Communication-culture

	CULTURALLY EFFECTIVE COMMUNICATION



Source Unknown

	Communication is an essential skill utilized by any teacher. It is important to be a culturally competent communicator. It is also important to identify the belief systems of both the student and teacher to spot blocks to communication: 
ETHNOCENTRISM 
Inability to accept anothers culture's world view; "my way is the best" 
DISCRIMINATION 
Differential treatment of an individual due to minority status; actual and perceived; e.g., "we just aren't equipped to serve people like that." 
STEREOTYPING 
Generalizing about a person while ignoring presence of individual difference; e.g., "she's like that because she's Asian -- all Asians are nonverbal." 
CULTURAL BLINDNESS 
Differences are ignored and one proceeds as though differences did not exist; e.g., "there's no need to worry about a person's culture -- if you're a sensitive teacher, you do okay." 
CULTURAL IMPOSITION 
Belief that everyone should conform to the majority; e.g., "we know what's best for you, if you don't like it you can go elsewhere." 


CONCEPTS RELATED TO BRIDGING CULTURAL DIFFERENCES (ETHNIC) 
	E --
	Everyone has a culture.

	T --
	Take time to collect relevant cultural information.

	H --
	Hold all judgements; ie. be careful about interpreting the culturally different student's behavior, especially if unfamiliar with the culture.

	N --
	Notice and negotiate differences in understanding of teaching and learning.

	I --
	Involve cultural resources as approtriate.

	C --
	Collaborate to develop objectives and educational strategies.



	DIVERSITY AND COMPLEXITY IN THE CLASSROOM
CONSIDERATIONS OF RACE, ETHNICITY, AND GENDER


By Barbara Gross Davis, University of California, Berkeley.
From Tools for Teaching, copyright by Jossey-Bass. For purchase or reprint information,
contact Jossey-Bass. Reprinted here with permission, September 1, 1999. 

	Since the 1960s and the rise of the civil rights movement, American colleges and universities have been engaged in an ongoing debate about how best to enroll, educate, and graduate students from groups historically underrepresented in higher education: women, African Americans, Chicanos and Latinos, Native Americans, American-born students of Asian ancestry, and immigrants. As enrollment statistics show, changes in both the demographics of the applicant pool and college admissions policies are bringing about a measure of greater diversity in entering classes (Levine and Associates, 1990). 
Once they are on campus, though, many of these students feel that they are treated as unwelcome outsiders, and they describe having encountered subtle forms of bias (Cones, Noonan, and Janha, 1983; Fleming, 1988; Green, 1989; Hall and Sandler, 1982; Pemberton, 1988; Sadker and Sadker, 1992; Simpson, 1987; Woolbright, 1989). Some students of color have labeled this bias "the problem of ignorance" or the "look through me" syndrome (Institute for the Study of Social Change, 1991) . As reported by the Institute for the Study of Social Change, students talk about subtle discrimination in certain facial expressions, in not being acknowledged, in how white students "take over a class" and speak past students of color, or in small everyday slights in which they perceive that their value and perspective are not appreciated or respected. Though often unwitting or inadvertent, such behaviors reinforce the students' sense of alienation and hinder their personal, academic, and professional development. 
There are no universal solutions or specific rules for responding to ethnic, gender, and cultural diversity in the classroom, and research on best practices is limited (Solomon, 1991). Indeed, the topic is complicated, confusing, and dynamic, and for some faculty it is fraught with uneasiness, difficulty, and discomfort. Perhaps the overriding principle is to be thoughtful and sensitive and do what you think is best. The material in this section is intended to help you increase your awareness of matters that some faculty and students have indicated are particularly sensitive for women and students of color. Some of these problems affect all students, but they may be exacerbated by ethnic and gender differences between faculty members and their students. 
The following ideas, based on the teaching practices of faculty across the country and on current sociological and educational research, are intended to help you work effectively with the broad range of students enrolled in your classes. 

	General Strategies

	
Recognize any biases or stereotypes you may have absorbed. Do you interact with students in ways that manifest double standards? For example, do you discourage women students from undertaking projects that require quantitative work? Do you undervalue comments made by speakers whose English is accented differently than your own? Do you assume that most African American, Chicano/Latino, or Native American students on your campus are enrolled under special admissions programs? Do you assume that most students of color are majoring in Ethnic Studies? 
Treat each student as an individual, and respect each student for who he or she is. Each of us has some characteristics in common with others of our gender, race, place of origin, and sociocultural group, but these are outweighed by the many differences among members of any group. We tend to recognize this point about groups we belong to ("Don't put me in the same category as all those other New Yorkers/Californians/Texans you know") but sometimes fail to recognize it about others. However, any group label subsumes a wide variety of individuals-people of different social and economic backgrounds, historical and generational experience, and levels of consciousness. Try not to project your experiences with, feelings about, or expectations of an entire group onto any one student. Keep in mind, though, that group identity can be very important for some students. College may be their first opportunity to experience affirmation of their national, ethnic, racial, or cultural identity, and they feel both empowered and enhanced by joining monoethnic organizations or groups. (Source: Institute for the Study of Social Change, 1991) 
Rectify any language patterns or case examples that exclude or demean any groups. Do you 
· Use terms of equal weight when referring to parallel groups: men and women rather than men and ladies? 
· Use both he and she during lectures, discussions, and in writing, and encourage your students to do the same? 
· Recognize that your students may come from diverse socioeconomic backgrounds? 
· Refrain from remarks that make assumptions about your students' experiences, such as, "Now, when your parents were in college . . . "? 
· Refrain from remarks that make assumptions about the nature of your students' families, such as, "Are you going to visit your parents over spring break?" 
· Avoid comments about students' social activities that tacitly assume that all students are heterosexual? 
· Try to draw case studies, examples, and anecdotes from a variety of cultural and social contexts? 
Do your best to be sensitive to terminology. Terminology changes over time, as ethnic and cultural groups continue to define their identity, their history, and their relationship to the dominant culture. In the 1960s, for example, negroes gave way to blacks and Afro-Americans. In the 1990s, the term African American gained general acceptance. Most Americans of Mexican ancestry prefer Chicano or Latino or Mexican American to Hispanic, hearing in the last the echo of Spanish colonialism. Most Asian Americans are offended by the term Oriental, which connotes British imperialism; and many individuals want to be identified not by a continent but by the nationality of their ancestors-for example, Thai American or Japanese American. In California, Pacific Islander and South Asian are currently preferred by students whose forebears are from those regions. To find out what terms are used and accepted on your campus, you could raise the question with your students, consult the listing of campuswide student groups, or speak with your faculty affirmative action officer.
Get a sense of how students feel about the cultural climate in your classroom. Let students know that you want to hear from them if any aspect of the course is making them uncomfortable. During the term, invite them to write you a note (signed or unsigned) or ask on midsemester course evaluation forms one or more of the following questions (adapted from Cones, Janha, and Noonan, 1983): 
· Does the course instructor treat students equally and evenhandedly? 
· How comfortable do you feel participating in this class? What makes it easy or difficult for you? 
· In what ways, if any, does your ethnicity, race, or gender affect your interactions with the teacher in this class? With fellow students? 
Introduce discussions of diversity at department meetings. Concerned faculty can ask that the agenda of department meetings include topics such as classroom climate, course content and course requirements, graduation and placement rates, extracurricular activities, orientation for new students, and liaison with the English as a second language (ESL) program. 

