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How to Use this Workbook
Overview
Each section in this Workbook relates to the same section in the Handbook.

Purpose
The focus of these training resources is on workplace integration for newcomers. Integration is a broad topic that includes
English language training, intercultural skills and a deeper knowledge of Canadian workplace culture, communication abilities,
certain life skills etc. Therefore, the resources are not designed to replace traditional language training programs. They are best
used to strengthen traditional training, or as core resources used with other relevant texts.
There will always be an exception to everything inside these resources. The goal is to raise integration awareness in
newcomers. The Handbook and Workbook are a departure point, not a “one-size-fits-all” solution. These learning tools are
meant to be highly practical. They have been designed through careful observation of newcomers in the workplace, knowledge
of language teaching, and interactions in the classroom.

Instructional Approach
Each section in this Workbook is designed to expand on the corresponding section in the Handbook. Each section either reviews the
content in the desk reference or explores a particular topic more deeply.

Learning Scenarios
The Workbook is used together with the Handbook. The resources are utilized best in a community context, such as a
classroom or coaching scenario. However, both can be used independently for self-directed learning. They can act as an
interdependent set in coaching/mentoring scenarios, training workshops, or related courses. They can be used in business
organizations by employers, employees and trainers, or in educational settings such as schools, colleges or community
agencies.

Answer Key
Some of the questions and tasks are closed-ended - the answers are at the back of this resources in the Answer Key. Other
activities are open-ended without any pre-determined answers. They require more personal or reflective responses from the
users.
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Strategy 1
Set Your Goals
1. TEST YOUR KNOWLEDGE
Use the information in Strategy 1 in the Handbook to complete this activity. Check (✓) whether these 3 statements are
True or False.

1. A career goal must be challenging*, but it must also be achievable.

❍T

❍F

2. Set clear and specific goals, but also be flexible*. Let your goals evolve.

❍T

❍F

3. Your employers will set your career goals for you. Listen to them. They know what is best for ❍ T
you.

❍F

2. COMPREHEND
Case Study with Ngo
Setting goals is very important for newcomers. On page 11 in your Handbook, you
read about Ngo. He came to Canada from South-east Asia. Because Ngo had no
English skills, it was diﬃcult for him to get a good job in Canada.
Instructions
Ngo used these 8 steps (Handbook pages 12 and 13) to help him set new goals.
Match the sentences about Ngo in the left column with the steps in the right
column. The first one has been done for you.

The	
  8	
  STEPS
1. Make	
  the	
  goal	
  achievable.	
  	
  	
  	
  	
  	
  A

What	
  Ngo	
  Did

☜

(A) Main Goal: to find a job that is a good “fit”
for him.

2.	
  Be	
  clear	
  and	
  speciﬁc.	
  
(B) Within 2 years.

3.	
  Set	
  a	
  ;meline.	
  
(C) To work as a machinist.

* challenging ADJECTIVE a word used to sound positive about diﬃcult things.
* flexible ADJECTIVE the quality of a person who is not afraid of new things and doesn’t complain about change.
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Strategy 1 Set Your Goals

The	
  8	
  STEPS...con;nued

What	
  Ngo	
  Wrote	
  Down

4. Iden;fy	
  the	
  smaller	
  steps.	
  

(D) He never became sad or negative. Instead, he wrote his
goals out in his notebook. It helped him stay motivated.

5.	
  Learn	
  to	
  say	
  no.	
  

6.	
  Ask	
  other	
  people.	
  

(E) Ngo had to be strict with himself e.g. he had to say no to
TV, and study English for 60 minutes at night instead.
(F) Joined an English course for newcomers.
Used internet to understand the certification process for
machinists.
Got a job as an apprentice machinist.

7.	
  Let	
  your	
  goal	
  evolve.

Studied English by himself at home and on the bus.

(G) Asked coworkers at the Pizza place to help with his

8.	
  Stay	
  mo;vated.	
  

English.

(H) Goal Change #1: from 2 years to 4 years. He wanted to
be a journeyman (certified machinist), not just a
machinist.
Goal Change #2: from journeyman machinist to team
lead. His strong English skills helped him achieve more
than his first goal. Ngo’s job evolved.

Working in the Canadian Workplace - A Handbook for Newcomers to Canada - WORKBOOK
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Strategy 1 Set Your Goals

3. APPLY
Setting Your Career and Learning Goals
Instructions
Use the chart below to set your own goals. Think of one goal you want to achieve. It could be a
learning goal e.g. English, a job goal, or just a next step in your life.

8 Steps

Your GOAL

1.	
  Make	
  the	
  Goal	
  Achievable

Set	
  a	
  goal	
  that	
  is	
  challenging,	
  possible.	
  	
  	
  	
  	
  	
  	
  

2.	
  Be	
  Clear	
  and	
  Speciﬁc
Use	
  lots	
  of	
  details	
  to	
  explain	
  your	
  goal.	
  

3.	
  Set	
  a	
  Timeline
Use	
  weeks	
  or	
  months	
  or	
  years.	
  

4.	
  Iden;fy	
  the	
  Smaller	
  Steps

What	
  are	
  the	
  speciﬁc	
  things	
  you	
  need	
  to	
  do?	
  	
  

5.	
  Learn	
  to	
  Say	
  No
This	
  might	
  be	
  asking	
  family	
  to	
  give	
  you	
  ;me.	
  It	
  
might	
  be	
  saying	
  no	
  to	
  the	
  TV	
  for	
  a	
  few	
  evenings	
  
each	
  week.	
  

6.	
  Ask	
  Other	
  People
Who	
  can	
  help	
  you	
  in	
  a	
  small	
  or	
  big	
  way?	
  

7.	
  Let	
  your	
  Goal	
  Evolve
Are	
  you	
  going	
  to	
  be	
  ﬂexible?	
  Will	
  you	
  only	
  be	
  afraid	
  
or	
  worried?	
  Will	
  you	
  be	
  posi;ve	
  to	
  changes	
  and	
  new	
  
opportuni;es?	
  

8.	
  Stay	
  Mo;vated
How	
  can	
  you	
  reward	
  yourself?	
  What	
  small	
  rewards	
  
can	
  you	
  give	
  yourself?	
  	
  	
  	
  

MOST	
  IMPORTANT	
  -‐	
  How	
  will	
  you	
  
know	
  you	
  have	
  achieved	
  the	
  goal?	
  
What	
  will	
  be	
  diﬀerent?	
  What	
  will	
  you	
  be	
  able	
  to	
  do?	
  
What	
  do	
  you	
  want	
  people	
  to	
  say?	
  What	
  do	
  you	
  
want	
  to	
  be	
  diﬀerent?	
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Strategy 2
Adapt
1. TEST YOUR KNOWLEDGE
Use the information in Strategy 2 in the Handbook to complete this activity. Check (✓) whether these 3 statements are
True or False.
❍T

❍F

2. Accepting that there are cultural diﬀerences in the workplace is an important step for adapting ❍ T
to your Canadian workplace.

❍F

3. If a coworker says or does something that makes you angry, don’t get upset. Don’t judge the ❍ T
person. First try to use your intercultural knowledge to understand the situation.
Misunderstandings between people can be cultural misunderstandings.

❍F

1. Adapting to Canadian workplace culture means losing most of your first culture.

2. CHECK YOUR COMPREHENSION
Case Study with Lee
Credibility is very important in every workplace in every culture. At work, your
credibility is the amount of trust and respect you have from your coworkers, managers
and clients. In Lee’s story, on page 14 in the Handbook, he learned that credibility is
built in different ways in different cultures.
Instructions
Make sure you read the story about Lee. Then answer the questions about how to
build credibility.

Task 1
What did Lee have to do to build his credibility? Choose either A B C or D. The check the boxes (✓). The answer is
in the middle of paragraph 5 of the story.

A

Telling coworkers how
to do their jobs really
well.

B

Doing his job
really well.

C

Telling others how good
he was at his job.

Working in the Canadian Workplace - A Handbook for Newcomers to Canada - WORKBOOK

D

Doing his job the way
he wanted to do it. Not
listening to anyone
else.
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Workplace culture is the norms, or normal ways, that people think, behave
and speak to each other. Norms that are normal in one culture are not always
normal in another culture. In fact, they can be very different. The Canadian
workplace has a specific culture.

Task 2
1. In the beginning, what did Lee think he could use to build his credibility at work? Read the list below. It is a
broad set of factors that build credibility depending on where you are in the world and what you are doing.
2. Then check the boxes (✓). You can find the answers in paragraphs 3 and 4 in the case study.

☐
☐
☐
☐
☐
☐

PROFESSION
e.g. engineer versus electrician

JOB TITLE
e.g. manager, supervisor

EDUCATION
e.g. university versus apprenticeship

PREVIOUS EXPERIENCE
e.g. led a team, supervised people

HARD SKILLS
e.g. technical, customer service, sales

ATTITUDE
e.g. positive, negative, critical, pessimistic

☐
☐
☐
☐
☐
☐

WORK ETHIC

☐

e.g. how quickly or slow one works

AGE
e.g. older people get more respect

GENDER
e.g. men versus women

ETHNICITY
e.g. one culture is above another

RACE
e.g. color of skin

RELIGION
e.g. bias towards or against

FAMILY NAME
e.g. last name gets respect

☐
☐
☐
☐
☐
☐

NETWORK

☐

e.g. the people you know who can
help you, and you help them

FAMILY
e.g. married or unmarried, lots of children

SOCIAL CLASS
e.g. level of society, such as middle-class

FAVORS
e.g. inviting boss for dinner

MONEY
e.g. expensive things, rich versus not rich

COMMUNICATION SKILLS
e.g. strong speaking and English skills

SOFT SKILLS
e.g. working well with people

WORKPLACE CULTURE

☐

e.g. all the cultural norms

What are enabling skills?
To get credibility, don’t just build your technical skills e.g. trade
certifications like Red Seal or first aid. In the Canadian workplace,
enabling skills are the other skills that “enable” you to keep your
job. They include everything from strong English skills, to people
skills, intercultural intelligence and work ethic. It means showing a
positive and flexible attitude. In essence, everything in the
Handbook and Workbook will develop those enabling skills.

Working in the Canadian Workplace - A Handbook for Newcomers to Canada - WORKBOOK
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Strategy 2 Adapt
Task 3
How was credibility built in your previous country or workplace culture? Check the boxes (✓)

☐

PROFESSION

☐

AGE

☐

FAMILY

☐

JOB TITLE

☐

GENDER

☐

SOCIAL CLASS

☐

EDUCATION

☐

ETHNICITY

☐

FAVORS

☐

PREVIOUS EXPERIENCE

☐

RACE

☐

MONEY

☐

HARD SKILLS

☐

RELIGION

☐

COMMUNICATION SKILLS

☐

ATTITUDE

☐

FAMILY NAME

☐

SOFT SKILLS

☐

WORK ETHIC

☐

NETWORK

☐

WORKPLACE CULTURAL NORMS

☐

OTHER - what other ways do workers build credibility in your first culture?
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Task 4
Getting a job is diﬀerent to keeping a job. The skills you need to get a job are diﬀerent to the things you need after
you get the job. To get a job in Canada, which of the following are important? Which are not important? Write your
answers in the columns below. The first two have been done for you.
Education Race Experience Hard Skills Soft Skills Attitude Age Religion Gender Ethnicity Network Favors
Communication Skills

Important

Not Important

Education

Race

Remember Your heritage and diversity is valuable to
Canada. We are a multicultural nation. It is very
important to understand that in Canada the following
are neither an advantage nor a disadvantage to any
newcomer: race, language, ethnicity, gender, age or
any other part of human diversity.
Every person is equal. The Charter of Canadian Rights
and Freedoms protects every Canadian. The success
in your job will not be decided by how you look. It is
not affected by the culture and language you brought
with you.
Your success in the workplace is decided by how you
adapt. You don’t lose what you brought with you to
Canada. You add Canadian norms to your life. This
Handbook gives you a good understanding of the
cultural norms in the Canadian workplace. Use the
Handbook to help you find success in the future.
Task 5
Go to the webpage of the Alberta Human Rights Commission - www.albertahumanrights.ab.ca - and fin out about
their mandate and services. You can find both if you click on the About the Commission link.
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Strategy 3
Use only English
1. TEST YOUR KNOWLEDGE
Use the Case Study in Strategy 3 in the Handbook to complete this activity. Check (✓) whether these 3 statements are
True or False.
❍T

❍F

2. Although Herc didn’t contribute at his team meetings, it was still easy enough to coordinate the ❍ T
team’s work assignments.

❍F

❍T

❍F

1. Herc’s lack of confidence to speak English had a negative eﬀect on his work team.

3. Herc’s employer expected him to learn to speak perfect English.

2. ANALYZE
Instructions
Read through the case study about Anthony who grew up in
Southern Africa. It will explain his strategy for learning a new
language. Answer the questions in the grey columns, on the
following pages.

Case Study with Anthony
Anthony grew up in Southern Africa. After school, he finished his
military training, but he still didn’t know what job he wanted to
do. He took a survival job as a waiter. He was good at it and
soon he was promoted to a floor manager. There was only one
problem - he didn’t speak the first language of the servers. His
first language was English. The five staff he supervised all spoke
an African language, Xhosa (pronounced Ko’sah).
Before and after the lunchtime rush, the staff would talk together
in groups. Although everyone could speak English, his team
spoke Xhosa. The staff would laugh and discuss the shift, but
Anthony felt like an outsider. He also felt like he had no respect
from the staff.
Although he was the supervisor, he was ten years younger than
the youngest of the waiters. In the Xhosa culture, younger people
rarely lead older people. Anthony thought hard. He needed a
strategy to gain their trust and respect. He wanted a way to feel
included.

Working in the Canadian Workplace - A Handbook for Newcomers to Canada - WORKBOOK
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Anthony decided to begin learning their language, Xhosa. This was 1992. He had
none of our modern high-tech conveniences. No digital dictionary. No TV
programs in Xhosa. No internet. No personal computer. No YouTube or Google
Translator. No online resources. Just his willingness to learn.

Task 1
Read through Table 1 below. It
explains the three kinds of
learning styles.

Learning Styles
Anthony had developed a good memory. He had his own way for teaching
himself languages. He had already learnt to speak Dutch and German quite well
at school. He knew that he learned languages best by combining different
learning styles visual (eyes), auditory (ears), kinesthetic (movement).

1. What was Anthony’s preferred
learning style? Put a check
mark (✓) next to it.

Most importantly, he knew he learnt in this order: first, he needed to see the
words, then write them, hear them, and produce them out of his own mouth, and
lastly repeat the process over and over.

