Objectives: by the end of this session (5 HANDOUTS) the
delegates will
1. understand the basic framework of ISO 9000
2. appreciate where gender considerations may be an
issue

The purpose of this session is to establish the level of familiarity with
quality management processes in general, and the understanding of
up-to-date ISO principles. HR Managers are often not directly
involved in quality processes that are aimed at processes and
operations (e.g. ISO 9001) and may not have any knowledge of the
actual structure of ISO 9000:2000. It is important that the
delegates have a reasonably common level of understanding
by the end of this session. Use delegates who have the best
knowledge to share this with their colleagues on the course — this
will do much to dispel the myth that “quality” is an “expert’s” subject.

1) Brainstorm definitions of quality — differentiate between
perceptions of “quality” being “high quality” or “poor quality” (e.g.
Rolls Royce or Trabzon?). Focus on “Value for Money” and “Fitness
for Purpose”

2) Give some background on the emergence of quality management
- through MQAP U.S WW2 military practices and Deming’s influence
on Japanese industry for example. Explain the importance of “Right
First Time” and “Zero Tolerance” to production processes. Explain
how these philosophies have evolved to influence management
practices.

3) Explain that whilst manufactured articles can be measured to
assess their “Quality”, processes need to be “evaluated”. Show how
evaluation fits into the quality cycle (plan-do-check-act- plan, etc...).

4) Presentation: ISO 9001-2000 overview only

5) Distribute HANDOUTS 21 - 2.5 Ask delegates to identify
sections where gender considerations might be an issue.
1. STRUCTURE of ISO 9001
2. MANAGEMENT RESPONSIBILITY (5)
Management commitment, customer focus, quality policy,
planning (quality objectives, ...), responsibility, authority and
communication (management representative, internal
communication), management review
3. RESOURCE MANAGEMENT (6)
6.2 Personnel
6.2.2 Competence, awareness and training
Determination of training needs
Offering of training to satisfy the needs
4, PRODUCT REALIZATION (7)
Customer-related processes
5. MEASUREMENT, ANALYSIS AND IMPROVEMENT (8)
Analysis of data, improvement
Evaluation criteria: pertinence of elements pointed out
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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

Tutor Notes

SESSION 3 — Comparison of ISO 9000 with other Quality

Standards

Timescale: 7 hours

Objectives: by the end of this session the delegates will

be able to

1. understand how ISO 9000 principles link with those in
other standards

The purpose of the session is to remove any misunderstanding the
delegates may have that differing quality standards require separate
consideration. You need to reinforce the fact that quality standards
have evolved to achieve very similar aims, and tend to place
controls on the same systems and processes from one sector to
another. Without exception they all focus on customer satisfaction,
and all use the basic quality model of “plan-do-check-act-plan,
etc...”
1) Ask delegates what quality process is in place in their
organisation — and what the principles are and if they know them
2) LIST on flipchart. Look especially for industry-specific standards
for the automotive industry — these will relate closely to ISO
9000
3) It is important that the delegates know the basic structure of
other standards. Go through the list. It may include:
e Industry specific (e.g. automotive industry)

e EFQM
e Investors in People
4) Explain

e Industry specific standards usually relate closely to 1SO
9000 principles — especially those for the manufacturing
sector.

e EFQM includes Management Responsibility, Resource

Management and Measurement, Analysis and Improvement

as “ENABLERS”. Project realisation is a ‘RESULT”

principle.

Investors in People (very common in all service sectors —

including education and training), has 4 main principles

Management commitment & communication

Planning

Actions

Evaluation

5) USING THE ISO 9001 HANDOUTS FOR SESSION 2 discuss
where the 4 main principles of ISO relate to the other popular
standards relevant to the delegates.

6) USING THE LIST OF STANDARDS ON THE FLIPCHART
construct a simple “Matrix” to demonstrate the application of
ISO principles in the other standards. (ask delegates to copy it
out).