	Tactics for Overcoming Stereotypes and Biases

	
Become more informed about the history and culture of groups other than your own. Avoid offending out of ignorance. Strive for some measure of "cultural competence" (Institute for the Study of Social Change, 1991): know what is appropriate and inappropriate behavior and speech in cultures different from your own. Broder and Chism (1992) provide a reading list, organized by ethnic groups, on multicultural teaching in colleges and universities. Beyond professional books and articles, read fiction or nonfiction works by authors from different ethnic groups. Attend lectures, take courses, or team teach with specialists in Ethnic Studies or Women's Studies. Sponsor mono- or multicultural student organizations. Attend campuswide activities celebrating diversity or events important to various ethnic and cultural groups. If you are unfamiliar with your own culture, you may want to learn more about its history as well. 
Convey the same level of respect and confidence in the abilities of all your students. Research studies show that many instructors unconsciously base their expectations of student performance on such factors as gender, language proficiency, socioeconomic status, race, ethnicity, prior achievement, and appearance (Green, 1989). Research has also shown that an instructor's expectations can become self-fulfilling prophecies: students who sense that more is expected of them tend to outperform students who believe that less is expected of them - regardless of the students' actual abilities (Green, 1989; Pemberton, 1988). Tell all your students that you expect them to work hard in class, that you want them to be challenged by the material, and that you hold high standards for their academic achievement. And then practice what you have said: expect your students to work hard, be challenged, and achieve high standards. (Sources: Green, 1989; Pemberton, 1988) 
Don't try to "protect" any group of students. Don't refrain from criticizing the performance of individual students in your class on account of their ethnicity or gender. If you attempt to favor or protect a given group of students by demanding less of them, you are likely to produce the opposite effect: such treatment undermines students' self-esteem and their view of their abilities and competence (Hall and Sandier, 1982). For example, one faculty member mistakenly believed she was being considerate to the students of color in her class by giving them extra time to complete assignments. She failed to realize that this action would cause hurt feelings on all sides: the students she was hoping to help felt patronized, and the rest of the class resented the preferential treatment. 
Be evenhanded in how you acknowledge students' good work. Let students know that their work is meritorious and praise their accomplishments. But be sure to recognize the achievements of all students. For example, one Chicana student complained about her professor repeatedly singling out her papers as exemplary, although other students in the class were also doing well. The professor's lavish public praise, though well intended, made this student feel both uncomfortable and anxious about maintaining her high level of achievement. 
Recognize the complexity of diversity. At one time the key issue at many colleges was how to recruit and retain African-American students and faculty. Today, demographics require a broader multicultural perspective and efforts to include many underrepresented groups. Although what we know about different ethnic groups is uneven, avoid generalizing from studies on African-American students (Smith, 1989). 

	Course Content and Material

	
Whenever possible select texts and readings whose language is gender-neutral and free of stereotypes. If the readings you assign use only masculine pronouns or incorporate stereotypes, cite the date the material was written, point out these shortcomings in class, and give your students an opportunity to discuss them. 
Aim for an inclusive curriculum. Ideally, a college curriculum should reflect the perspectives and experiences of a pluralistic society. At a minimum, creating an inclusive curriculum involves using texts and readings that reflect new scholarship and research about previously underrepresented groups, discussing the contributions made to your field by women or by various ethnic groups, examining the obstacles these pioneering contributors had to overcome, and describing how recent scholarship about gender, race, and class is modifying your field of study. This minimum, however, tends to place women, people of color, and non-European or non-American cultures as "asides" or special topics. Instead, try to recast your course content, if possible, so that one group's experience is not held up as the norm or the standard against which everyone else is defined. (Sources: Coleman, n.d.; Flick, n.d.; Jenkins, Gappa, and Pearce, 1983) 
Do not assume that all students will recognize cultural literary or historical references familiar to you. As the diversity of the student and faculty populations increases, you may find that you and your students have fewer shared cultural experiences, literary allusions, historical references, and metaphors and analogies. If a certain type of cultural literacy is prerequisite to completing your course successfully, consider administering a diagnostic pretest on the first day of class to determine what students know. Of course, you may choose to refer deliberately to individuals or events your students may not know to encourage them to do outside reading. 
Consider students' needs when assigning evening or weekend work. Be prepared to make accommodations for students who feel uncomfortable working in labs or at computer stations during the evening because of safety concerns. Students who are parents, particularly those who are single parents, may also appreciate alternatives to evening lab work or weekend field trips, as will students who work part-time. 
Bring in guest lecturers. As appropriate, you can broaden and enrich your course by asking faculty or off-campus professionals of different ethnic groups to make presentations to your class. 