Visual
style
I learn through my eyes.

I learn through experiencing.
• Rely on what I can directly experience
or perform.
• Remember what was done (though I

• Sit where I can hear.

•

Usually take detailed notes.

•

Often close my eyes to visualize or
remember something.

• Internalize knowledge by reading
aloud.

•

Prefer written word or spoken
language rich in imagery.

Kinesthetic
style

I learn through my ears.

Like to see what I’m learning.

Benefit from illustrations and
presentations that use color.

3. What is your preferred learning
style? Put a check mark (✓)
next to it.

Auditory
style

•

•

2. Did Anthony use one or more
then one learning style.

• Remember by verbalizing lessons to
myself. If I don't, I have diﬃculty
reading maps or diagrams or
handling conceptual assignments like
math.

have diﬃculty recalling what was
seen or said).
• May avoid learning where I lack
opportunities for hands-on
experience.
• Communicate by touch and like
physically expressed encouragement.

Table 1 - Learning Styles
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Motivations
He told an English-speaking coworker, Sarah, that
he was going to learn to speak Xhosa. Sarah
laughed at him and said, “You are crazy. That
language is impossible to learn. It is much too
difficult.”

One language sets you in a
corridor for life. Two
languages open every door
along the way.
- Frank Smith

Anthony explained to her that as a supervisor, he
had no credibility or rapport with the Xhosa staff.
“Half the time,” he said, “I feel like they are all
talking about me in Xhosa. I don’t want to be on
the outside anymore.” “You are not on the
outside,” Sarah responded. “Everyone here can
speak English if they need to. They choose not to.
Instead of hanging out with the Xhosa staff, come hang out with us English- Task 2
speaking staff. In any case, learning an African language is not like learning 1. What are your intrinsic (internal)
motivators for learning English?
German or Dutch. Xhosa is way too different from English. I bet you will give up in
a week.”
2. What are your extrinsic
Anthony knew Sarah was right. He had to figure out what his motivations were
(external) motivators for
for taking on such a big challenge. Over the next few days, he wrote down both
learning English?
his intrinsic and extrinsic motivations. An intrinsically (internal, inside) motivated
person wants to learn a language because he enjoys doing it. The learning is
hard work, but he takes pleasure in it. An extrinsically (external, outside) 3. Poll two of your classmates.
What are their intrinsic and
motivated person wants external rewards, like money, recognition or career
extrinsic motivators for learning
opportunities. Extrinsic motivators may be due to external pressures, not internal
English?
pleasures.
Anthony was smart. he recognized he had both kinds of motivators. He wanted
to learn Xhosa to reduce some of the stress in his job, but he was also interested
in the Xhosa people. He wanted to know them through their own language. He
wondered what it would be like to experience the world through their minds. He
wanted to see the surprise on their faces when an English speaker could switch
into their difficult language.

Working in the Canadian Workplace - A Handbook for Newcomers to Canada - WORKBOOK
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Basic Learning Strategies
Anthony bought a simple Xhosa grammar book and memorized the basic rules.
He also bought a Xhosa vocabulary book, and underlined the difficult words. He
put these books in his pocket and studied them during every extra moment of
the day. He never worked more than about 15 to 30 minutes at a time. By this
method, he was able to learn 50 new words a week.

Task 3
Read through the list of learning
strategies for each learning style.

Finding Help
Soon Anthony realized he needed some help in learning Xhosa. Certain letters of
the alphabet were put together into combinations he didn’t know how to read or
pronounce. One day, he took the initiative to ask Dennis, one of the African
waiters, how to pronounce the nc and nq sound combinations. Dennis was
astonished that Anthony had taken on the challenge of learning his language.
From then onwards, each week Dennis helped him with his learning whenever
they had a break from work.

2. Do you have any other
strategies to add to the lists.

Visual
strategies

• Record lectures and listen to them
again later.

• Take neat and well-organized notes.

• Repeat material out loud, using your
own words.

• Include charts, graphs, tables and
similar visuals.
• Turn notes into flash cards, pictures,
photos, time lines, films, pictorial
outlines, drawings, mind maps and
clustering strategies.
• Develop written outlines of
information.
• Reconstruct info and images in new
ways e.g. diﬀerent spatial
arrangements and use blank space on
page.
• Make sure you allow enough time for
planning, organizing and learning
information.
• Participate actively in class
discussions and activities.
• Sit near the front of a class to avoid
distractions.

Task 4
Who are the person(s) you can
turn to for help in learning
English? Who can you ask
questions to?

Auditory
strategies

• Get the big picture first, then expand
with the details.

• Underline and highlight in diﬀerent
colors and sizes.

1. What learning strategies work
best for you? Put a check mark
(✓) next to them in the table.

• Read textbook and notes aloud by
yourself.
• Sit near the front of a class to avoid
distractions.
• Listen to wordless background music
during study.
• Discuss materials with instructors, in a
study group or with a partner. Explain
your understanding to them.
• Convert visual diagrams in textbooks
into verbal descriptions.
• Remind yourself to review the details,
not just the main ideas.
• Expand your notes by asking others
for their views and ideas.
• Work in quiet areas.
• Attend classes regularly.

Kinesthetic
strategies
• Use direct bodily involvement in
learning whenever possible e.g.
practice, play acting, role modeling.
• Be “hands on”, especially when
problem solving.
• Summarize lengthy reading material
into simple well-organized notes.
• Teach someone what you are learning.
• Create your own practice questions.
• Organize information in your notes into
the steps you did physically.
• Use case studies to help with learning
less concrete ideas e.g. abstract and
conceptual principles.
• Take regular breaks while studying or
during class.
• Learn while doing something active
e.g. walking around the room.
• Participate actively in class
discussions and activities.
• Use as many senses as possible sight, touch, hearing, sound and taste.

Table 2 - Learning Strategies
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Confidence to Communicate
The rest of the Xhosa staff soon found out about
it. Their attitude to Anthony shifted. They began
to try and include him as much as possible. They
all wanted to hear him speak Xhosa. They
laughed a lot because it was so strange to hear
him speaking their language. Anthony began to
feel very self-conscious. He didn’t want to make
mistakes with his grammar or pronunciation in
front of them. His willingness to communicate
began to weaken.
Dennis noticed that his new friend and supervisor was isolating himself more.
One day, after the lunch hour rush, he sat down next to Anthony and said, “The
team wants to give you a new Xhosa name.”
Anthony was surprised. “What do you mean?”
“The team wants to call you Nkululeku.”
“What does that mean,” he asked.
“It means freedom. We are going to call you Nkululeku from now on because we
don’t want you to ever be afraid of making mistakes. Just speak freely and we
will help you. You have changed our team by what you did.”

Nelson Mandela, the former
activist and president of South
Africa, realized the importance
of intimately knowing the
language of the many people
groups he lived among. He said
it this way, “Without language,
one cannot talk to people and
understand them; one cannot
share their hopes and
aspirations...”.
Task 5
Willingness to speak is the most
important skill in language
learning. Are you nervous about
making mistakes or do you speak
freely and confidently?

Expert Help
Task 6
This was a huge motivation boost for Anthony (sorry, Nkululeku). He decided to Where can you continue to get
join a Xhosa course at the local community college. The classes were only one expert teaching?
evening a week for a few hours but that was enough. He knew from previous
experience he had to be self-directed and take the initiative to learn on his own.
Teachers were important, but what he did outside the classroom was much more
important than the few hours inside.
Avoiding Unhelpful People
Task 7
Suddenly, after a few months of learning, Anthony felt like he hit a “learning wall”. 1. Who do you know that helps
you and hinders you from
Nothing new would go into his head. he became frustrated and disappointed.
learning English?
One day, Sarah asked him “Why the long face?”
2. Who do you know that helps
He explained to her that he had hit a “wall”.
you and hinders you from
“You have done well,” Sarah said, “better than I ever could, but you should be
integrating better into Canadian
realistic. You are also too old to master the language. You have to be a kid to
society and the workplace?
learn a new language fluently.”
Anthony couldn’t accept what Sarah was saying. He had never planned to be
fluent, but he wanted to be proficient. And that he believed was possible, even if
he was 100 years old. He wanted to know and connect with the staff. Anthony
decided to take a few weeks vacation. He took a break from studying the
language. It was exactly what he needed. Within a week, his brain felt hungry for
more Xhosa.

3. What do you do when you hit a
“learning wall”?
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Advanced Learning Strategies
After he had a basic vocabulary, he chose a simple
Xhosa storybook and read it. He marked any new
words he wanted to memorize. He wrote them on
a piece of notebook* paper which he always kept
in his pocket. He reviewed these at least a few
times a day. Then he went on to a more difficult
book, at the same time learning the more difficult
parts of the grammar.
When he found a new pronunciation sound, he asked his Xhosa coworkers to
help him master the sound. He trained his tongue by repeating the new sound
hundreds of times a day. He listened to native-speakers talking in the new
language and then silently repeat the words to himself. By this way, he was able
to make his pronunciation clear.

If you talk to a man in a
language he understands,
that goes to his head. If you
talk to him in his own
language, that goes to his
heart
- Nelson Mandela
Task 8
What are your advanced learning
strategies to learn English for
work?

What happened in the end?
Task 9
Within a year, Anthony could understand 50 percent of what his team said in What do you want your story to
Xhosa. He could work comfortably in the language. Although he sometimes be after 5 years in Canada?
couldn’t find the right word, he was able to find another way to say it. He realized
he was seldom happy only to understand and to make himself understood.
Instead, he wanted to talk like a native speaker. He began to set new learning
goals.
However, circumstances changed in Anthony’s life. Within a few months he had
immigrated to England. He missed Africa and the Xhosa staff. He never reached
his next goals which were to have a dream in Xhosa and to write his journal in the
language. But the freedom he experienced was worth all the time he spent
studying - he got to know a people group in their own language.
Nelson Mandela, the former political activist and president of South Africa, also
had to learn a number of languages. He said it is important to know the language
intimately of the people group you live among. He said it this way, “Without
language, one cannot talk to people and understand them; one cannot share
their hopes and aspirations...”. The same is true for new Canadians learning
English to share their hopes and dreams with other Canadians.

Learning Tip - *Vocabulary Book
Buy a small notebook or use your smart
phone to document new words you learn
at work. If you have a smart phone, record
yourself saying them.
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Strategy 4
Speak Clearly

Speak clearly means using clear pronunciation so that other
people understand you. Keep your accent from your first
language but use clear pronunciation in English.

1. TEST YOUR KNOWLEDGE
Use the information in Strategy 4 in the Handbook to complete this activity. Check (✓) the correct answer for the
multiple-choice questions.

1. What can most newcomers do to speak more clearly?
(a)
(b)
(c)
(d)
(e)

Slow down your speaking speed a little.
Use more pauses between your thought groups in a sentence.
Eliminate your accent.
A and C.
A and B.

2. Many newcomers want to speak English quickly. Their English is diﬃcult to understand. What things often stop
them from speaking more slowly?
(a)
(b)
(c)
(d)

Trying to hide grammar mistakes by speaking fast.
Speaking speed in their first language is faster than English.
Trying to speak as fast as native-speakers of English, such as coworkers.
All of the above.

3. How can a newcomer use “pause” to speak more clearly?
(a)
(b)
(c)
(d)

Pause in the middle of a thought group.
Pause between each thought group.
Pause when you can’t think of the correct English word.
All of the above.

Good communication at work will build your
credibility. Speaking clearly is more important
than speaking perfectly. Speaking more clearly is
easier to achieve. It builds more credibility than
trying for perfect grammar.
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Why focus on the 6 Pronunciation Tips
The 6 Pronunciation Tips (pages 22-23 in the Handbook)
are very important for all newcomers. If you don’t use
them, your English will probably be difficult to understand.
These 6 tips are the big changes that can have the
quickest impact.
There are other pronunciation differences that depend on
your first language. You should work on these as well, but
they often take much longer to change, They often don’t
really affect your clarity (as long as you use the 6 Tips).
For example, speakers of Russian tend to replace the two
“th” sounds in English with a “z” and an “s”. Germans and
Arabic speakers do too. Koreans pronounce “v” as “b”
and Hindi speakers confuse “v” and “w”. But most of
these differences do not stop a native English-speaker
from understanding a newcomer. If a Russian speaker
says “zank you” instead of thank you, the English
speakers will still understand. Their ears adjust to the small
difference in pronunciation. However, make sure you focus
on the 6 Pronunciation Tips, especially on stress and
pause.

2. ANALYZE
Task 1 Sentence Stress - Instructions
1. Read through the script on the following page from beginning to end.
The script comes from a safety talk by a supervisor at a company. It
explains how workers can be prepared for an emergency at work.
2. Read through the script again. Underline the words that the speaker
should stress so that his message is clear. The first two paragraphs
have been done for you.
3. Check your answers in the Answer Key.
4. Read the script out loud. Stress the words that you underlined. Get
used to emphasizing the words that carry the most meaning in your
sentences.

Definition of Stress
In English the most important
words in any sentence are
stressed (spoken a little louder
than other words). These words
are emphasized so that listeners
can know the most important info
immediately. Stressed words
carry the meaning in a sentence.
If you don’t stress them, the
meaning gets lost. See page 23
in the Handbook for more info on
sentence stress.

Note: If you have a teacher or coach, ask him/her to record the script for
you. Compare the way you say the stressed words to the native speaker’s
recording. Do you notice any diﬀerences? Make a list of the diﬀerences.
Practice them.
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Safety Talk Emergency Response
•

“Hi everyone. Thanks for being here. I am just
going to take a few minutes to give us a quick
review of our general guidelines for
emergency preparedness.

•

As you all know, every worksite, whether
industrial, commercial, residential, and even
your own home, should have an emergency
response plan. The reason why we need
emergency response plan is simple: when an
emergency happens, there is no time to call a
meeting or tell people what to do.

1. First, workers must be able to get out of a building or worksite quickly. You always need to know where the
nearest emergency exits are for the area that you are working in.
2. Second, worksites must have muster points. These are places where everyone meets. Muster points must be
clearly marked so that workers and emergency vehicles know where to go. We have two muster points outside
this building. The first is on the grass at the far end of the north parking lot. The second is at the gas station on
the south side, across 17th Street.
3. Third, you must know where to go on site to make an emergency call. You can use a cell phone, but there are
designated emergency telephones at the main entrance doors to each area of the building.
4. Last, you must know where the fire extinguishes are on a site. In this building, you will find a fire extinguisher
next to each emergency telephone.”
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2. ANALYZE
Task 2 Pause - Instructions
1. Read through the script below from beginning to end. The script comes from a
emergency telephone call. A fire starts on a construction site. A worker sees
the fire and calls the safety supervisor using his cell phone.
2. Read through the script again. Put marks ( / ) in the sentences where the
speaker needs to pause between thought groups.
3. Then, underline the words that the speaker should stress so that his message
is clear. The first four have been done for you.
4. Check your answers in the Answer Key.
5. Read the script out loud. Use correct pause. The read it again using pause
and stress together.