YV VY

Link to Background Card 14 (individual study, 5 mins.), LINK to
Comment to ISO 9000:2000 (individual study in preparation for the
following lesson, 1 hour)
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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

Tutor Notes

SESSION 4 - Identifying the quality management areas
that address the gender considerations of the delegates
Timescale: 8 hours

Objectives: by the end of this session the delegates will
be able to

1. identify the specific ISO principles that can be targeted to
enhance the gender perspective in their organisation

1) Discussion of ISO Comment from a gender point of view

2) Pin up the main gender issues identified in Session 1 — these
were listed on a flipchart and will probably look like this:
e Recruitment and promotion
Training, skills development
Work organization and work/life balance
Salaries and benefits
Work environment
Sexual harassment
Link to Background Cards 6,9,10,11 (individual study, 25 mins)

3) Pin up the ISO principles and criteria that were identified as
areas for gender consideration in Session 2. These will probably
include the following issues:

o Section 5 - MANAGEMENT RESPONSIBILITY

» 5.1 Management commitment
» 5.2 Customer focus
» 5.3 Quality policy
» 5.5.3 Internal communication
o Section 6 - RESOURCE MANAGEMENT
» 6.2 Personnel
» 6.2.2 Competence, awareness and training
e Section 7 - PRODUCT REALIZATION
» 7.2. Customer-related processes
e Section 8 - MEASUREMENT, ANALYSIS AND
IMPROVEMENT
» 8.2.1 Customer satisfaction
» 8.4 Analysis of data
» 8.5 Improvement/corrective action

4) Divide the delegates into groups of 3 or 4. Using the 5
HANDOUTS for Session 2, ask the groups to cross reference the
gender issues on Flipchart 1 to the most appropriate criteria on
Flipchart 2 (and the HANDOUT).

e.g. - ISO Sect: 5.1 Management Commitment > all gender
issues
- ISO Sect. 6.2.2 Competence, Awareness & Training>
Training and development issues

5) Record the feedback. A Matrix should be prepared beforehand
listing “issues” on one axis and “ISO criteria” on the other.

Evaluation criteria: relevance and pertinence of the cross-references
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GENDER EQUALITY IN MANAGEMENT SYSTEMS

A training course to enable HR Managers to introduce
a gender perspective into organisation operations

Tutor Notes

SESSION 5 — Gender Considerations in Management
Timescale: 48 hours

Objectives: by the end of this session (composed of 5
modules 5.1, 5.2, 5.3, 5.4, 5.5) the delegates will be able to
1) adopt a gender perspective in management and
organization practices, to foster an enterprise culture being

fully aware of the equal opportunities business value

The purpose of this session is to:

» know the laws and regulations and the state of the art of equal
opportunities in Europe (information)

» become aware of gender issues (gender bias, gender
mainstreaming) and of their relevance for Quality Management

» acquire the necessary skills to design and implement an
Enterprise Equality Plan and its related practices

» acquire the tools to overcome the internal organization
obstacles concerning the cultural change processes (change
management)

Link to Background Cards 12,13 (more information for the teacher 15

mins.)

GENDER TRAINING METHODOLOGY

Gender training depends very much on awareness-raising (know how
to be) and only when this has been acquired, can managers learn how
to use the staff management tools from a gender perspective (know
how to do).

The methodology — with a special emphasis on participation,
presentation, discussion of personal and professional experiences and
field practice - includes:

- Group work

- Role play

- Case Studies

- Project work

- Practice and Feedback

THE TEACHER’S ROLE AND SKILLS

Teachers are required to have two main skills: work organization and
gender issues within organizations.

They are also expected to play a twofold role in the classroom. The
objectives pursued during the training aim both at raising HR
managers’ awareness at personal level and at getting skills at the
work organization level from a gender point of view. These two plans
are closely intertwined and influence one another. Therefore, during
the information and awareness-raising classes, teachers must play
their role in their capacity as experts engaged in teaching contents,
concepts and principles, whereas during the group work, role play
experiences and feedback their main role is to serve as
facilitators/consultants, in helping learners to find the most suitable
answers by analysing and challenging their beliefs, ideas and
unconscious prejudice, by reviewing their attitudes and behaviours, by
redesigning the deeply-rooted practices and habits in their respective
organizations.
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Gender Module 1 '
EQUAL OPPORTUNITIES: THE CONTEXT Timescale:
AND THE STATE OF THE ART 4 hours

Objective
At the end of this module, participants will:

- know the historical and regulatory context
underlying equal opportunities (E.O.)