	Class Discussion

	
Emphasize the importance of considering different approaches and viewpoints. One of the primary goals of education is to show students different points of view and encourage them to evaluate their own beliefs. Help students begin to appreciate the number of situations that can be understood only by comparing several interpretations, and help them appreciate how one's premises, observations, and interpretations are influenced by social identity and background. For example, research conducted by the Institute for the Study of Social Change (1991) shows that white students and African-American students tend to view the term racism differently. Many white students, for example, believe that being friendly is evidence of goodwill and lack of racism. Many African-American students, however, distinguish between prejudice (personal attitudes) and racism (organizational or institutional bias); for them, friendliness evidences a lack of prejudice but not necessarily a wholehearted opposition to racism. 
Make it clear that you value all comments. Students need to feel free to voice an opinion and empowered to defend it. Try not to allow your own difference of opinion prevent communication and debate. Step in if some students seem to be ignoring the viewpoints of others. For example, if male students tend to ignore comments made by female students, reintroduce the overlooked comments into the discussion (Hall and Sandier, 1982). 
Encourage all students to participate in class discussion. During the first weeks of the term, you can prevent any one group of students from monopolizing the discussion by your active solicitation of alternate viewpoints. Encourage students to listen to and value comments made from perspectives other than their own. You may want to have students work in small groups early in the term so that all students can participate in nonthreatening circumstances. This may make it easier for students to speak up in a larger setting. See "Collaborative Learning: Group Work and Study Teams," "Leading a Discussion," and "Encouraging Student Participation in Discussion." 
Monitor your own behavior in responding to students. Research studies show that teachers tend to interact differently with men and women students (Hall and Sandler, 1982; Sadker and Sadker, 1990) and with students who are - or whom the instructor perceives to be - high or low achievers (Green, 1989). More often than not, these patterns of behavior are unconscious, but they can and do demoralize students, making them feel intellectually inadequate or alienated and unwelcome at the institution. 
As you teach, then, try to be evenhanded in the following matters: 
· Recognizing students who raise their hands or volunteer to participate in class (avoid calling on or hearing from only males or only members of one ethnic group) 
· Listening attentively and responding directly to students' comments and questions 
· Addressing students by name (and with the correct pronunciation) 
· Prompting students to provide a fuller answer or an explanation 
· Giving students time to answer a question before moving on 
· Interrupting students or allowing them to be interrupted by their peers 
· Crediting student comments during your summary ("As Akim said. . . ") 
· Giving feedback and balancing criticism and praise 
· Making eye contact 
Also, refrain from making seemingly helpful offers that are based on stereotypes and are therefore patronizing. An example to avoid: an economics faculty member announced, "I know that women have trouble with numbers, so I'll be glad to give you extra help, Jane." 
You might want to observe your teaching on videotape to see whether you are unintentionally sending different messages to different groups. Sadker and Sadker (1992) list questions to ask about your teaching to explore gender and ethnic differences in treatment of students. (Sources: Hall and Sandier, 1982; Sadker and Sadker, 1990; Sadker and Sadker, 1992) 
Reevaluate your pedagogical methods for teaching in a diverse setting. Observers note that in discussion classes professors tend to evaluate positively students who question assumptions, challenge points of view, speak out, and participate actively (Collett, 1990; Institute for the Study of Social Change, 1991). Recognize, however, that some of your students were brought up to believe that challenging people who are in positions of authority is disrespectful or rude. Some students may be reluctant to ask questions or participate out of fear of reinforcing stereotypes about their ignorance. The challenge for teaching a diverse student body is to be able to engage both verbally assertive students and those with other styles and expressions of learning. See "Leading a Discussion," "Encouraging Student Participation in Discussion," and "Learning Styles and Preferences" for suggestions on how to actively involve all students. (Source: Institute for the Study of Social Change, 1991) 
Speak up promptly If a student makes a distasteful remark even jokingly. Don't let disparaging comments pass unnoticed. Explain why a comment is offensive or insensitive. Let your students know that racist, sexist, and other types of discriminatory remarks are unacceptable in class. For example, "What you said made me feel uncomfortable. Although you didn't mean it, it could be interpreted as saying.... " 
Avoid singling out students as spokespersons. It is unfair to ask X student to speak for his or her entire race, culture, or nationality. To do so not only ignores the wide differences in viewpoints among members of any group but also reinforces the mistaken notion that every member of a minority group is an ad hoc authority on his or her group (Pemberton, 1988). An example to avoid: after lecturing on population genetics and theories of racial intelligence, a faculty member singled out an African-American student in the class to ask his reactions to the theories. Relatedly, do not assume all students are familiar with their ancestors' language, traditions, culture, or history. An example to avoid: asking an American-born student of Chinese descent, "What idiom do you use in Chinese?" (Sources: Flick, n.d.; Pemberton, 1988) 