Definition of Pause
You need to pause for a
second or less between
your thought groups.
Thought groups are single
ideas. Sometimes a
sentence might have one
thought group. At other
times there might be many.
The pause helps the
listener to separate the
ideas she is hearing,
process the info, and make
meaning of it. See page 22
in the Handbook for more
info on pause.

Safety Talk Emergency Phone Call to Report a Fire
Supervisor

Hi, John here.

Worker

Hi. It is Ju. There is a fire / in the electrical box.

Supervisor

Where are you?

Worker

I am inside / on the second floor / on the east side of the plant / near
the new generator installations.

Supervisor

Where is the nearest fire extinguisher?

Worker

I have it in my hands but I don’t know if it is the right one to use.

Supervisor

Are you sure it an electrical fire?

Worker

Yes. It is one of the new electrical boxes and I think the box overloaded.

Supervisor

Read the label. The extinguisher must be an ABC type or a BC type.
You cannot use an A type on an electrical fire. What does the label
say?

Worker

It has got ABC written down the side of it. How do you work it?

Supervisor

Listen carefully. Pull out the pin on the handle. Aim the fire
extinguisher at the base of the fire. Squeeze the handle. Sweep the
hose across the base of the fire from side to side.

Worker

It is working.
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Initiate

Initiative means that you do it. You don’t wait for
someone to tell you to do it. You think. You act.

1. TEST YOUR KNOWLEDGE
Use the Case Study in Strategy 5 in the Handbook to complete this activity. Check (✓) whether these 3 statements are
True or False.

1. Simon used initiative at work by waiting for his supervisor to tell him what to do.

❍T

❍F

2. Simon’s supervisor wanted to be called by his surname.

❍T

❍F

3. Simon used initiative at work by watching and talking with team mates about how to use
initiative.

❍T

❍F

4. Supervisors want workers to figure out when to act independently and when to ask them first.

❍T

❍F

2. Understanding Power in the Workplace
Case Study with Simon
Simon worked with a supervisor called John. Simon wanted to call him Mr. John, or “sir”
or even “boss”. However, John didn’t understand why Simon was using these formal titles
for a supervisor. Simon came from a cultural background where supervisors make most
decisions. Employees might show respect to a superior by not questioning orders. They
might use titles when speaking to their supervisors, or call them “boss”. However, in the
Canadian workplace, the supervisor-subordinate relationship is very different. There is
more equality. Supervisors expect subordinates to show initiative. Using titles is not
common in Canada; people use first names to downplay hierarchy.
Instructions
Read through the list in the gray box on the right side of the page. Match the eight supervisor
behaviors with either column A or B. The last two have been done for you as examples.

COLUMN A
Simon’s First Culture

COLUMN B
Simon’s New Workplace Culture in Canada

Supervisor Behaviors:

7. manage people.

8. expect collaboration.

2. are called by first names.

1. ask subordinates
3. help and give the resources to
people.
4. tell subordinates
5. are called by their titles.
6. make the decisions.
7. manage people
8. expect collaboration.
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Instructions
Read through each of the following questions about when to use initiative. Choose the best answer for each situation.
Situation

How to use Initiative

1. You start working in a supermarket deli. There are 55 new
products. You don’t know them. You need to remember the
names of each product in order to sell it to the customers.

a. You decide to learn the new products on-the-job, as you
work.
b. You ask your trainer/supervisor for a list of the products.
You write down the names of products in the deli that are
not on the list. You learn the new products as soon as
possible. You listen to your coworkers pronunciation on
each product. You ask coworkers to help you pronounce
any unclear words.

2. You are working in construction. Your team lead asks you to
enter a ten feet deep trench - a confined space - to find a
tool that you dropped. You don’t have any training to enter a
confined space.

a. You say no, I don’t have confined space safety training.
b. Your supervisor told you to. You say yes. The trench is not
deep. All you have to do is climb down the ladder and then
up again.
c. You ask if someone else could go into the trench to find the
tool because you don’t have the confined space training.
You remind the person that your team could be in trouble if
you go into the trench. You ask your supervisor if you
should apply to take the training to avoid the situation in
the future.

3. You work in a department store. A customer asks you where
to find a specific item of clothing. It is on the other side of
the store, in a diﬀerent area. You are not assigned to that
area.

a. You tell the customer it is on the other side of the store.
b. You walk the customer to that area.
c. You walk the person to that area and find a salesperson to
help.

4. You are at a weekly workplace safety meeting. The safety
supervisor is talking about using HART cards. You don’t
understand the term HART card (hazard analysis task card).

a. You ask a coworker from your first culture, in your first
language, to explain HART card to you.
b. You raise your hand and ask the safety supervisor to please
explain HART cards to you.
c. You say nothing. Later, you will check the safety memo on
the notice board to find out what a HART card is.

In the first few months of your job, look and
listen. You need to find out when you need to
take initiative and when you need to ask your
supervisor.
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Ask
1. TEST YOUR KNOWLEDGE
Use the information in Strategy 6 in the Handbook to complete this activity. Check (✓) whether these 4 statements are
True or False.
1. If you don’t know something, you should first ask an experienced coworker. If the coworker doesn’t
know, then you should ask your supervisor.

❍T

❍F

2. A good way to build your credibility at work is to do your job better than what people expect.

❍T

❍F

3. In some cultures, it is important to hide that you don’t understand something. In Canadian culture, it is
important to ask when you don’t understand. In Canadian workplaces, workers usually “lose face” if they
don’t ask.

❍T

❍F

4. Don’t keep asking the same question again and again. Ask once. If you think you might forget, write it
down. Then you can go back and check your notebook if you forget.

❍T

❍F

2. COMPREHENSION
Doing a Hazard Assessment
What is a Hazard?
Anything that could hurt a person, or cause damage to property or the
environment.

What is a Hazard Assessment?
A hazard assessment is a way to prevent or minimize hazards before they happen.
A hazard assessment is a 4 Step Process:
1.
2.
3.
4.

Stop and Think
Look and Find
Assess
Control

* To assess means to decide how dangerous the hazard is.
* Controls are the equipment and strategies workers use to minimize or eliminate
hazards.

Always ask. Asking is part of
workplace safety.

How do I do a Hazard Assessment?
You can do a hazard assessment in your head before you start working and while
you work. You can do it with a pen and paper. Most jobs have special hazard
assessment forms for workers to use. Take one home if you can. Learn all the
vocabulary so that you can complete these forms fluently.

When do I do a Hazard Assessment? Choose the correct answer:
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A. At the start of a new shift or when work changes.
B. When worksite conditions change e.g. weather, air or light quality.
C. When you change equipment.
D. When someone else’s work could be dangerous to you.
E. All of the above.

Strategy 6 Ask

Doing a Hazard Assessment
Case Study with Ajay
In the Case Study on page 29, Ajay almost died. The massive tire nearly fell and crushed him to death. Ajay was supposed to do a
hazard assessment before he started the job. All workers should do a mental hazard assessment, by thinking about what is
potentially dangerous. Ajay could have asked his supervisor to do the hazard assessment with him.

TASK 1
Instructions
In the column below, you can read a very basic description of a hazard assessment for Ajay. Match the four paragraphs (A to D) with
the Four-Step Process for a Hazard Assessment. The first one has been done for you.

A Hazard Assessment for Ajay

1. Stop and Think

..B..

2. Look and Find

......

3. Assess

......

4. Control

......

A

In task one - using the hydraulic hoist - Ajay needed to be looking for
hazards such as pinch points and bruises. In the next task disassembling the tire - he did find something he didn’t know,
namely what part to dismantle first.

B

Ajay needed to check if he understood each step for doing the job
safely. He knew how to lift the tire up with the hydraulic hoist. But he
wasn’t sure which part of the tire to take apart first. He was nervous.
He rushed the job. He needed to slow down and check that he
understood each job task.

C

Ajay should have asked his supervisor for help. Asking is one way to
control hazards. In the future, he needed to write down the steps so
he didn’t forget them. It is easy to forget steps when you are
stressed. Always ask for help.

D

Ajay needed to ask himself, what could go wrong? He could have
been crushed to death if the tire wasn’t secured. His supervisor
could have been hurt. The chance of something going wrong was
very likely because he was unsure.

Asking is a good strategy to minimize or eliminate
workplace hazards. If you don’t know something,
ask.
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Doing a Mental FLHA
Some companies give workers a hazard assessment form to fill out at the start of a shift or for new work. This is called a Field Level
Hazard Assessment (FLHA). However, some companies don’t have these safety forms. Workers have to do a mental FLHA. In fact, a
mental FLHA is good to do at different times of the day, not just at the start of a job or when work changes. A mental FLHA can help
you to find potential hazards before they happen.
For example, think about the workers who are injured or die from lacquer floor fires. Workers apply
lacquer sealer over hardwood floors to protect the wood. The sealer is like clear paint. Unfortunately,
many lacquer sealers contain lacquer thinner. Lacquer thinner is a chemical that makes the sealer dry
fast but it is also catches fire easily. For example, 1 liter of lacquer thinner on a hardwood floor is like
pouring almost 4 liters of gasoline on the floor. In addition, the lacquer thinner evaporates into the air in
the form of vapors. These vapors can also catch fire. For example, if a worker lights a match or if an
electric spark from a tool comes into contact with the vapors, the air will explode into a ball of fire.
Workers in Canada and the USA have died because of lacquer floor fires. They failed to do the proper
FLHA. They didn’t read the Materials Safety Data Sheets (MSDS) to understand the hazards. MSDS are
papers from the manufacturer, or people that make and sell the chemical. The MSDS has information
on how to use the chemical safely. The workers didn’t use the necessary controls to eliminate or
reduce the hazards.

Nine Guiding Questions in a FLHA
Use the following nine questions as your guide for doing a mental FLHA at work. Remember, these nine
questions are a basic guideline. Your company will have specific questions, related to your specific job,
to ask yourself.

Stop and Think

Look and Find

Assess

Most companies
have a hazard
assessment form
for workers to
assess hazards. If
no form is available,
you need to do a
mental hazard
assessment.

1. Do I clearly understand the steps for doing this job safely?
2. Am I nervous, tired, frustrated, or rushing the job?

3. What could go wrong in each step?
4. What could change and then create a hazard?

5. What could go wrong because of the hazard? Could it cause injury, death, slow down work,
damage equipment or contaminate the environment?
6. How likely is it to happen? (1) almost certain, (2) likely, (3) not very likely, (4) almost
impossible.

7. What can I do to control the hazard?

Control

8. Will the controls affect any other part of the job being done?
9. Do I need to tell anyone else about these controls?
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Using MSDS
- A Material Safety Data Sheet (MSDS) is a form with
information about a specific substance e.g. a
cleaning product.
- The purpose of the MSDS is to give procedures to
workers and emergency personnel for handling and
working with that substance safely.
- The MSDS give physical data such as the point point,
storage and disposal instructions, protective
equipment and spill handling procedures.
- Read the MSDS before you use a product. Make
sure you understand the MSDS.
- Use the guidelines in the MSDS to control the
hazards.
TASK 2
1. Read the nine scripts of a mental FLHA done by a worker. The worker is getting ready to apply lacquer to a
hardwood floor in a basement of a house. The scripts are his thoughts as he does his FLHA.
2. Each of the nine scripts is an answer to a question. Match each script to the Nine Guiding Questions in a FLHA
(from the previous page). Write the question in the grey box above each part of the script. The first two have
been done for you.
3. As you read, use the vocabulary list below, or a dictionary) to understand any new terms.

Vocabulary

Meanings

Vocabulary

Meanings

well-ventilated

lots of fresh air

resistant

stops or prevents e.g. a fireman’s clothing is
fire resistant up to a specific temperature

vapors

fumes, gases from evaporated liquids

sealed

closed so that nothing gets inside

ignition sources

things that can cause fire, like a match

flammable

burns easily

non-sparking

things that don’t cause sparks (tiny pieces
of fire)

sanding

to rub sandpaper on wood to make the wood
smoother

explosion-proof

something that is made to not explode

solvent

a liquid used to dissolve something

PPE

personal protective equipment e.g. safety
goggles

ignite

to catch on fire

respiratory

breathing

reduce

to make less

impermeable

can’t go inside e.g. plastic is impermeable
to water

likelihood

the chances of something happening i.e. high
chance or low chance
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EXAMPLES - Worker’s Thought SCRIPTS
	
  The first two have been done for you.
1. Do I clearly understand the steps for doing this job safely? (STOP and THINK)
The procedure for doing the job safely is as follows:
• First, make sure the basement is well-ventilated. Open all the windows to let fresh air inside and to pull vapors outside.
• Second, shut oﬀ all ignition sources. Switch oﬀ all the electricity into the house. Make sure the pilot light in the furnace is out.
Only use non-sparking tools and explosion-proof electrical tools.
• Third, put on the right PPE before I apply the lacquer sealer. I will need respiratory protection. A breathing mask must protect
me from chemical vapors. I will need gloves. They must be impermeable and resistant to the product chemicals. I will need
eye protection. I must use tightly-sealed goggles. I will also need to wear protective clothing. My skin must not be exposed
to the chemicals.
• Fourth, at the end of the day, clean up everything safely.

3. What could go wrong in each step? (LOOK and FIND)
There is at least one potential hazard I must be aware of in every step of the job - the lacquer is highly-flammable. It could catch
fire at every step. I must make sure the basement is well-ventilated. I must avoid causing any sparks.

Match the remaining 7 thought scripts to the Nine Guiding Questions on page 26. Write the question
in the grey box as in the example above. To make it easier, circle the key words that might help you
find the answer.

We are working under a tight timeline. I feel pressure to get the job finished today. The sub-trades, like the plumbers and
lighting companies, are scheduled to work in the basement tomorrow.

I need to ask my supervisor if I can ask one of the guys upstairs to help me apply the lacquer to the floor. I need to tell the other
two guys of the change of plans. They need to know that we will need to come back to the worksite tomorrow to finish their
sanding.