- know the developments and meaning of E.O.
today for enterprises

- know the motivations underlying the EU
commitment in favour of E.O. and the
objectives to be achieved

Lesson: information and awareness-raising

- The European Union policies and
commitment towards equal opportunities: the
Treaty of Amsterdam, the 5 Pillars for
Employment, the Framework Strategy, the

VISIZN 2000:  |Employment Guidelines, etc...
gZEait;n - European and national data on horizontal and
standards vertical segregation of women at work and the

economic, demographic and social reasons for

the EU commitment

- The meaning of Equal opportunities today:

from  affirmative actions to  Gender

Mainstreaming strategies and to E.O. as a

business case

Link to Background Cards 1,2,3, (individual
study 20 mins.)

Subject of discussion with the facilitator

—-Y'——" * Exchange of information, experiences and

contextualization in the different enterprise
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realities: an overview of the regulatory

frameworks, analysing the laws that have affected the respective
organizations, bringing about changes and a true impact.

Brainstorm
* to raise the delegates’ awareness on the internal and external
factors influencing equal opportunities:
- the labour market and the market conditions
- national and European standards and laws
- the enterprise values and culture
- the human resources management
- the role played by the social partners
- the current trends
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Gender Module 2

GENDER IN ENTERPRISE PROCESSES:
SELECTION AND RECRUITMENT

Timescale:
12 hours

Objective

At the end of this module, the delegates are
expected to become aware of the stereotypes
affecting the staff selection and recruitment
process and, in particular, they will be able to:
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gender in
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- carry out the enterprise needs analysis and to
assess the job applicants: tasks and skills
from a gender perspective

- acquire a real listening capability

- know how to use techniques for an unbiased
and effective communication

- have a non judgemental attitude and be aware
of the different discriminatory perspectives

- be aware of the instinctual choices often
made by choosing the person who is more
similar to ourselves, because this is much
more reassuring; the value of diversity

- acquire the ability to carry out and manage a
selection interview with an unbiased
approach, being fully aware of the gender
stereotypes

- acquire the ability to use and collect all the
information

- acquire the ability to detect the potentials of
both men and women

- become aware of the non-equality cost in
staff recruitment




5.2.V2-HRM- Session 5.2. Gender issues VISION2000 Course HRM-Session 5.2

Subject 1
Lesson: information and awareness-raising
- Gender stereotypes:
- the roles and jobs that the culture of a certain country
automatically defines as typically male/female ones
- the enhancement of talents
- self-perception: the male and female identity

- sex and gender
- the expectations and behaviours that develop within the family

and at school
- the value of difference and of different points of view, of

different attitudes and behaviours

Group work
*Trainees are subdivided into small groups of max four people;

they are then given a few daily newspapers featuring a job posting
page for the Search and Recruitment of Staff for vacant positions.
Tasks:
- Analyse the material, the information and the values expressed by
enterprises when publishing job postings for vacant positions with
a focus on the kind of language that is used and the direct and
indirect discrimination
- Choose a job requisition by a company in a daily newspaper and
suggest a few parameters, by way of questions to be asked during
the job recruitment interview, making sure that there are no
stereotypes from a gender point of view
Evaluation criteria:
- Pertinence and relevance of the critical points put in evidence
- The interviewers’ awareness as regards gender stereotypes and
the consideration and value of gender differences.

Role play concerning the job selection/recruitment interview
* “Objective: to teach complex behaviours, rather than teaching
the right words to be used in a certain situation — which, by the
way, would not be possible — indicate, instead, only the
communication tactics and criteria that might lead them to get the

desired results”.
M.Castagna — Role-playing, autocasi ed esercitazioni psicosociali” Franco