	Assignments and Exams

	
Be sensitive to students whose first language is not English. Most colleges require students who are nonnative speakers of English to achieve oral and written competency by taking ESL courses. Ask ESL specialists on your campus for advice about how to grade papers and for information about typical patterns of errors related to your students' native languages. For example, some languages do not have two-word verbs, and speakers of those languages may need extra help - and patience - as they try to master English idioms. Such students should not be penalized for misusing, say, take after, take in, take off, take on, take out, and take over. 
Suggest that students form study teams that meet outside of class. By arranging for times and rooms where groups can meet, you can encourage students to study together. Peer support is an important factor in student persistence in school (Pascarella, 1986), but students of color are sometimes left out of informal networks and study groups that help other students succeed (Simpson, 1987). By studying together, your students can both improve their academic performance and overcome some of the out-of-class segregation common on many campuses. See "Collaborative Learning" for suggestions on how to form study teams. 
Assign group work and collaborative learning activities. Students report having had their best encounters and achieved their greatest understandings of diversity as "side effects" of naturally occurring meaningful educational or community service experiences (Institute for the Study of Social Change, 1991). Consider increasing students' opportunities for group projects in which three to five students complete a specific task, for small group work during class, or for collaborative research efforts among two or three students to develop instructional materials or carry out a piece of a research study. Collaborative learning can be as simple as randomly grouping (by counting off) two or three students in class to solve a particular problem or to answer a specific question. See "Collaborative Learning," "Leading a Discussion," and "Supplements and Alternatives to Lecturing" for ideas about incorporating group work into instruction. 
Give assignments and exams that recognize students' diverse backgrounds and special interests. As appropriate to your field, you can develop paper topics or term projects that encourage students to explore the roles, status, contributions, and experiences of groups traditionally underrepresented in scholarly research studies or in academia (Jenkins, Gappa, and Pearce, 1983). For example, a faculty member teaching a course on medical and health training offered students a variety of topics for their term papers, including one on alternative healing belief systems. A faculty member in the social sciences gave students an assignment asking them to compare female-only, male-only, and male-female work groups. 

	Advising and Extracurricular Activities

	
Meet with students informally. Frequent and rewarding informal contact with faculty members is the single strongest predictor of whether or not a student will voluntarily withdraw from a college (Tinto, 1989). Ongoing contact outside the classroom also provides strong motivation for students to perform well in your class and to participate in the broad social and intellectual life of the institution. In addition to inviting groups of your students for coffee or lunch, consider becoming involved in your campus orientation and academic advising programs or volunteering to speak informally to students living in residence halls or to other student groups. See "Academic Advising and Mentoring Undergraduates." 
Encourage students to come to office hours. Of course, all students can benefit from the one-to-one conversation and attention that only office hours provide. In addition, students who feel alienated on campus or uncomfortable in class are more likely to discuss their concerns in private. (Source: Chism, Cano, and Pruitt, 1989)
Don't shortchange any students of advice you might give to a member of your own gender or ethnic group. Simpson ( 1987) reports the following unfortunate incident. A white male faculty member was asked by a female African-American student about whether she should drop an engineering class in which she was having difficulties. Worried that if he advised a drop, he might be perceived as lacking confidence in the intellectual abilities of African-American women, he suggested that she persevere. Had the student been a white male, the professor acknowledged, he would have placed the student's needs ahead of his own self-doubts and unhesitatingly advised a drop. 
Advise students to explore perspectives outside their own experiences. For example, encourage students to take courses that will introduce them to the literature, history, and culture of other ethnic groups. (Source: Coleman, n.d.) 
Involve students in your research and scholarly activities. Whenever you allow students to see or contribute to your own work, you are not only teaching them about your field's methodology and procedures but also helping them understand the dimensions of faculty life and helping them feel more a part of the college community (Blackwell, 1987). Consider sponsoring students in independent study courses, arranging internships, and providing opportunities for undergraduates to participate in research.
Help students establish departmental organizations. If your department does not have an undergraduate association, encourage students to create one. Your sponsorship can make it easier for student groups to obtain meeting rooms and become officially recognized. Student organizations can provide peer tutoring and advising as well as offer social and academic programs. In fields in which women and certain ethnic groups have traditionally been underrepresented, some students may prefer to form caucuses based on their gender or cultural affinities (for example, women in architecture). Research by the Institute for the Study of Social Change (1991) has documented the importance of associations for students of color as a basis for collective identification and individual support. 
Provide opportunities for all students to get to know each other. Research shows that both African-American and white students, for example. would like greater interracial contact. African-American students tend to prefer institutional programs and commitments, while most white students prefer opportunities for individual, personal contacts. (Source: Institute for the Study of Social Change, 1991) 
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	DO'S AND DON'TS OF INCLUSIVE LANGUAGE


From "Do's and Don'ts of Inclusive Language" (1998) by the Media Task Force,
Honolulu County Committee on the Status of Women. Reprinted here with permission, October 1, 1999.
		THROUGHOUT THIS ARTICLE:
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer1.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]= AVOID USING THIS ![image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif] [image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]= USE THIS INSTEAD, AS APPROPRIATE.[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer1.gif]




	General Strategies

	
The intent of this [article] is to highlight a few areas where we still find exclusivity or a sense of hierarchy in the use of language to place one group of people below others, creating or perpetuating negative social stereotypes. [image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/maneater.gif]Given the spirit of inclusivity in our culture, some suggestions are provided here to avoid derogatory language. The examples are by no means comprehensive, but serve to remind us of areas where language discrimination still exists and causes unnecessary misunderstandings in our daily communication with the general public. The spirit of the "title" can be summed up in three general principles: 
· Don't single out a person's sex, race, ethnicity, or other personal traits or characteristics (such as sexual orientation, age, or a disability) when it has no direct bearing on the topic at hand. In other words, don't create or promote stereotype based on unavoidable human characteristics. 
· Be consistent in your description of members of a group: Don't single out women to describe their physical beauty, clothes or accessories or note a disabled person's use of an aid, or refer to the race of the only minority in a group unless it is at that individual's request. 
· Keep in mind that use of inclusive language is for general cases. Direct requests by individuals take precedence over general rules (e.g., Mrs. John Doe requests that her own name not be used). 

	Disabilities

	
Unless your writing is specifically focused on disabilities, avoid singling out one individual's disabilities simply for the sake of identification. 
· Avoid using words that imply victimization or create negative stereotypes. E.g., don't use descriptors such as "victim" or "sufferer" for someone with a disease, just identify the disease. Avoid using words such as "Poor," "unfortunate," or "afflicted." 
· Don't say "courageous" when you can say "successful" or productive." 