The weather could change. If it becomes very hot today, the vapors won’t rise and leave the basement through the open
windows. The solvents in the lacquer are heavier than air. On a hot day, they will sink to the floor and stay there. On the floor, it
is much easier for the vapors to ignite.
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If I ask another worker to help me apply the lacquer to the floor, it will aﬀect the job of upstairs. The sanding will take more time.
However, we could come back tomorrow to do the sanding together. There are no sub-trades working upstairs tomorrow.

I can reduce the risk of a fire hazard by turning oﬀ all the ignition sources in the house. We are using non-sparking tools and
explosion-proof electrical equipment. The area is well-ventilated. I can control the hazard of feeling rushed by asking another
worker to help me. There are two guys working upstairs. They are sanding the floors on the second level. One can help me in
the basement. The job will take less time and we can make sure we do it properly, without feeling rushed.

If the vapors ignite, the consequences will be deadly. Everyone in the basement will die. The house will burn down. Other
houses will be damaged.

The likelihood of the vapors igniting is not very likely, because the day is not very hot. However, I do feel rushed to get the job
finished today. This increases the likelihood of a hazard. I could make a mistake.
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TASK 3
Imagine you are at work. Choose a part of the job that has hazards. Use the nine questions listed below to help
you do the hazard assessment. Write your thoughts in the column.

Ha za rd As se s sm ent
STOP and Think
1. Do I clearly understand the
steps for doing this job safely?
2. Am I nervous, tired, frustrated,
or rushing the job?
Look and Find
3. What could go wrong in each
step?
4. What could change and then
create a hazard?
Assess
5. What could go wrong because
of the hazard? Could it cause
injury, death, slow down work,
damage equipment or
contaminate the environment?
6. How likely is it to happen? (1)
almost certain, (2) likely, (3) not
very likely, (4) almost
impossible.
Control
7. What can I do to control the
hazard?
8. Will the controls affect any
other part of the job being
done?
9. Do I need to tell anyone else
about these controls?
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Speak Up
1. TEST YOUR KNOWLEDGE
Use Cheng’s Case Study, Strategy 7 in the Handbook to complete this activity. Check (✓) whether these 5 statements
are True or False.
❍T

❍F

2. Cheng’s supervisor was expecting Cheng to use non-verbal communication to warn him about ❍ T
his doubts over the software.

❍F

❍T

❍F

1. Cheng used non-verbal communication to warn his supervisor about the software.

3. Cheng should have spoken up using tactful* words.

2. COMPREHEND
Explain why Cheng didn’t speak up. use your own words
together with the words and ideas from the text.

3. APPLY
Cheng didn’t speak up for four reasons.
1. He didn’t want his supervisor or the vendor to “lose face” in
the meeting. If he challenged them, he believed he might
make them look bad.
2. He wasn’t aware that non-verbal communication is not
understood the same way in every culture.
3. He didn’t know which words to use in English to challenge
his supervisor’s decision or the vendor’s information.
4. He believed leaders usually have better technical skills than
their subordinates, which means leaders should be able to
make decisions independently.

To speak up means to say something
when someone is about to make a
mistake or when you disagree with
others. It means to share your ideas
and opinions in a clear but respectful
way.

Do any of these reasons also prevent you from speaking up at
work? What do you need to know and/or do to change?

* tactful ADJECTIVE showing tact - sensitivity in dealing with others or diﬃcult situations by using polite words and careful
comments.
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Speak Up! Saying “No” to Unsafe Work
Occupational Health and Safety (OHS) Law in the Canadian Workplace
Workplace safety standards in Canada are often much
higher than the safety standards in many other
countries.
Many newcomers are surprised by the safety rules when
they first start working in Canada. At first, they think the
safety standards are too high, or not important.
However, a few months later, those newcomers will also
say Canadian employers give some of the best safety
training to their employees. They will also say you can
get into a lot of trouble with your employer, your
coworkers or even the OHS Law, if you don’t follow all
the safety rules at work.
Many newcomers come from parts of the world where
safety is not as important as getting the job finished
quickly and under budget. Working quickly and under
budget are important at any job site, but safety must
always be more important than anything else. Working
unsafely will always cost more time and money in the
long-run.

GLOBAL FACTS on Workplace Safety
‣ There are about 270 million safety
incidents at work each year in the
world.
‣ Each day, about 6, 000 workers die
due to work-related incidents or
diseases.
‣ This totals more than 2.2 million deaths
a year.
‣ About 350, 000 deaths are from
workplace accidents, 1.7 million are
from work-related diseases, and 158,
000 are due to transportation
accidents.
‣ Each year, workers cause safety
incidents that result in absences from
work of 3 days or more.
Taken from the Global Occupational Health
and Safety facts - International Labour
Organization, Geneva.

Pre-Task Questions
1. In your opinion, which one of the facts above is the most surprising or interesting?
2. Rate the following statement: In my first country, safety in the workplace is just as important as time
and money. 1. Agree 2. Agree somewhat 3. Disagree somewhat 4. Disagree. 5. Disagree strongly.
3. Explain your answer to number 2.
4. Have you ever worked in an unsafe way? If yes, explain what you were doing.
5. Do you ever do things in unsafe way at home? If yes, explain.
6. Have you ever seen someone working without the proper safe practice or equipment? Did you say
anything to the person?
7. In Canada, you have the legal right to refuse unsafe work. Is there reason or issue that might cause
you to say “yes” instead of “no” to unsafe work?
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How to Say “NO” to Unsafe Work
In Canada, you have the right to refuse unsafe work. In fact, you
must say “no” to unsafe work, according to Occupational Health
and Safety (OHS) law. Your safety, as well as your coworkers’
safety, is at risk when you don’t say no. Speaking up usually
means saying “no” to your team, work partner, a supervisor or
other senior worker. This should never happen, but it might, which
is not always easy to do.
Task 1
Scenario
Imagine your supervisor asks you to come over to a specific machine quickly
so that he can show you how it works. He is wearing safety glasses but you
are not.
Instructions - Choose your best response to him from A B or C below. Then,
match A B and C to the bulleted explanations beneath, which give reasons
why each one is a good or a bad response.
A. “It is not safe for me to work without safety glasses. I must refuse unsafe
work.”
B. “It is not safe to work without my safety glasses. Something from the
machine might hit me in the eye. I will just be a moment. I need to quickly
get my safety glasses from my work station.”
C. “Do you think I should first get my safety glasses?”

YOUR ANSWERS

•

.......... This is the best answer because the speaker does the following:
(1) refuses the unsafe work, (2) explains why it is unsafe, and then (3)
oﬀers a solution or alternative.

•

.......... This is not an eﬀective answer. Although the speaker is supposed
to refuse unsafe work, he sounds unreasonable and diﬃcult. He should
explain why he saying no. And, if at all possible, he should try to suggest a
diﬀerent way of doing the work. It might simply be asking for the training
so that next time he doesn’t need to say no.

•

.......... This is not an eﬀective answer because the speaker is deferring to
his supervisor. To defer means to leave the decision in the hands of
someone else. As a worker, he is the first person responsible for his own
safety, not his supervisor. Although employers are also responsible for
workplace safety, each person is first individually responsible for obeying
Canada’s OHS law. The worker knows that basic PPE (personal protective
equipment) like safety glasses and ear plugs must be worn at all times on
a work site.

When You Cannot Refuse Work
Your employer must always make sure
you are qualified to do a job. If you are
not qualified, you will need to take
training. You might need to work with a
partner who is qualified. He or she can
teach you. But don’t confuse unsafe
work with your regular job duties. There
is a difference between being afraid or
nervous and not being properly trained
or equipped.
For example, if you have to work high
above the ground, and you are scared
of heights, this is not unsafe work. It is
only unsafe if you don’t have the proper
training or the right safety gear
(equipment). However, it could be
unsafe to work up high if the conditions
are bad e.g. stormy weather.
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Task 2
Scenario
Imagine it is Monday morning. You are working with a
construction crew on a building site. You and your
partner, Sue, need to climb down a ladder into a deep
trench to collect some heavy tools that your coworkers
forgot to bring up the previous Friday. You need the tools
to do your work. Neither you nor your partner have the
proper Confined Space training to go into the trench.
The tools are quite heavy and it will take your partner
Sue double the time to bring them up without your help.
She says, “Getting the tools up will be quick. No one will
ever know. We must get them otherwise we won’t be
able to do our job this morning. The other guys will get
into trouble for leaving the tools down in the trench, and
caused us to lose time this morning. We need to help
them and help us. Lets go down there and get it done.”
Instructions - Choose your best response to Sue from
the four choices below.
A. “I am sorry. I cannot do this work because I think it is
unsafe for me. I don’t have the proper training.”
B. “We both have the right to refuse unsafe work. It is
unsafe for us to go down into that trench without the
proper training. We might get hurt. The other guys
won’t get into as much trouble as we will when they
ask how we got the tools up from the trench. We
could lose our jobs. This whole job site might get shut
down for days or weeks because we broke OHS law.
It is better to be safe than sorry. Let’s rather get
someone qualified to help us.”
C. “You go down there if you want. I am not that dumb.”
D. “I am too scared to go down there without the proper
training.”

Saving Face When Saying No
“Saving face” means avoiding embarrassment.
Some people don’t want to refuse unsafe work
because they don’t want to feel embarrassed.
Perhaps they don’t want to embarrass their
partner or supervisor. You have the right to
refuse unsafe work; therefore, do it in a way
that seems reasonable. If you say no to unsafe
work, and if it is at all possible, try to do the
following as well:
1. Explain the main reason you think the job is
unsafe.
2. Acknowledge that “Saying no might be a
short-term inconvenience for us, but it will
be worth it in the long-run.”
3. Offer a solution or alternative, even if it is
only to say that “Once I have the proper
training, I will feel safe doing the job, which
means everyone will be safe.”
4. If you have no better ideas, then ask your
supervisor, partner or team, “Do you know of
a safer way for us to do this so that we can
avoid any potential injuries or OHS issues?”
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Why People Don’t Speak Up to Stop Others from Doing Unsafe Work

Have you ever seen a coworker not working
safely? Did you ever want to speak up, but said
nothing? Did you ever feel uncomfortable
speaking up? Sometimes speaking up means
you must confront another person because their
lack of safe practice is putting everyone else at
risk. It is good to discuss openly and set out
guidelines together as a team for telling
coworkers or other trades and clients that they
are not following safe practice or procedure.

Task 3
Scenario
You are working with a partner, Jason, who often forgets to wear his safety glasses. There are at least seven
diﬀerent ways for you to manage the situation as listed below. You can start with a reminder, and then make a
suggestion etc. Each of the seven approaches becomes a little stronger each time. Hopefully, that would never
need to happen. It is better to start with a “softer” approach and then get stronger later.
Instructions - Read through the seven sentences below. Match each sentence to one of the seven approaches.
Write your answers in the spaces. The first one has been done for you.

1. Hey man, it’s good practice to wear your glasses.

2

2. Hey Jason, you forgot your glasses.

SUGGEST

3. Hey bud, it’s good practice to wear your glasses. Those sunglasses won’t help you when the wind
kicks that sawdust up.

ASK

4. Jason, OHS code is really specific on PPE: wear your glasses.

ADVISE

5. Hey Jason, could you wear your glasses. There are a lot of younger guys around here who do what
we role model for them.

ENFORCE

6. Jason, you need to wear your glasses. Otherwise, for your safety and mine, I will need to say
something to our team lead.
7. Failing the previous six approaches, the person may need to be reported.
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Tell Your Supervisor When
You Are Hurt

Avoid the most common
on-the-job injuries

Sometimes people get hurt and then try
to hide the injury so that they can
continue to work.

The most common on-the-job injury
in Canada is overexertion. Exertion
means using physical or mental
energy. Overexertion means making
your body do more than it can. Then
your body gets hurt. Exerting too
much energy usually results in an
injury.

Why people don’t speak up
For example, a person might pull a
muscle in his back, or sprain his ankle.
When he arrives at work, he doesn’t tell
the supervisor that he is injured. He is
worried he might lose his shifts and
pay. He is worried he might lose his
job, if he tells the supervisor about the
injury. So he continues to work and the
injury becomes worse. Eventually, he
has to take time off work to recover.
So, the injury takes longer to heal
because the injury was’t treated at the
beginning.

The most common injuries
The most common injuries to
workers are sprains, strains and
tears. The spine, the wrists and
ankles are the body parts that
workers injure most often.
How to avoid injury
1. Listen to your body - Stop
working whenever you feel you
are pushing your body too much.
Take a short break. Stretch your
muscles.

How to speak up
This doesn’t have to happen. Most
supervisors prefer to keep you working
on “light duty” than send you home.
You will not lose your job. It costs too
much money to train new workers to do
a job that you are good at. If an
employer has paid to advertise a job, to
interview you, and then to train you,
the employer will want to keep you. No
matter who you are, you are valuable to
the company and your coworkers. Tell
your supervisor when you are hurt. Ask
your supervisor to make arrangements
to help you get on light duty until you
are better.

2. Make changes - Be careful when
you are doing the same activity
repeatedly, using the same
muscles again and again. You will
hurt your muscles and joints. Take
a break. Do something different.
Then come back and do the
activity later. Try to use different
muscles during your shift. Do lots
of stretching.

Task 4
Complete the “spider map” by writing what you can do at work to avoid injury e.g. speak up when hurt.

Avoiding
Injury
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Participate
1. TEST YOUR KNOWLEDGE
Use Pablo’s Case Study, Strategy 8 in the Handbook to complete this activity. Check (✓) whether these 5 statements
are True or False.

1. From the beginning, Pablo was aware of cultural diﬀerences in his Canadian workplace. In fact, ❍ T
he was expecting them from the day he started his job.

❍F

2. At first Pablo was oﬀended by the behaviors of some coworkers. He thought they were being ❍ T
disrespectful.

❍F

3. When Pablo found out about cultural diﬀerences, he decided to ignore them. He didn’t take ❍ T
them seriously. He chose to believe that all people are basically the same.

❍F

4. Pablo accepted that diﬀerent cultures often have diﬀerent ways of behaving, belonging and ❍ T
communicating etc.

❍F

5. Pablo adapted to new ways of belonging in his Canadian workplace. For example, he ❍ T
volunteered at a company social so that he could do things with other coworkers to get to
know them better.