	Gender-Neutral Language

	
Some general guidelines to follow are: 
· Degender, don't Re gender (e.g., degender chairman to chair, don't regender it to chairwoman). 
· Create gender-neutral terms: convert adjectives to nouns by adding ist (e.g., active: activist). 
· Replace occupational terms containing man and boy, if possible, with terms that include members of either gender. 
· Avoid occupational designations having derogatory -ette and -ess endings. 

	Traditionally Exclusive Domains: Sports and Home Life

	
Be especially mindful of using gender-free terms in writing or talking about traditionally male or female activities. 
· Let language usage reflect the fact that both men and women are involved with sports and home life. Examples:
	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer1.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]sportsmanship
	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]fair play, team play, sporting attitude
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	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]homemaker, house spouse, parent, caregiver
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif](or shopper, customer, etc.)

	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer1.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]mothering
	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]parenting


· 

	Names and Titles

	
When Mr. is used, Ms, is the equivalent. Use Ms. to designate both a married and unmarried woman. A woman should be referred to by name in the same way that a man is. Both should be called by their full names, by first or last name only, or by title. 
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Miss Lee, Ms. Chai and Mrs. Feeney
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Ms. Lee, Ms. Chai and Ms. Feeney or Lee, Chai and Feeney
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Governor Burns and Ana Kahanamoku
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Governor Burns and Representative Kahanamoku 
· Forms for using a woman's name before marriage should be gender-neutral. 
· Issue invitations or notices, bills, financial statements, etc. in the name of each of the individuals concerned. 
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Mr. and Mrs. Tanaka
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Ellen and John Tanaka (if both names are known)
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Ellen Tanaka and spouse (if the name of spouse is not known) 

	Salutations in Letters

	
If the name of the addressee is unknown, start the letter immediately without a saluation. Alternatively, especially in letters of recommendation or memos not addressed to a specific person, start with "To Whom It May Concern." 
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Dear Sir/Madam/Gentlemen:
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Aloha: (Use only in Hawaii.)
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Dear Customer/Colleague/Subscriber:
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Dear Editor/Manager/Account Executive/(other job title):
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Dear Representative/Senator/Delegate/(other elected or honorary title):
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Dear Friend(s): 

	Pronouns

	
Avoid the pronoun he when both sexes are included. Alternative approaches are: 
· Recast into the plural.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Give each student his paper as soon as he is finished.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Give students their papers as soon as they are finished. 
· Reword to eliminate the pronoun.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]The average student is worried about his grades.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]The average student is worried about grades. 
· Replace the masculine pronoun with one, you, or (sparingly) he or she as appropriate.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]If the student is dissatisfied with his grade, he can appeal to the instructor.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]A student who is dissatisfied with her or his grade can appeal to the instructor. 
· Alternate male and female expressions, when appropriate. 
· Use a plural indefinite pronoun.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Anyone who wants to go to the game should bring his money tomorrow.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]All those who want to go to the game should bring their money tomorrow. 
· Use the double-pronoun construction, when necessary.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Everyone has a right to his opinion.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Every person has a right to his or her opinion. 
· Use he/she, his/her, etc. in printed contracts and other forms so the inapplicable pronoun can be crossed out. 

	More Do's and Don'ts

	
The following assumptions are obsolete and should be avoided: 
· That only men hold influential jobs.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Congressional representatives urged the President to find the right man for
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]the job.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Congressional representatives urged the President to find the right person for
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]the job. 
· That children are cared for by their mothers only.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Mothers should note that a nutritious breakfast is more important for a child
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]than it is for an adult.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]A nutritious breakfast is more important for a child than... 
· That men head all families and are the major wage earners..
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]The average worker with a wife and two children pays 30% of its income to
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]taxes.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]An average family of four pays 30% of its income...
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]An average worker with three dependents pays 30% of income... 
· That certain professions are reserved for one sex.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Sometimes a nurse must use her common sense.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Sometimes nurses must use common sense. 
· That women perform all work related to homemaking.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]The family grocery shopper wants to get all her shopping done in one stop.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]The family grocery shopper wants to get all the shopping done in one stop. 
· That women are possessions of men and are not responsible for their actions.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Henry Lee allows his wife to work part time.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Odette Lee works part time. 
Describe the appearance of a woman only in circumstances in which you would describe the appearance of a man.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]The attractive well-dressed interior minister fielded questions from reporters.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]The interior minister fielded questions... 
Do not report the marital status of a woman or a man, unless marital status is the subject of the story.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Divorcee Judy Petty lost her bid to unseat Representative Wilbur Mills..
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Candidate Judy Petty lost her bid... 
An employed person should be identified by his or her occupation, when relevant. Do not use the terms "homemaker" or "mother" unless his or her homemaking role and family relationship, respectively, are the subject of discourse.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Mrs. Marion Chong, wife of Dr. Allan Chong, gave a report on recent zoning
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]variances.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Marion Chong (and her title, if she has one) gave a report on... 
Use title, terms and names in parallel construction, with females mentioned first sometimes to avoid stereotyping.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]Man and wife.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]Wife and husband... (or husband and wife). 
Do not use the term "conflict" when reporting on or referring to "domestic violence." 
Avoid stories that emphasize exceptions to stereotypes (example: John Kealoha is glad his mother-in-law is visiting); and expressions that demean women (examples: women's work, woman driver, sissy, old-maidish, spinsterish, womanish). 
Avoid stories, photographs, captions, or phrases that make assumptions based on stereotypes:
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That the sole or primary interest of an unmarried woman is in "catching a man."
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That certain categories of women are shrewish or overbearing
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif](examples: mothers-in-law, feminists).
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That certain categories of women are scatterbrained, incompetent, or excessively
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]dependent upon men to manage their lives (examples: young, dizzy, pretty,
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]or blond-haired women).
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That career women generally lack homemaking skills, do not have children, or are not
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]good parents if they do have children.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That men are brutish, violent, crude, harsh or insensitive.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That women are fearful, squeamish, passive, dependent, weepy, frivilous, weak,
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]shrewish, nagging, easily defeated, hysterical, scatterbrained.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That only welfare women are single mothers.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That men have no parenting, nurturing, or homemaking skills.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That only minority males are violent or crude.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That only lower class individuals are drug addicts.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That certain ethnicities or races are fundamentally less capable than Caucasians; or that
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer3.gif]any race is superior to any other.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That only persons with disabilities are dependent on others.
[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/spacer2.gif][image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]That men are independent and women are dependent. 

	General Examples of Inclusive Language

	
	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/avoid.gif]DON'T USE
	[image: http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/images/use.gif]USE, AS APPROPRIATE

	actress
	actor, performer

	anchorman
	anchor, anchorperson

	authoress
	author

	average or common man
	average person, ordinary people, typical worker

	bachelor or bachelorette
	single (or unmarried) man/woman

	brotherhood (unless only men is meant)
	community, amity, unity

	businessman
	executive, business person, manager, entrepeneur

	cameraman
	camera operator, photographer, videographer

	career girl
	professional woman

	chairman, chairwoman
	chair (for both sexes) or chairperson

	Chinamen
	the Chinese or Chinese

	cleaning lady/woman, maid
	housekeeper, housecleaner, office cleaner

	clergyman
	clergy, minister, priest

	coed
	student

	congressman
	member of Congress, representative, legislator, senator

	councilman, councilwoman
	councilmember

	craftsman
	craftsperson, artisan, crafter

	draftsman
	drafter, drafting technicial

	early man, caveman
	early humans, early societies

	Esquire
	attorney at law, lawyer

	executrix
	executor

	fellow worker
	colleague, co-worker, peer

	fireman
	firefighter

	fisherman
	where appropriate: angler, fisher

	forefathers
	ancestors, precursors, forebears

	foreman
	supervisor

	founding fathers
	the founders, pioneers

	girl (over 18)
	woman, young woman

	gal or girl Friday
	assistant or secretary

	gentlemen's agreement
	personal agreement, informal contract

	great men in history
	great figures in history, people who made history, historical figures

	handicapped
	person with disability

	heroine
	hero

	hostess
	host

	hula girl
	hula dancer

	insurance man
	insurance agent

	lady doctor
	doctor, physician

	layman
	layperson, lay, laity, lay person, lay member

	mailman, postman
	mail carrier, letter carrier, postal worker

	male nurse
	nurse

	(to) man
	to staff, to run, to operate

	man and his world
	world history, history of peoples, humans and their world

	manhood
	adulthood, maturity

	man-hours
	work hours, staff hours, hours worked, total hours

	manhunt
	a hunt for...

	mankind
	humanity, human race, human beings, people, human family, humankind

	man-made
	artificial, hand-made, of human origin, synthetic, manufactured, crafted, machine made

	manned flight
	piloted flight

	man-on-the-street
	ordinary person, ordinary citizen, average voter, average person

	manpower
	work force, human resources, labor force, human energy, personnel, workers

	man's achievements
	human achievements

	man-sized job
	big or difficult (job), requiring exceptional abilities

	men of science
	scientists

	middleman
	go-between, liaison, agent

	Mr. Chairman! Madam Chairwoman!
	Chair! (for both sexes)

	one-man band or show
	soloist, performer, artist, individual, individual show

	Oriental
	Asian, Asian-American or specify ethnicity if appropriate

	poetess
	poet

	policeman
	police officer

	primitive man
	primitive people, primitive humans, a primitive

	repairman
	repairer, repair person

	right hand man
	assistant, helper, second in command

	rise of man
	rise of the human race or humanity, rise of civilization, rise of culture

	salesman
	sales person, sales representative, salesclerk, seller, agent

	salesmen
	sales personnel, sales staff, sales people/person

	sexual preference
	sexual orientation

	showman
	performer

	spinster
	single (or unmarried) woman

	spokesman
	representative, spokesperson

	statesman
	official, diplomat

	tradesman
	shopkeeper, trader, merchant, entrepeneur, artisan

	tradesmen
	trades people, tradespersons

	weatherman
	forecaster, weathercaster

	woman lawyer
	lawyer

	working man
	workers, typical worker

	workman
	worker, laborer, employee

	workman like
	competent




	The primary mission of the Media Task Force of the Honolulu County Committee on the Status of Women is to promote gender equity in the media. This updated [article] is primarily based on "Do's and Don'ts for Non-sexist Language" which was originally adapted from the 1985 revision of Women, Men and the Changing Language, a brochure produced by the Media Task Force. Therefore, the emphasis of the [article] -- as reflected in the many examples provided -- is on degendering the English language. The [front page] art is from the original publication and was generously provided by David Friedman. Editors for the 1988 edition include: John Defrancis, Laudra B. Eber, Gerald H. Ohta, Katsue Akiba Reynolds. The 1998 editors: Dineh Davis, Ruth Lieban, Gerald H. Ohta, Anne Sing, Hiroyuki Nagahara, Grace Tsutaoka, and Thelma McLachlan. For additional copies of this brochure, send a stamped, self-addressed envelope to: Patti Cook, 715 South King Street, Room 311, Honolulu, HI 96813.