❍F

2. COMPREHEND
What was stopping Pablo from feeling like he belonged more in
the company?

3. APPLY
a. What did Pablo need to do to increase his feeling of
belonging in the workplace?
b. What lessons can you apply from Pablo’s experience of
belonging to your own experience in the Canadian
workplace?
c. When you first arrived in Canada, were you more or less like
Pablo (in adapting to cultural diﬀerences)?
d. What made you (or could make you in the future) more open
to adapting to cultural diﬀerences in the Canadian
workplace?

To participate at work means to be involved
in the social part of work. It means getting
to know coworkers. It also means building
a shared history with coworkers by doing
work together.
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Exploring Workplace Integration

Part 1

INTRODUCTION
Integration into the Canadian workplace is a journey. Integration doesn’t happen in
one day or through one event. Most newcomers don’t wake up one morning and
think “I am integrated” or feel that “now I belong”. Integration takes time, patience
and flexibility. The more you understand the integration journey for newcomers, the
better your integration experience can be. In this new section - Exploring Workplace
Integration - you will learn important information on integration. You will explore
more about integration in the diﬀerent sections of this Workbook (Strategies 8-12).

Why did you Immigrate to Canada?
What reason(s) made you decide to immigrate to Canada? Check the grey
box(es).

✓

1. Student
I first came to Canada to study, and later I applied for permanent residence.
2. TFW
I first came to Canada as a temporary foreign worker (TFW), and later applied
to become a permanent resident.
3. Refugee
I left my first country for various reasons e.g. religious, disaster, political,
conflict.
4. Economic Opportunities
I came to Canada as a skilled worker, entrepreneur.
5. Quality of Life
I chose to come to Canada to experience a better standard of living/
education for myself and family.
6. Family
I came to Canada to follow and/or reunite with family living in Canada
7. Need of Adventure
I came to Canada because I wanted to experience life in a diﬀerent country.
8. Other

What is workplace
integration?
Workplace integration
is the experience
newcomers have of
adapting their
language,
communication and
other cultural behaviors
to the norms of their
Canadian workplaces.
By adapting to the
workplace culture, it is
easier for newcomers to
contribute their skills at
work. They develop
credibility and trust. As
a result, they can find a
more meaningful sense
of belonging in
workplace.

e.g marriage, job transfer.
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Understanding the “Push” and “Pull” Reasons for Immigrating
The reasons people immigrate to Canada aﬀect their integration experience.
•

Push Motivators - People who are “pushed” out of their home countries don’t really
want to immigrate. They might be pushed out by conflict, economic problems, human
rights issues or even by the desires of their family members. They may take longer to
find a feeling of belonging in Canada.

•

Pull Motivators - Immigrants who are “pulled” to a new country, want to go. They
might also immigrate for better job or educational opportunities but they want to
leave. They can also go through emotional “ups-and-downs” on their integration
journey. Sometimes even the most positive newcomers can feel homesick when they
hit an obstacle in the journey, such as feeling stuck in an entry-level job.

Some newcomers are excited to come to Canada, but end up going back to their first countries or immigrating to
other parts of the world. Others don’t want to come to Canada, but end up enjoying living here and don’t ever want
to go back. Every story is diﬀerent. Every person’s integration journey is diﬀerent.
Four newcomers from the Handbook case studies were interviewed about why they left their countries. Read
through the answers from Herc (Strategy #5), Ajay (Strategy #6), Cheng (Strategy #7) and Pablo (Strategy #8).
Decide whether their reasons for immigrating are “push” or “pull”, or a bit of both. Check (✓) the box.

Push

Herc

“I miss my first country. I spend most of my free time with my own cultural community which
helps a lot. I only need enough English and Canadian culture to get a job and keep it.”

Ajay

“I left my country long ago because of war, but I was young and not afraid of where I was going.
I need to go back to the country of my birth sometimes. I go every few years. But I miss Canada
when I am away. I feel like I have two homes. One there. One here. I love both for diﬀerent
reasons. This is not easy. Sometimes I feel like I am two people. But I try to see this as a gift to
me, not a problem.”

Cheng

“I immigrated for my children. Education is too tough on children in my home country. It is also
too expensive. After my kids finish university here, we can go back to my country and retire
there.”

Pablo

“I immigrated to Canada to give my children a better future. I immigrated also for work. There
were very few job opportunities in my country. I knew Canada would be a place of new chances.
It was diﬃcult in the beginning, but I decided, before we left our first country, that I was going to
succeed. I wanted my children to know that Canada was home.”

Pull

Both

1. Did you immigrate to Canada for “push” or “pull” reasons, or a bit of both?
2. Are “push” and “pull” reasons important, or is a newcomer’s attitude and flexibility more important?
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Respect Diﬀerence
1. TEST YOUR KNOWLEDGE
Use John’s Case Study, Strategy 9 in the Handbook to complete this activity. Check (✓) whether these 5 statements
are True or False.

1. John thought about “respect in the workplace” before he started work. He knew he came from ❍ T
a workplace culture where women didn’t get the same opportunities as men. He prepared
himself to work in a new place where women were treated equally.

❍F

2. John thought about changing his behavior and attitude.

❍T

❍F

3. John had to change all his religious beliefs so that he could feel accepted in the workplace.

❍T

❍F

4. John’s employer wanted to try and accommodate his religious practices at work.

❍T

❍F

5. Intercultural training would be useful for both John and his supervisor.

❍T

❍F

2. COMPREHEND
1. In the case study, a normal everyday Canadian greeting caused the
issue between John and his supervisor. What was the behavior?
2. What could John have said to his supervisor to explain why he was not
shaking her hand.

3. APPLY
The word “anticipate” means to expect, guess or be aware of a problem
before it happens, and then to take action before it is too late.
John expected that Canada was going to be culturally diﬀerent but he
didn’t take action. He didn’t anticipate and plan. He didn’t think about
specifics - about which behaviors, communication or attitudes could be
diﬀerent. He didn’t try to find out. His supervisor was exactly the same.
They both worked in a multicultural workplace, yet neither had intercultural
skills. They both needed intercultural intelligence.

To respect difference means we
value coworkers because they
are human beings, not because
of their race, ethnicity, religion,
age, gender, education,
economic position, or any other
fact.

1. As a newcomer to Canada, what top three cultural differences and
similarities do you anticipate for the workplace?
2. How do you need to adapt to those three differences? What can you
do to be better prepared to work in the Canadian workplace?
Remember, you work in a Canadian, but also a multicultural
workplace.
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Exploring Workplace Integration

Part 2

CULTURE SHOCK
Culture shock is the confusion and anxiety people usually feel in a new culture.
Newcomers usually go through a time of culture shock when they arrive in Canada.
Culture shock might happen for a few days or months or even longer. However, the
more newcomers understand the integration journey, the more they can move
beyond culture shock. They can then focus on settling and integrating.

What happens in Settlement?
In the first few days and weeks in Canada, many things are new and fascinating the food, people, buildings, conversations, shopping, clothes, landscape etc.
Newcomers might feel some identity confusion, loneliness or homesickness, but
they are excited by the newness of everything.
In the beginning, newcomers go through a time of settlement. Settlement is the first
few months in Canada when you find accommodation, schools, health care etc. It is
the time of finding your feet, which means finding stability. Getting into the day-today routine of a new life in Canada. During settlement, newcomers start making a
new life and home together. Often, they are very busy working “survival” jobs,
studying English or getting further education.

What happens in Culture Shock?
After some days or weeks, the diﬀerences between the first culture and the new
culture become clear and may feel uncomfortable. The first serious challenges
occur.
Task 1 Check (✓) any of the symptoms of culture shock you may have experienced
during your time in Canada?

❍ Overstimulation - too many new sights, sounds and smells
❍ Frustrating language barriers
❍ Unexpected barriers to achieving goals
❍ Unusual cultural oﬀenses
❍ Loneliness
❍ Homesickness
❍ Identity confusion - who am I?
❍ Loss of self-confidence
❍ Increased anger and frustration
❍ Insomnia - I can’t sleep well

During integration,
immigrants usually
experience strong
needs for security,
belonging and selfesteem because they
are starting a new
life. You can’t change
these feelings, but
they are not unusual.
In fact, these feelings
are part of your
adjustment time. The
more you understand
culture shock, and
the more problemsolving skills you use,
the easier the
experience can be.

❍ Feeling insincere, that you can’t be your real self with the new people and culture
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How to Manage Culture Shock
Task 2 Newcomers can deal with culture shock in at least three ways. Which of these three is the better way?

1. Flight
The person sees the new culture as hostile. She withdraws from the new society. She stays at
home, avoids people, experiences deep loneliness and homesickness, even depression. She
may end up returning to the first country.

2. Fight
The person starts criticizing the new culture. He spends time with fellow newcomers who are
also unhappy. He feels close to these other newcomers because they are also angry,
frustrated and discouraged in their journeys. The person doesn’t have the information,
problem solving skills, patience or flexibility to adjust. However, going back to the first
country is perhaps not possible.

3. Acceptance
The newcomer realizes there are some big diﬀerences in language, culture and expectations
between his first culture and Canadian culture. He or she accepts these diﬀerences as a new
daily reality. The person knows what to expect in many situations. The culture can start to
make sense instead of causing anxiety and confusion.

Task 3 Reflection Questions
1. As a newcomer to Canada, have you ever experienced feelings of “flight”? How do you
deal with them? How long did they last?
2. Have you ever experienced the “fight” feelings of culture shock? How do you deal with
them? Who do you talk with about these feelings?
3. Because you have immigrated to a new country, the acceptance of cultural diﬀerences is
the better way to help with integration. What can a newcomer do to become more
accepting of cultural diﬀerences, of new ways of behaving or thinking?
4. What advice about culture shock can you give to an immigrant who is coming to Canada?
Why is this specific advice important?
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Task 4 A newcomer could experience any or all of the three - flight, fight or acceptance. Below is a list of strategies
to deal with flight and fight feelings, and to support acceptance. Match each strategy to one of the approaches
above. The first one has been done for you.

Strategy #1 Get Involved
Don’t isolate yourself. Be around people, not just your family. Join community groups.
Volunteer. Get work, even if it is a “survival job”. Get involved in activities with other
newcomers from your ethnic group and from other groups. Talk about your fears and worries
to people who have lived in Canada a long time and can help newcomers e.g. ESL teachers,
religious and community leaders. All newcomers go through the integration journey. You don’t
need to experience it alone.

Flight

Strategy #2 Suspend Judgement
See these diﬀerences as neither good nor bad. Take a mental step back and stop judging the
cultural diﬀerences. You need to “suspend judgement”. Begin to focus on the similarities with
Canadians and other newcomers. Enjoy the positives. Choose to spend time with people and
other newcomers that can help you stay positive. Avoid people who are critical and negative
towards the new culture. Don’t be so serious. Laugh more at yourself and other people’s
cultural mistakes. Try to learn from them, instead of allowing things to make you depressed
and frustrated. Think more about where you can change in behavior, communication and
attitude, not what you don’t want to change. Recognize you are in the middle of a journey of
change that can be positive, depending on attitude. You can read more about suspending
judgement in Box 2 in the Handbook, page 15.

Strategy #3 Get Informed
Find the information that can help you understand your own culture. You need to understand
that your own culture is only one way of seeing the world. Try and see the world through the
eyes of the other culture, whether Canadian or a coworker’s culture. Learn about Canadian
culture and other cultures. You live and work in a multicultural society. Everyone needs
intercultural knowledge to understand and accept diﬀerences. Recognize there are pros and
cons to every culture. You may still experience a mix of emotional ups and downs, small
failures and successes. However, be aware you are on an integration journey and that there is
nothing wrong with you. Begin to form a few new friendships and find more ways to be
involved in community. This Workbook and the Handbook are two ways to become more
informed about culture.

Which strategy is the best one for you right now, at this stage of your journey?
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Adapt Your Communication
1. TEST YOUR KNOWLEDGE
Use the information in Strategy 10 in the Handbook to complete this activity. Check (✓) whether these 5 statements
are True or False.

1. To speak clearly means you need to choose the simplest words and sentences.

❍T

❍F

2. To speak coherently means to say your most important point at the end of your sentence.

❍T

❍F

3. To speak concisely means to include everything you want to tell your listeners.

❍T

❍F

4. Good communicators adapt their speaking to the listener.

❍T

❍F

5. To be concise means to include what your listeners need to hear.

❍T

❍F

2. COMPREHEND
Name four behaviors in the case study that Angeline
needed to adapt.

3. APPLY
Complete the following activity in small groups.
•

Task Prepare a short update for work.

•

Topic The most important thing(s) you have learned in
the Handbook and Workbook.

•

Audience Give the update to your supervisor and team.

•

Plan Use the 3-30-3 Model on page 49 to develop your
outline.

•

Time Speak for up to 60 seconds.
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Exploring Workplace Integration

Part 3

MINIMIZE or ADAPT
People react to cultural diﬀerences in a number of ways. In Part 2, you learnt how some
people choose flight, meaning they isolate themselves. Others react with the fighting
attitude, meaning they become angry and defensive. Others, on the other hand, accept and
adapt to many of the cultural diﬀerences. There is a third group of people who minimize
cultural diﬀerences. In Part 3, we are going to explore minimization and its negative eﬀects,
and compare it to the advantages of adaptation.

The Challenges with Minimizing Differences
To minimize means to make smaller or insignificant. People who
minimize cultural diﬀerences think that everyone is the same as
them. They focus only on the visible characteristics that make them
the same as others, such as clothing or hair or family. They know
that there are cultural diﬀerences between people, but they ignore
them. Instead, they focus too much on the similarities. They think
there are interesting cultural diﬀerences like food or dress. But, they
believe that deep down inside every human being is the same which is both true and not true.
In many ways, all people are similar - they eat, sleep, drink and
have families. They all need to feel security, belonging and selfworth. Yet, how we do these things can be very diﬀerent. In the
case study, Angeline was being friendly at work so that she could
belong and build friendships. However, how she was trying to do
this was not very eﬀective in her workplace culture. She needed to
adapt, not minimize or ignore those diﬀerences.

How do newcomers adapt?
As explained in Strategy #2 in the Handbook, to adapt to the workplace culture in Canada means you first accept
that there are other ways of thinking and behaving, not just your own cultural ways. Then, you begin to think and
act in those new cultural ways.
It doesn’t mean that you lose the ways of thinking and behaving from your first culture. Instead, you add new ways
for the Canadian workplace, without losing your own ways. Adapting does mean thinking and behaving diﬀerently
in some workplace situations.
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Using the DMIS to Understand Your Integration Journey
Newcomers experience diﬀerence when they enter a new culture. That new culture might be a new job, company
or team, or a new country like Canada. One way to understand this cultural experience is through the
Developmental Model of Intercultural Sensitivity* (DMIS). The DMIS explains five stages newcomers could
experience as they live and work in Canada. Each stage is part of a journey
Task 1
1. Read through the five stages below. Identify the stage you think you might be at right now.
2. Identify the stage you would like to move towards - either Stage 4 or 5 which is where you need to be
eventually. Name three practical things you can do to help yourself move into that next stage.