	TIPS TO IMPROVE INTERACTION AMONG THE GENERATIONS
TRADITIONALISTS, BOOMERS, X'ERS AND NEXTERS


From the National Oceanographic and Atmospheric Association Office of Diversity 

	Values can collide when members of different generations work and learn together. Having a better understanding of others can make the working and learning environment more productive. 
What generations are generally represented in today's society?
Traditionalists
Baby Boomers
Generation Xers
Nexters or Generation Y
The Baby Boomers make up the largest percentage of the population today according to U.S. Census statistics. Boomers consist of people currently between the ages of 37-55 (born between 1947-1965). When we discuss the generations in our society, we can't forget the Boomers' parents. These are the Traditionalists, War Babies or Veterans, who are now older than 55. How about our younger generations? The Generation Xers are people in the 25-36 age group (born between 1966-1977). Last are our youngest citizens, the Nexters or Generation Y, representing people age 7-24 (born between 1978 and 1995). These are the cyber kids who grew up with the Internet, and speed and access to information is something that they are accustomed to. 
What Do The Members of Each Generation Value?
Fundamental value differences exist between those of different generations. Understanding these values may help understand differences that may arise in the learning environment. Organizational development scholar, Dr. Morris Massey, began looking at generational values and argues that our behaviors are driven by our value system or our value programming. He offers that what we are now is closely rooted to what we were when we were value programmed. If we examine the value system shared by generational groups then we can better understand their diverse beliefs and behaviors. We don't have to agree with the values of different generations but we can strive to understand the mind-sets of different generations and how each group sees the world based on their experiences. While it's important to recognize that many dimensions of diversity from race, sex, sexual orientation, geographic location, etc., shape who we are and how we behave, we can generalize values based on generations. Let's take a look at some of the espoused values or beliefs held by each of the generations so that you will be better able to appreciate the challenge that we face as an educator trying to create an inclusive learning environment. Please note that these are generalizations and will not apply to all members of a particular generation. 

	TRADITIONALISTS

	
Traditionalists values are influenced by the experiences of their parents whose values go back to the 1800s. This generation experienced the Great Depression and World War II both of which shape how they view the world. 
Traditionalists Value... 
o Privacy: Traditionalists are the private, silent generation. Don't expect members of this generation to share their inner thoughts.
o Hard Work: They believe in paying their dues and become irritated when they perceive others are wasting their time. Members of this generation often feel that their career identifies who they are. 
o Trust: A traditionalist's word is his/her bond. 
o Formality: Whether written or in oral communication a formal communication style is preferred. This generation values formal dress and organizational structures. 
o Authority and institutional leadership: Traditionalists have a great deal of respect for authority. 
o Social Order: Other generations may view this desire for social order and placement as bias, prejudice or even racism or sexism. 
o Things: This group loves their stuff and they won't get rid of it. Some may call them pack rats but others would argue that they remember the depression days and going with out. You never know when you might need it.
Supportive Behaviors and Tips For Communicating with Traditionalists...
o By nature Traditionalists are private, the "silent generation". Don't expect members of this generation to share their thoughts immediately. 
o For the Traditionalist a educator's word is his/her bond, so it's important to focus on words rather than body language or inferences. 
o Face to face or written communication is preferred. 
o Don't waste their time, or let them feel as though their time is being wasted. 

	BABY BOOMERS 

	
Morris Massey calls this group the Nuagers. This generation represents the children of our World War II veterans. They did not go through economically hard times as their parents did, they had the good life - the Traditionalists wanted them to have the best and as a result, the "Me" decade arrived. 
Baby Boomers Value... 
o Competition: Boomers value peer competition and can be see by others as being egocentric. 
o Change: Boomers thrive for possibilities and constant change. 
o Hard Work: Boomers started the "workaholic" trend. The difference between Traditionalists and Boomers is that Boomers value the hard work because they view it as necessary for moving to the next level of success while Traditionalists work hard because they feel that it is the right thing to do. 
o Success: This generation is committed to climbing the ladder of success. 
o Body Language: Boomers are the show me generation and body language is important. 
o Teamwork: This group embraces a team based approach to business-they are eager to get rid of the command and control style of their Traditionalist predecessors. 
o Anti Rules and Regulations: They don't appreciate rules for the sake of having rules and they will challenge the system. 
o Inclusion: This generation will accept people on an equal basis as long as they can perform to their standards. 
o Will Fight For A Cause: While they don't like problems, if you give them a cause they will fight for it.
Supportive Behaviors & Tips For Communicating With Baby Boomers... 
o Boomers are the "show me" generation, so your body language is important when communicating.
o Speak in an open, direct style but avoid controlling language. 
o Answer questions thoroughly and expect to be pressed for the details.
o Present options to demonstrate flexibility in your thinking.

	GENERATION XERS

	
Morris Massey refers to this group as the Syn-Tech generation. This generation is both economically conservative, remembering double-digit inflation and the stress that their parents faced during times of on and off unemployment. Unlike their predecessors, they will not rely on institutions for their long-term security. 
Generation Xers Value... 
o Entrepreneurial Spirit: Xers believe in investing in their own development rather than in their organization's. While others may see them as disloyal they are cautious about investing in relationships with employers because experience has shown that these relationships are not reliable. Cavalier as it may sound, one Xer told a Boomer that if you want loyalty get a dog. 
o Loyalty: To an Xer, this may mean two-weeks notice. 
o Independence and Creativity: Xers have clear goals and prefer managing their own time and solving their own problems rather than having them managed by a supervisor. 
o Information: They value access to information and love plenty of it. 
o Feedback: This group needs continuous feedback and they use the feedback to adapt to new situations. This generation is flexible. 
o Quality of Worklife: This generation works hard but they would rather find quicker more efficient ways of working so that they have time for fun. While Boomers are working hard to move up the ladder, Xers are working hard so that they can have more time to balance work and life responsibilities. 
Supportive Behaviors & Tips for Communicating With Generation X... 
o Use email as a primary communication tool. 
o Talk in short sound bites to keep their attention. 
o Ask them for their feedback and provide them with regular feedback. 
o Share information with them on a regular basis and strive to keep them in the loop. 
o Use an informal communication style. 