DMIS STAGES
STAGE 1

STAGE 2

Denial

Defense

The person is
comfortable with the
familiar. He shows
disinterest or
avoidance of people
from other cultures.
He might be isolated
or unaware of other
cultures.

The person has a
strong commitment
to own her own
worldview and
distrust of other
cultural behaviors or
ideas. She polarizes
“us” and “them”, or
even sees “them” as
a threat.

How to move to
stages 4 and 5

How to move to
stages 4 and 5

People at stage 1
need to recognize
and engage the
cultures nearby e.g.
people in isolated
communities or
those who withdraw
from society in some
way.

People at stage 2
need to see the
common humanity
between people,
despite the
diﬀerences e.g.
family or friendship.
People in culture
shock can find
themselves in this
stage.

STAGE 3

Minimization
The person
recognizes but
minimizes
diﬀerence. He
overemphasizes
similarities, which
projects his culture
onto other people’s
experiences. This
forces his culture
onto theirs.

STAGE 4

Acceptance
The person
recognizes and
respects alternative
cultural behaviors.
She is aware of her
own culture as only
one way of seeing
and being in the
world.

How to move to
stages 4 and 5

How to move into
stage 5

People at stage 3
need to grow in
cultural selfawareness, and start
recognizing
important
diﬀerences.

People at stage 4
need to develop
deeper and more
sophisticated
cultural lenses e.g.
learning more about
one’s own culture.

STAGE 5

Adaptation
The person is able to
take the perspective
of another culture to
understand or
evaluate situations.
He is able to adapt
his behaviors
accordingly without
losing his own
culture.
How to move to grow
in stage 5

People at stage 5
need to enhance
their abilities to
“shift” thinking and
behaviors to be in
harmony with the
new culture.

*

The DMIS was developed by Milton Bennett and Mitch Hammer. For more information, do a Google search for The Intercultural Development Inventory (IDI): An
Approach for Assessing and Building Intercultural Competence. A good understanding of the DMIS will enable you to assess your own intercultural sensitivity, as
well as your coworkers and others.
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How to Adapt communication
In the case study, Angeline’s supervisor asked her to adapt in two ways. First, he asked her not to speak so loudly
at work. Second, he asked her to put her job tasks before her workplace relationships.
Task 2
1. Read through columns A and B. The two columns are extreme opposites. There are six sets of opposites in the
pages that follow.
2. Mark with an X on the continuums, between 1 and 5, where you think the Canadian communication style occurs.
The first one - volume - has been done for you, marked with an X just before the 3. Canadians tend to talk
clearly but not loudly in everyday situations. However, this will vary between individual people.
3. Mark your own first culture tendencies on the continuums. Compare the Canadian tendencies with the
tendencies from your own first culture and language.

Column A

Column B

Volume Louder
I speak loud enough so that people know I
am not talking about them, or that they are
included in the conversation, or to
dominate and influence others by a show
of power and confidence.

1....2....X3....4....5

Volume Softer
To talk softly shows restraint and control. To
talk loudly is impolite and disrespectful. It
shows weakness, aggression or a lack of
sophistication.

Task-Focused
Communication is more towards
completing a task. Colleagues don’t
need to become friends.

1.....2.....3.....4.....5

Relationship-Focused
Communication is more towards
developing relationships. Colleagues are
like friends or even family.
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Column A
Direct
I mean what I say. I say what I mean. Yes
means yes. “Saving face” is not important.
Don’t be offended - it's not personal - it’s just
work. To be frank is to be respectful of the facts
and to avoid confusion, or avoid misleading
you.
Linear
I talk in a straight line*. I get to the point quickly.
My points are explicit and stay on topic. I am
efficient, time-focused. I am clear, concise and
coherent.

Column B

1.....2.....3....4.....5

1.....2.....3.....4.....5

Indirect
I suggest. I imply. So “read between the lines” and
watch my body language as well. Yes could mean
maybe or no. “Saving face” is important - it keeps
our reputations intact and maintains harmony
between us.

Circular
I talk around the point, which may not be stated
explicitly. I may move on and off the main topic as I
develop the context. I might include personal
stories and seemingly irrelevant details. Every fact
occurs within a bigger context that you need to
understand as well. I am people-focused.

Cultural norms are a culture’s ways of thinking and behaving. Cultural norms are more like
tendencies because not everyone follows the norms all the time. This means cultural norms tend to
be true most of the time. But culture is only one dimension of a human being. Each person is much
more than culture. They have a unique identity. A personality type, gender, generation, educational
mix, ethnicity and so on. Therefore, to really understand culture, you have to recognize the
complexity and diversity that is inside each human being. Build on the similarities without minimizing
the differences.
Emotionally Detached
I separate myself from the issues. I am
objective and work with little emotional
connection. If something is important, it
shouldn’t be distorted by personal feelings.

Low Self-Disclosure
I keep my personal life mostly separate from my
work life. I build rapport with colleagues as we
work together to accomplish a task. I prefer to
keep most of my personal information to myself.
Building very close friendships at work usually
takes time.

1.....2.....3.....4.....5

1.....2.....3.....4.....5

Emotionally Attached
If it’s important, I am both intellectually and
emotionally engaged. If it’s worth being passionate
about, to feel it. To express that feeling. If I have an
interest in the outcome, how could I separate
myself from it?
High Self-Disclosure
I talk a lot at work about my personal life. Other
people have life lessons that can help me in my life.
By being more open about our lives, we build
rapport together.
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Understand Power
1. TEST YOUR KNOWLEDGE
Use Habib’s Case Study, Strategy 11 in the Handbook to complete this activity. Check (✓) whether these 5 statements
are True or False.

1. Habib was too directive instead of being more persuasive.

❍T

❍F

2. As a leader, Habib tried to empower his team.

❍T

❍F

3. Habib understood that power doesn’t work the same way in every cultures.

❍T

❍F

4. Habib adapted to the power norms in his Canadian workplace.

❍T

❍F

5. Habib demonstrated leadership qualities from column B, page 54 in the Handbook.

❍T

❍F

2. COMPREHEND
In the workplace, power is defined as: your ability to influence people and control situations in a positive way for
you and the company. Your power grows out of your credibility, which was explored in Strategy #2 in this
Workbook.
Go back to page 9 and reread the list of twenty one attributes that can build credibility in diﬀerent cultures. Then,
read the answers below from three workers to the following question: what aspects of credibility can build your
credibility in the Canadian workplace? Decide whose response is better.
Claus

Just do what you are told to do and nothing else. Keep quiet. Do your job properly and no one will bother
you.

Abu

Keep your technical skills up-to-date. But also develop strong communication and other soft skills. Make
sure you understand your workplace culture and then fit in as best as you can. Try to adapt without losing
who you are in your first culture.

Sam

Make sure you have better technical skills than anyone else. Also make sure you work harder, quicker and
for longer hours than other workers. You supervisor will notice your strong work ethic.

3. APPLY
Use language and concepts from the Handbook to describe how power works in workplaces in your first culture.
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Exploring Workplace Integration

Part 4

ADAPT to POWER
To adapt means to change and grow as a person. In integration, to adapt means to change
certain behaviors to be in harmony with your workplace. The power relationships between
workers is one of the most important cultural realities to adapt to. As a newcomer, you need
to know how power works between people in the new workplace culture. Power
relationships between people aﬀect how we speak, behave and think.

Where does Power come from in the Canadian Workplace?
By definition, power is the amount of influence and control a person has within their team and organization. That
power must be used to your advantage but also to help your coworkers and the company. It is one of the most
culturally-driven workplace realities.
In the Canadian workplace, power - your ability to influence people and control situations - comes mostly from
your credibility. In Strategy #2, you learned that credibility is the trust and respect you have from your coworkers.
You have to build credibility (and your power as a result) in order to be a positive influence at work. As a newcomer,
you need to adapt to how people get power and credibility in your new Canadian workplace.
To get a job, you have to be qualified - your education and background are very important. But once you are
employed, other things become more important. To build your credibility you have to focus on growing your
technical skills, showing the right attitude, expanding your network, developing soft skills. Most importantly, you
must adapt to the workplace culture. Specifically, you have to adapt your communication skills because power is
demonstrated through how we speak with our words and body language. For example, in Strategy #7, you learned
how to speak up respectfully to a coworker to influence or control a situation.

How does Power Affect communication?
Case Study - Nico Speaks with the Wrong Kind of Power
Nico is a newcomer from Europe. In his first country, he worked as a police
oﬃcer. He knew very little English when he first arrived in Canada. He studied
hard to improve his language skills. After a number of years, Nico was one of
the first ESL speakers (English as a Second Language) to get a job in the
correctional services, guarding prisoners.
After two months, Nico heard from a coworker he could put his name on a list
to get extra shifts. Sometimes other correctional oﬃcers were sick or on
vacation - the supervisor asked oﬃcers on the list to work those extra shifts.
Nico wanted to work extra shifts to get more experience and, like his
coworkers, to earn extra money. Nico wrote his name on the list.
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Nico’s Case Study - continued
After two months, Nico still had no extra shifts. All the other oﬃcers on the list had worked extra shifts. Nico was
angry. He had been patient. He believed that to get extra shifts, he needed to speak to his supervisor directly. He
asked for a meeting.
Task 1 Read the dialogue that follows, as well as the approach and non-verbal communication Nico uses with his
supervisor. As you read, notice the diﬀerence of approach between Nico and his supervisor.

Word Choices

Approach

Supervisor

Hi. Come in Nico. What can I do for you?

Open

• Face - smiles.
• Gesture - signals with hand for
Nico to come in.

Nico

Everyone else is getting extra shifts, except me!

Closed
Complaining

• Face - frown, no smile.
• Tone - angry and frustrated.

Supervisor

What do you mean?

Querying

• Tone - Calm.

Nico

I put my name on the list for extra shifts but you never
choose me. You always choose the other guys. You
are unfair. It is because I am an immigrant, isn’t it?

Accusing

• Volume - loud.
• Space - standing very close to his
supervisor in his personal space.

Supervisor

Well, Nico, we have policies we have to follow in our
organization.

Objective

• Volume - Clear, medium.
• Space - Stepping back to regain
personal space.

Nico

The system is bad. I deserve to be treated equally to
the other guys.

Criticizing

• Volume - almost shouting.
• Gesture - finger pointing.

Supervisor

Nico, I understand you are upset but the way you are
speaking to me is unacceptable. You must
understand the policy here. New oﬃcers can only ask
for extra shifts once their 6-month probation period
ends. This is the rule for every new oﬃcer, immigrant
or non-immigrant.

Empathetic
(and assertive)

• Volume - Unchanged.
• Gesture - No use of hands.

Nico

You never told me!

Blaming

• Eye contact - fixed and aggressive.

Supervisor

We tell all new oﬃcers during their orientation on their
first day at work. But even if we didn’t tell you, you
have no right to accuse and criticize me. It is very
disrespectful. I think you need to apologize.

Sharing
responsibility

• Eye contact - direct but nonaggressive.
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Case Study Debrief
Nico’s language, approach and non-verbal communication failed. He used a strategy that may have been
necessary in his first culture, but failed in the Canadian workplace.
Why Nico’s Cultural Strategy Failed
Nico came from a country with many political and economic challenges. In Nico’s first culture, sometimes people
have to act forcefully to get what they want. In many situations, if they act weakly or speak gently, they get nothing.
In fact, they may lose everything or get hurt. Nico’s approach was to complain about his misfortune, to accuse his
supervisor, and to criticize the system. He used lots of emotion in his tone (sound of his voice). He spoke loudly,
used strong eye contact and stood very close to his supervisor. His facial expressions were closed and his
gestures (use of hands) were strong and aggressive. In some cultures, people may cry, or give a gift, or keep asking
the same question, or bring in a family member to help them negotiate and get what they want. Nico used an
aggressive, very confrontational communication style.
Nico wanted his supervisor to know that he was not afraid and that he would not take “no” as an answer. He
believed this show of strength (power) would either impress or intimidate his supervisor. It had worked in the past.
He thought it would work in his Canadian workplace. However, his approach failed. His supervisor told him, “the
way you are speaking to me is unacceptable”. Nico needed to adapt to the way power is used in the Canadian
communication style.
How Nico Should Have Communicated
In the Canadian communication style, power and credibility usually come when people are open, objective,
querying, understanding and willing to share responsibility. This approach is usually the best way to begin speaking
with other people. To Canadians, who value a non-confrontational approach to relationships, this style builds
credibility and shows strength, not weakness. Also, the non-verbal communication choices that Nico’s supervisor
used were: calm tone, medium volume and open e.g. smile, eye contact.

EFFECTIVE
APPROACH

DEFINITION

Open

Giving a friendly greeting, facial expression and body language. On
the other hand, being closed, showing no emotion or too much
emotion, or showing negative emotions like anger are not helpful in
Canadian communication.

Querying

Asking questions, trying to find information, wanting to understand
instead of complaining.

Objective

Using facts with a calm voice. Limit the use of emotions, a loud
voice, complaints and accusations or criticisms.

Empathetic

Showing you can share the feelings of others (even if you don’t share
their opinions), instead of accusing them. Empathy doesn’t mean
being weak, In fact, Nico’s supervisor was assertive by not allowing
Nico to speak so aggressively with him.

Sharing
Responsibility

Recognizing that you might have contributed to the problem, even if
it was unintentional.
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Task 2
Read through the dialogue below of Nico’s new approach. Match his new word choices to the correct box.

A I signed up for extra shifts two months

B Hi Jim. Thanks for meeting with

C I had no idea that was how it worked.

ago but I have still not had any
opportunities. Everyone else has had extra
shifts.

me. I am trying to understand why I
am not getting any extra shifts.

Perhaps I didn’t hear that during the
orientation. Thanks Jim. I feel a lot better
now that I know how it works.

First Dialogue
Supervisor

Hi. Come in Nico. What can I do for
you?

Nico

Everyone else is getting extra shifts,
except me!

Supervisor

What do you mean?

Nico

I put my name on the list for extra
shifts but you never choose me. You
always choose the other guys. You
are unfair. It is because I am an
immigrant, isn’t it?

Supervisor

Well, Nico, we have policies we have
to follow in our organization. I think
the HR department explained the
policies in your workplace orientation.
New oﬃcers can only ask for extra
shifts once their 6-month probation
period ends. This is the rule for every
new oﬃcer.

Nico

You never told me!

Supervisor

I am sorry for the misunderstanding
Nico. Perhaps, we didn’t
communicate this clearly at the
orientation. If there are ever any other
issues that are not clear, don’t
hesitate to ask me. My door is always
open.

Nico’s New Approach

Querying

Objective

Shared
Responsibility
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Task 3
Workplace Scenario - You receive your pay slip at the end of the month. However, you find that the extra 10 hours
you worked are not included in your pay. You worked the additional 10 hours to earn extra money to send to a
family member back in your first country. The person needs the money soon and is depending on you to help
them. You need to speak to your supervisor in order to get paid quickly.
Your Task
1. Write down what you will say to the supervisor. Use the process below - querying, objective and shared
responsibility - as a guide to develop your approach.
2. As you decide what to say, integrate what you have learned in the Handbook about communication. For
example, Strategy #10 (pg. 47) explains how to be clear, concise and coherent. Strategy #4 (pg. 22) explains
how to speak with clear pronunciation.
3. You can role play the scenario with a partner to practice using the right volume, tone, level of emotion, facial
expressions, gesture and personal space.
Query
What am I trying to
understand?

Objective
What are the facts?

Shared Responsibility
How could I also have
caused the issue? Is there
any way that I might be part
of the problem?

In your Canadian workplace, be
“querying” not accusing, critical or
complaining. Give the “facts” not your
feelings. “Share the responsibility” not
the blame. Always start with this
approach and adapt as you need to.
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Use Canadian Time
1. TEST YOUR KNOWLEDGE
Use the Bakri and Tahir’s Case Study, Strategy 12 in the Handbook to complete this activity. Check (✓) whether these
5 statements are True or False.
❍T

❍F

2. Bakri and Tahir were not aware that organizations and cultures have internal clocks i.e. they ❍ T
work at diﬀerent speeds.

❍F

3. Bakri and Tahir needed to adjust two things: how quickly they worked and their motivations to ❍ T
cross-train.

❍F

1. Bakri and Tahir were lazy.

2. COMPREHEND
Bakri and Tahir and their Asian coworker had one thing in common: all
three were newcomers to Canada. Use the text and your own words to
describe the main diﬀerences between them in the following:
1. Use of time
2. Cultural intelligence

3. APPLY
1. Do you come from a cultural background that uses time like Bakri and Tahir, or like their Asian coworker, or more
like the Canadians in your workplace?
2. In some cultures, “time is money” and in other cultures “time is people”. In the first orientation - time is money workers focus more on finishing tasks than building relationships. Sometimes this means that human
relationships are not as strong as they could be. In the second orientation - time is people - workers put a lot of
energy and time into their workplace relationships. Sometimes this might mean that work tasks are not finished
on time. Which orientation is closer to Bakri and Tahir’s cultural background - “time is money” or “time is
people”? Which orientation is closer to your own cultural background?
3. Turn back to the case study with Angeline, Strategy #10 in the Handbook. Which orientation did Angeline
demonstrate - time is money or time is people? Explain your answer.
4. From a cultural understanding, neither orientation is good or bad. Canadian workplaces value a balance
between finishing tasks and building healthy relationships with coworkers. However, to build credibility when you
first start a job, focus more on finishing tasks on time. Once you show everyone you can do this eﬀectively,
opportunities will come to build good relationships with coworkers. What time norms do you need to adapt to in
your Canadian workplace? Use the two orientations and case studies to help you think of your answer.
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Exploring Workplace Integration

Part 5

Day 1 Week 1 Month 1 Year 1
The 28 Articles, which follow, are a quick summary of the Handbook and Workbook. The
articles are organized into four time periods, or sections: day one, week one, month one and
year one in your job. You can use the articles within their time periods to understand
workplace integration. If you have already been in the workplace for a long time, you can use
the articles as a way to confirm what you know, or identify any new learning you may need.
Or use them in any other way that is useful to you for integration.
Task Read through the 28 Articles. Then complete the reflection questionnaires at the end of
each section.

Twenty-eight Articles
Fundamentals of Workplace Integration
Day One
1. Have a game plan to adapt.
A game plan is a strategy that sports teams use before playing a game to help them win. You need a game plan to
integrate into your Canadian workplace and find career success. The game plan begins on day one of your job. The
most important part of that plan is to develop the right attitude - be flexible, be adaptive. Like anyone coming to work
in a new country, you will need to make some changes to your thinking, communication and behaviors.
You never have to replace your first language and culture, but you do need to add Canadian workplace culture to
your skill set, and then use it. You also need to master English. Just because you have a job, doesn’t mean you
have enough English. You will be expected to grow with your company, and that will mean increasing your English.
No one is going to tell you this. You will have to do it on your own. See Strategy #1, Set Your Goals.

2. Use a notebook.
Don’t go to work without a notebook. Buy a good notebook and write everything down - instructions, new words,
coworkers names and useful advice etc. Write down questions you have for people. Being able to learn your job
quickly and remember information are two skills your employer will be watching for. It is part of building your
credibility. See Box 3 in the Handbook.

“The integration resources summarize almost everything we need
to know as newcomers to be successful in the workplace. I wish
had this 7 years ago when I first landed.” - comment from newcomer who
used the workplace integration resources
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3. Understand how credibility is built.
Credibility is the amount of respect and trust you have from people. Everything you do from day one will either
increase or decrease your credibility. Many newcomers misunderstand where credibility comes from in the
Canadian workplace. It is not only from your technical skills; rather, credibility comes from a balance of technical
and “enabling” skills. Enabling skills are highly cultural, and will not be exactly the same as in your first culture.
These 28 articles, and the information in the Handbook and Workbook, are a summary of the most important
enabling skills. See Strategy #2 for a detailed definition of enabling skills.

4. Ask when you don’t know.
Some newcomers don’t ask questions when they don’t understand. They don’t want to “lose face” (be
embarrassed or lose respect) in front of coworkers and supervisors. They nod and say “yes, I understand”, even if
they don’t. Then, they go away to figure things out alone. They end up making mistakes that cost them their
credibility or jobs. For some newcomers, this is the same cultural strategy they use in their first cultures. However,
in the Canadian workplace, if you don’t ask, you look incompetent.
It is better to ask questions - it shows your employer that you want to do the job correctly the first time. Employers
expect questions. If you need to ask English speakers to repeat something, or to say it in an easier way, just ask.
Canadians are patient and helpful. Remember, the only stupid question is the the question you keep asking, so use
your notebook to write down the answers you know you will forget. See Strategy #6.

5. Be aware of non-verbals.
Non-verbal communication includes your body language like eye contact, facial expressions, gestures, touch and
personal space, as well as the use of silence and noise. There is a lot of diﬀerence between cultures in non-verbal
communication. When you are interacting with Canadians or other newcomers, be aware of their non-verbals, as
well as your own. See Box 7, 9 and 11 in the Handbook.

DAY 1 Reflection Questions
1

I have a game plan to adapt and integrate into my Canadian workplace.

2

I use a notebook to record everything important that I am likely to forget.

3

I build my credibility the preferred Canadian way.

4

I am confident to ask when I don’t know.

Yes

Not Yet

Which article(s) do you need to focus on? What are your plans to learn and grow in those articles?
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The First Week
6. Culture hides. Find it.
As a newcomer, one of the worst things you can do is to think, “I don’t need to learn about culture”, or “My
employer will explain the workplace culture to me”, or “If I just do my job, everyone will leave me alone.” Your plan
should be to “find” the culture of your Canadian workplace. Most of that work will have to be done by you, not the
Canadians you work with. They are like fish living in water; they don’t see their own culture because they are in it
every day. However, if you ask questions, at coﬀee break for example, both of you will become more aware of the
workplace culture as you talk about it. SHare some of your own culture too. People will be interested. You need to
look for the new culture so that you can understand and adapt to it. See Strategy #2.

7. Avoid knee-jerk reactions.
Have you ever had the doctor tap your knee to check your reflexes? The knee automatically jerks forward. Don’t let
your emotions and words jerk forward if you are frustrated with your new workplace culture. When someone says
or does something that you don’t like, the best thing to do is to take a step backwards (in your mind). This is called
suspending judgement. Look at the situation without emotion. Ask yourself “What is happening? Could it be a
cultural thing?” Even if it really annoys you, suspend judgement. You might be oﬀended where no oﬀense was
intended. It could be a cultural misunderstanding. See Box 2.

8. Adapt to how power works.
Power is the degree of influence and control a person has in the workplace. Power at work is strongly influenced
by culture. You can see power at work in the way supervisors and subordinates talk with each other. The Canadian
workplace is less hierarchical than many other workplaces in the world. In fact, sometimes it is diﬃcult to identify
supervisors from their subordinates. Too many newcomers ignore how power works and end up working against
the mainstream culture. Pay special attention to how power is used in the word choices of coworkers. See Strategy
#11.

9. Stay on your organization’s clock.
You have an “internal clock” for how you use your time. It is both cultural and personal. Your organization also has
a clock. It’s not just about arriving for work on time. It means doing quality work within the project deadline. It
includes how to schedule tasks, manage interruptions, make time for people, meet or extend deadlines. It even
includes how long to explain something or give an update to your team. Look for the time patterns in your
organization: punctuality, deadlines, interruptions, talking time, multitasking, productivity and quality. Adapt to the
culture, and stay on your organization’s clock. See Strategy #12.

10. Know these things because no one else is going to tell you.
There are a few sensitive topics you need to be aware of such as washroom etiquette, body and other odors, dress
and personal grooming. They are often culturally-defined diﬀerences that can lead to misunderstandings in the
workplace. They may or may not apply to you, and are not meant to be oﬀensive, only informative. See Boxes 8
and 12 and Employer Expectation #9.
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11. Use only English.
At work, speak English as much as possible. When you speak another language, unfamiliar to your colleagues, you
create a low-trust environment. People want to be included in conversations. They don’t want to feel on the
outside. English is the one language that everyone can understand. Having everyone speak English, so that no one
is excluded, is the most common request by employers in a multicultural organization. Employers don’t expect
perfect English; only that everyone tries to use English first. See Strategy #3

12. Avoid the “perfect grammar” trap.
You don’t need perfect grammar before you can speak confidently in the workplace. English-speaking Canadians
will not be disappointed if your spoken English is not perfect. For writing, good grammar is important, but in
speaking, there is more flexibility with grammar. It is more important to show you are trying to develop stronger
English than keeping quiet. It is not true that you first need perfect grammar to succeed. Speaking with confidence
and using a Canadian communication style will be enough while you are learning more English. See Box 4.

13. Use initiative.
Initiative is the ability to evaluate the facts and choices and then make your own decisions. In less hierarchical
workplace cultures like Canada’s, your supervisor wants you to do as much by yourself as possible, instead of
waiting to be told what to do. If you come from a more hierarchical workplace culture, you are probably used to
being told what to do more than using your own initiative. Ask coworkers and supervisors when to use initiative
and when to ask permission. Write down in your notebook whatever you learn about initiative and turn them into
your habits. See Strategy #5.

14. Bring up problems ASAP.
If you have a work problem or make a serious mistake, you need to bring up the issue as soon as possible (ASAP)
to your supervisor or team. Don’t try to fix it by yourself, especially if you think it is very diﬃcult. Don’t try to hide it
either. You don’t “lose face” (lose credibility and respect in front of others) for making a mistake. You do “lose face”
when you make the mistake again, if you deny it, or blame someone else, or don’t catch the mistake in time. See
Strategy #7 and Box 6.

15. Learn from your mistakes.
In the Canadian workplace, a mistake is usually seen as a valuable learning experience. Everyone makes mistakes,
but smart people deal with them quickly and avoid making the same mistake again. Companies invest a lot of
money and time in new employees, which means all employees are too valuable to lose because of mistakes, as
long as they learn from them. As a newcomer, don’t fight, deny or hide mistakes. Admit them and avoid them next
time. Being able to admit errors and learn from them builds your credibility. See Strategy #7.

“I think this small set of integration resources will put a newcomer
ahead in Canada by at least one year from others who don’t get
access to it.” - comment from newcomer who used the workplace integration resources
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WEEK 1 Reflection Questions
5

I am aware of non-verbal communication as I speak and listen to others.

6

I am aware of cultural differences in the workplace. I don’t minimize their reality.

7

I suspend judgement when confronted by cultural differences. I first try to understand.

8

I am aware of how culture affects power, and I use the preferred Canadian way at work.

9

I am aware of “cultural clocks”. I use time the preferred Canadian way.

10

I am aware of key cultural sensibilities. I work within the preferred Canadian norms.

11

I use only English for all communication in the Canadian workplace.

12

I don’t feel I need perfect grammar to communicate effectively and confidently.

13

I use initiative whenever its effective and efficient.

14

I bring up problems to my supervisor and/or team as soon as possible.

15

I am comfortable admitting my mistakes. I learn from them and avoid making them again.

Yes

Not Yet

Which article(s) do you need to focus on? What are your plans to learn and grow in those articles?

The First Month
16. Deal with coworker mistakes in the Canadian way.
Canadians tend to be indirect when pointing out other people’s mistakes. For example, instead of saying
something is wrong, they first find out why the person did it that way. They don’t “tell” you what to do, but rather
suggest specific changes or alternatives. The Canadian belief is that mistakes are lessons to learn, not problems to
be hidden or denied. But, if possible, mistakes should be realized by the persons, instead of being told to them.
See Strategy #7.
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17. Use a Canadian communication style.
The Canadian communication style is made up of four building blocks: clarity, conciseness, coherence and
consensus. Clarity means choosing the simplest words. Conciseness means keeping information short. Coherence
means linear organization. It means putting the main point at the front, not the end. Consensus is the centerpiece
to the Canadian communication style. It is the Canadian cultural approach to a variety of speech acts e.g. sharing
ideas, disagreeing, pointing out and responding to mistakes. Consensus works through “softeners” - specific
words and expressions which soften those speech acts. For example, using suggestion instead of opinion: “We
could...” instead of “We must...”. This is integral to how Canadians communicate at work. Using speech that builds
consensus is considered respectful and polite. It is the preferred Canadian approach for avoiding friction with other
people. This aspect of Canadian communication can take time to master, but it is essential. See Principle 2 for
more details.