	GENERATION Y (Also Called Nexters)

	
If you think that Generation Xers were challenging for Traditionalists and Boomers to teach just wait until Generation Y arrives. Generation Y represents people who have grown up during the high tech revolution. They have never known a world without high speed video games, speed dial and ATMs. The secret to motivating this group is to provide systematic and frequent feedback - as it happens. 
Generation Y Values... 
o Positive Reinforcement: Members of this cyber generation value positive reinforcement at accelerated rates compared to older generations. 
o Autonomy: This group wants more input into how they are learning and the independence to do it. 
o Positive Attitudes: This group grew up during tranquil times and as a result have a very optimistic outlook on life in general. 
o Diversity: This group grew up with more diversity than their predecessors and if not exposed to it in their community then they were introduced diverse people and cultures through the media. 
o Money: This group is used to making and spending money. 
o Technology: Technology is valued and is used as a tool for multi-tasking.
Supportive Behaviors & Tips for Communicating With Generation Y... 
o Use action words and challenge them at every opportunity. 
o They will resent it if you talk down to them. 
o They prefer email communication. 
o Seek their feedback constantly and provide them with regular feedback.. 
o Use humor and create a fun learning environment. Don't take yourself too seriously. 
o Encourage them to take risks and break the rules so that they can explore new ways of learning.

	Managing the Generational Mix 

	
How do we keep a generationally diverse group of learners motivated in today's environment? The first step to making the generational diversity work is to understand what motivates members of different generations and to institute teaching techniques that are flexible enough to meet their needs. In today's complex mix of generations, Traditionalists are found with Boomers and Boomers with Generation Xers. Trends toward later retirements mean that traditionalists are still happy working and learning and Generation Xers are quickly moving into positions of power and influence where they are supervising and educating members of older generations.
Educators are beginning to recognize that the changing demographics of the learning environment can affect morale and productivity. Companies like Pitney Bowes have incorporated an intergenerational component to leadership training. Executives experience how different generations react and interact with each other. Chairman and CEO Michael Critelli also focuses on opening the channels of communication by encouraging employees of all levels to email questions and comments to him. The company has also focused on creating a more fun working environment to address the needs of incoming generations. Pitney Bowes also strives to match people with their jobs and to ensure that they are continuously challenged. 
Other successful companies such as TGI Fridays, Ben & Jerry's and Lucent Technologies understand that it is important to focus not only on what needs to get done but on accommodating the work and learning styles of the various generations. Lucent Technologies instituted a training center called IdeaVerse that focuses on creativity. Another company created what they call generational play grounds, from cafe.com an on-site coffee house attracting twenty somethings to a bookstore which carries the latest in self actualization books which seems to attract the Boomer generation. 

	SIX WAYS TO IMPROVE YOUR NONVERBAL COMMUNICATIONS


By Vicki Ritts, St. Louis Community College at Florissant Valley
and James R. Stein, Southern Illinois University, Edwardsville. Reprinted by permission.

	It is not only what you say in the classroom that is important, but it's how you say it that can make the difference to students. Nonverbal messages are an essential component of communication in the teaching process. 
Teachers should be aware of nonverbal behavior in the classroom for three major reasons: 
· An awareness of nonverbal behavior will allow you to become better receivers of students' messages. 
· You will become a better sender of signals that reinforce learning. 
· This mode of communication increases the degree of the perceived psychological closeness between teacher and student. 
Some major areas of nonverbal behaviors to explore are: 
· Eye contact 
· Facial expressions 
· Gestures 
· Posture and body orientation 
· Proximity 
· Paralinguistics 
· Humor 
Eye contact: 
Eye contact, an important channel of interpersonal communication, helps regulate the flow of communication. And it signals interest in others. Furthermore, eye contact with audiences increases the speaker's credibility. Teachers who make eye contact open the flow of communication and convey interest, concern, warmth and credibility. 
Facial expressions: 
Smiling is a powerful cue that transmits: 
· Happiness 
· Friendliness 
· Warmth 
· Liking 
· Affiliation 
Thus, if you smile frequently you will be perceived as more likable, friendly, warm and approachable. Smiling is often contagious and students will react favorably and learn more. 
Gestures: 
If you fail to gesture while speaking, you may be perceived as boring, stiff and unanimated. A lively and animated teaching style captures students' attention, makes the material more interesting, facilitates learning and provides a bit of entertainment. Head nods, a form of gestures, communicate positive reinforcement to students and indicate that you are listening. 
Posture and body orientation: 
You communicate numerous messages by the way you walk, talk, stand and sit. Standing erect, but not rigid, and leaning slightly forward communicates to students that you are approachable, receptive and friendly. Furthermore, interpersonal closeness results when you and your students face each other. Speaking with your back turned or looking at the floor or ceiling should be avoided; it communicates disinterest to your class. 
Proximity: 
Cultural norms dictate a comfortable distance for interaction with students. You should look for signals of discomfort caused by invading students' space. Some of these are: 
· Rocking 
· Leg swinging 
· Tapping 
· Gaze aversion 
Typically, in large college classes space invasion is not a problem. In fact, there is usually too much distance. To counteract this, move around the classroom to increase interaction with your students. Increasing proximity enables you to make better eye contact and increases the opportunities for students to speak. 
Paralinguistics: 
This facet of nonverbal communication includes such vocal elements as: 
· Tone 
· Pitch 
· Rhythm 
· Timbre 
· Loudness 
· Inflection 
For maximum teaching effectiveness, learn to vary these six elements of your voice. One of the major criticisms is of instructors who speak in a monotone. Listeners perceive these instructors as boring and dull. Students report that they learn less and lose interest more quickly when listening to teachers who have not learned to modulate their voices. 
Humor: 
Humor is often overlooked as a teaching tool, and it is too often not encouraged in college classrooms. Laughter releases stress and tension for both instructor and student. You should develop the ability to laugh at yourself and encourage students to do the same. It fosters a friendly classroom environment that facilitates learning. (Lou Holtz wrote that when his players felt successful he always observed the presence of good humor in the locker room.) 
Obviously, adequate knowledge of the subject matter is crucial to your success; however, it's not the only crucial element. Creating a climate that facilitates learning and retention demands good nonverbal and verbal skills. To improve your nonverbal skills, record your speaking on video tape. Then ask a colleague in communications to suggest refinements.
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