18. Use intercultural communication.
You probably don’t just work with Canadians. Most workplaces are very multicultural. You need to have a basic
understanding of other cultural communication styles to avoid misunderstanding other newcomers. First, be aware
that some cultures speak very directly, which can seem aggressive, while others are more indirect. Second, some
talk in a straight line, to the point, and others talk around a topic, even going oﬀ topic. Third, some use lots of
emotion in their voices, while others don’t even show much emotion in their faces. Fourth, some keep their
personal lives separate from work lives, while others talk a lot about their personal lives. Choose to use the
Canadian communication style as much as possible since it is likely the main style in the workplace. See Principle
3 - Section 2 for more details.

19. Be prepared for meetings.
Before a meeting, have a rough outline of what you need to say. Bring your notebook, pen, and the agenda with
any materials you need to print. Be ready to speak. Your ideas need to be organized in your head before you arrive.
This requires a rough outline - bulleted points, key words and concepts, and notes, not a pre-written speech. The
outline must enable you to be clear, coherent and concise. See Principle 2 - Section 3 and UR#8 for more details.

20. Speak up. Contribute. Participate.
Your employer expects you to speak up, using “softeners” in a Canadian communication style, when you disagree
with important ideas, opinions and decisions. If a mistake is made, and your input could have avoided it, you will
be held responsible. At most most team meetings, you are probably expected to contribute an update, idea,
opinion etc. Your colleagues need and expect your input. If most other team members are contributing, then you
probably have something you should contribute, even if it’s just to say “Everything is going well”. Also,
opportunities will open up for you to participate in workplace activities that are beyond your daily work duties e.g.
volunteering in a fundraising campaign such as the United Way, going to a company BBQ. Take advantage of these
opportunities to be more involved in your company. It is a great way to get to know people. See UR#s 9 to 11 for
more details.
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21. Maximize your day of small beginnings.
To “maximize” means to get the most advantage from a situation. A “small beginning” is the first job in Canada in
your career. Usually, you are not be employed at the level or pay you really want. This is the day of small
beginnings that you need to maximize. Don’t waste this job opportunity because you feel you deserve a better job
at a higher level. You do. But to get there you need to prove yourself in this job. Focus on why the “day of small
beginnings” is important - this job will be your first Canadian work reference, which will get you the next better job.
See Strategy #1.

MONTH 1 Reflection Questions
16

I deal with coworkers mistakes the preferred Canadian way.

17

I use the Canadian communication style of clarity, coherence and conciseness with softeners.

18

I use intercultural communication in speaking and listening when I can.

19

I am prepared for meetings, which means I am able to focus more on improving my communication.

20

I speak up, contribute and participate at work.

21

I maximize my day of small beginnings.

Yes

Not Yet

Which article(s) do you need to focus on? What are your plans to learn and grow in those articles?

The First Year
22 Use and evolving set of career expectations.
To evolve means to develop slowly, from simple to more complex. As a newcomer to Canada, it is important to set
goals, but to let them change as you get more information about the workplace. Don’t set your work expectations
too high at the start - you need time to adapt to the language and culture. Don’t set work expectations too low your employer will expect you to grow in your career, and skills. Set yourself specific goals for career and learning,
but let them evolve as you discover new career information. See Strategy #1.
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23. Seek feedback.
Comments from colleagues are essential to help you grow in your skills. This feedback can happen formally e.g.
yearly performance reviews with your supervisor, or informally e.g. suggestions from coworkers and clients.
Canadians tend to suggest more then “tell” you what to change. They will aﬃrm what you did well before
suggesting changes to what is not working. This is called the “feedback sandwich” - one good thing, one bad thing
in the middle, and then more good things at the end. Therefore, if you expect very direct feedback on what you are
doing wrong, you will likely not get it. You will have to ask for it. One way of seeking direct feedback is to ask the
following way: what should I stop doing, start doing and keep doing? These questions make it easier for people to
give you direct feedback without feeling uncomfortable. See Box 6 and Employer Expectations #5 and 11.

24. Master English.
Mastering English doesn’t mean speaking English perfectly; rather, it means getting control over English. You own it
by taking responsibility for setting learning goals, finding learning strategies, staying motivated and rewarding
yourself for growth. Your employer will expect you to be self-directed in learning English so that you can grow with
the company. Once you are employed, set aside time outside of work for learning, even a few hours a week. If
possible, combine classroom study with self-directed learning. Go online and find the schools, colleges and
courses you need. Your company may oﬀer in-house language, culture and integration training workshops. If not,
suggest it. Or use this desk reference as your text book. Don’t wait for someone else to do it for you. See Strategy
#3 and 4, and Employer Expectation #5.

25. Clear your pronunciation.
Keep your accent. It is part of you. But clear your pronunciation. Clear pronunciation does not mean you must use
a Canadian accent. Many English speakers emigrate from the US and UK every year. They never change their
accents. However, they do change some of their pronunciation of English in order to speak more clearly. The
following three changes can make a big diﬀerence in your speech clarity in a short time. First, slow down your
speaking speed a little. You don’t have to speak fast to sound confident. Clarity will get you respect, not speed.
Second, use short pauses between your “thought groups” in a sentence. Thought groups are the way ideas,
expressed as words, group together in chunks. Pause makes the mental process easier for listeners. Third, limit
interjections: sounds like “um” or “ah”, repeating words, making noises or laughing to your hide nervousness. They
make it diﬃcult to understand you. See Strategy #4.

26. Become really good at working with difference.
The Canadian workplace is one of the most multicultural in the world. You not only work with diﬀerent cultures, but
also with diﬀerent personality types, genders, first languages, backgrounds and experiences. You may not be used
to working with diﬀerent cultures or with people from the opposite gender. You might work with certain ethnic or
social groups that were not given equal status in your first country. You may even come from one of those groups.
In the Canadian workplace, all that changes. Respect in the workplace and equality between all people are building
blocks in Canadian democracy. They have helped make multiculturalism and your integration possible. With strong
English skills, and the right technical and enabling skills, career success is possible for anyone. See Strategy #2 in
the Workbook.
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27. Integrate. Don’t isolate.
A goal in integration is feeling a stronger sense of belonging in the workplace. Yet, some newcomers tend to isolate
themselves. They try to remain “invisible” in the workplace. They say nothing when others are talking. But
coworkers take notice when newcomers isolate themselves or use their first language instead of English. They also
notice when newcomers try to integrate. No one will ever say anything to you about this. It is your right to choose
how you act at work, but it is also your responsibility to adapt and integrate. See Employer Expectation #8.

28. Stay positive.
Stay positive when you feel discouraged or frustrated with integration. At times, you can feel culture shock or even
“homesick” for your first country. It is quite common to experience emotional “ups” and “downs” as you journey
through workplace integration. Everyone has their own way to get through these emotional “ups” and “downs”.
Make sure you have at least one person, outside family, that you can share those feelings with. You need to be able
to talk through those emotional “ups” and “downs”. Someone who will encourage and help you, instead of being
negative with you. As far as it depends on you, wear a “positive face” at work. Wear a smile and have an open
friendly expression, even if it doesn’t feel real. Stay positive. You will look back three, five and ten years from today
and understand so much more. For now, take one day at a time, and keep putting one foot in front of the other in
this journey of integration into Canada.

YEAR 1 Reflection Questions
22

I use an evolving set of career expectations.

23

I seek feedback from others in order to grow in my skills, attitude, behavior and communication.

24

I have taken ownership of learning English. I am actively growing in my use of the language.

25

I am proud of my accent. I am adjusting my pronunciation in order to speak more clearly.

26

I realize the value of being good at working with human diﬀerence. I continue to grow in this area.

27

I take active steps to belong at work. I don’t isolate myself.

28

I tend to look for the positives, instead of focusing on the negatives.

Yes

Not Yet

Which article(s) do you need to focus on? What are your plans to learn and grow in those articles?
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ANSWER KEY

Strategy 1
Test Your Knowledge
1. T 2. T 3. F

Comprehend
1. A

2. C

3. B 4. F

5.E

6. G

7. H

8. D

Strategy 2
Test Your Knowledge
1. F 2. T 3. T

Comprehend
1. B
2. Profession Job Title Education Previous Experience
3. Important - education, experience, hard skills, soft skills, attitude, network, communication skills.
Unimportant - race, age, gender, ethnicity, favors

Strategy 3
Test Your Knowledge
1. T 2. F 3. F
Task 1
1. Visual 2. More then one - he combined visual with auditory.

Strategy 4
Test Your Knowledge
1. E 2. D 3. B
Task 1 Safety talk Emergency Response
The words underlined in this Answer Key are suggestions. Be aware that diﬀerent speakers will stress diﬀerent words.
It depends on what they want to emphasize. As you do this exercise, think carefully about which words you want to
stress. Imagine if you were giving this safety talk to your team in the workplace.
Hi everyone. Thanks for being here. I am just going to take a few minutes to give us a quick review of our general
guidelines for emergency preparedness.
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As you all know, every worksite, whether industrial, commercial, residential, and even your own home, should have
an emergency response plan. The reason why we need emergency response plan is simple: when an emergency
happens, there is no time to call a meeting or tell people what to do.
First, workers must be able to get out of a building or worksite quickly. You always need to know where the nearest
emergency exits are for the area that you are working in.
Second, worksites must have muster points. These are places where everyone meets. Muster points must be clearly
marked so that workers and emergency vehicles know where to go. We have two muster points outside this building.
The first is on the grass at the far end of the north parking lot. The second is at the gas station on the south side,
across 17th Street.
Third, you must know where to go on site to make an emergency call. You can use a cell phone, but there are
designated emergency telephones at the main entrance doors to each area of the building.
Last, you must know where the fire extinguishes are on a site. In this building, you will find a fire extinguisher next to
each emergency telephone.

Task 2 Safety Talk Emergency Call to Report Fire
In this Answer Key, the words underlined (for stress) and the position of the pauses ( I ) are suggestions. Be aware
that diﬀerent speakers will stress diﬀerent words, or may pause at other intervals. It depends on what they want to
emphasize or explain. As you do this exercise, think carefully about which words you want to stress and the thoughts
you want to separate using pause. Imagine if you were giving this safety talk to your team in the workplace.
Supervisor

Hi, John here.

Worker

Hi. It is Ju. There is a fire I in the electrical box.

Supervisor

Where are you?

Worker

I am inside I on the second floor I on the east side of the plant I near the new generator
installations.

Supervisor

Where is the nearest fire extinguisher?

Worker

I have it in my hands I but I don’t know I if it is the right one I to use.

Supervisor

Are you sure I it an electrical fire?

Worker

Yes. It is one of the new electrical boxes I and I think I the box overloaded.

Supervisor

Read the label. The extinguisher must be I an ABC type I or a BC type. You cannot use an A
type I on an electrical fire. What does the label say?

Worker

It has got ABC I written down I the side of it. How do you work it?

Supervisor

Listen carefully. Pull out the pin I on the handle. Aim the fire extinguisher I at the base of the
fire. Squeeze the handle. Sweep the hose I across the base of the fire I from side to side.

Worker

It is working.
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Strategy 5
Test Your Knowledge
1. F 2. F 3. T

Comprehend
COLUMN A
Simon’s First Culture

COLUMN B
Simon’s New Workplace Culture in Canada

4. tell subordinates

1. ask subordinates

2. are called by their titles.

2. are called by first names.

7. manage people.

3. help and give the resources to people.

6. make the decisions.

8. expect collaboration.

1. B 2. C 3. C 4. B

Strategy 6
Task 1
E

Task 2
1. B 2. A 3.D 4C

Task 3
Order of questions for FLHA as follows: 1 3 2 9 4 8 7 5 6

Strategy 7
Test Your Knowledge
1. T 2. F 3. T

Task 1
• B
• BAC
Task 2
B

Task 3
2 Remind

1 Suggest

5 Ask

3 Advise

4 Enforce

6 Warn
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Strategy 8
Test Your Knowledge
1. F 2. T 3. F 4. T 5. T

Comprehend
Pablo didn’t know that cultural differences were stopping him from feeling like he belonged at work e.g. the way
coworkers greeted each other.

Apply
a. Pablo needed to stop feeling oﬀended by cultural diﬀerences. He needed to accept that diﬀerences are real. He
needed to adapt to the new culture.
b. You need to understand cultural diﬀerences by learning more about culture. You need to accept that cultural
diﬀerences are real. You can then adapt to cultural diﬀerences, or at least know that coworkers are not trying to
oﬀend you.

Task 1
Herc - push

Ajay - both

Cheng - push

Pablo - pull

Strategy 9
Test Your Knowledge
1. T 2. F 3. F 4. T 5. T

Comprehend
1. Shaking hands. In Canada, most people are comfortable shaking hands between men and woman. However, there
are some cultures who prefer to greet the opposite gender in a different way.
2. John could have said, “Hi, I won’t shake your hand, if that is okay. We greet a little differently in my culture. But is
really nice to meet you and I look forward to working with you.”

Task 4
2 - Fight

3 - Acceptance

Strategy 10
Test Your Knowledge
1. T 2. F 3. F 4. T 5. T

Comprehend
Angeline needed to adapt in the following four ways: (1) continue to be friendly but not talk as much to patients; (2)
not give medical advice to patients; (3) talk softly and be more aware of noise levels; (4) prioritize her work tasks over
her talking, which means talking less in order to meet her job responsibilities.

Task 2
The following are suggested ideas for Canadian workplace culture. They will diﬀer somewhat between people,
occupations companies and teams. Use these as a departure point i.e. a way to start thinking about Canadian
cultural norms at work.
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Task vs. Relationship - 2
Direct vs. Indirect - 3
Emotional Detached vs. Emotionally Attached - 2

Linear vs. Circular - 2
Low Self-Disclosure vs. High Self-Disclosure - 2

Strategy 11
Test Your Knowledge
1. T 2. F 3. F 4. F 5. T

Comprehend
Abu has the better approach to workplace integration because he suggests finding a balance between strong
technical and soft skills.

Task 2
Querying - B, Objective - A, Shared Responsibility - C

Strategy 12
Test Your Knowledge
1. F 2. T 3. T

Comprehend
1. Use of time - Bakri and Tahir worked slower than their Canadian coworkers. The Asian coworkers had worked to
quickly. He had had to slow down to be at the speed of his team.
2. Cultural intelligence - The Asian coworker was more aware of cultural diﬀerences. Bakri and Tahir had never
thought about the fact that cultural diﬀerences can aﬀect time or other behaviors like communication and
relationships. Their lack of awareness almost cost them their jobs. Once they understood what the problem was,
they adjusted to the workplace and the expectations of their supervisor and coworkers.
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