
        The Good Manager


        
            [image: Project logo]
            Digital sobriety and accessibility at the service of innovation, The Good Manager is an Erasmus+ project.
        

        The project

        Faced with the climate crisis, saving and rationalizing energy also concerns the Internet and its websites, designed today to host more and more videos as well as high-definition and enriched content. Defining a digital strategy for its organization questions the environmental impact of the digital products developed. Should the audio format be preferred to the video format? Are there hosting solutions that are more eco/socially responsible than others? How to set up an eco-responsible digital strategy? These are all questions that show both the collective awareness of our responsibility in the choices we make both personally and professionally and the lack of knowledge of the digital tools we use every day, at home and at work. The global movement of digitization of society, which is leading towards ever more connectivity and enriched content, raises the question of its control and sustainability. Beyond the words "Print this email only if necessary", it is urgent to train professionals in charge of digital projects on these issues.


        The project challenges

        The Good Manager project will have to face 4 major challenges.

        
            	How to develop low-tech micro-learning?

            	How to conciliate digital accessibility and low-tech?

            	How to manage a 24-month digital European project in a sustainable way?

            	How to evaluate the environmental impact of a digital project such as The Good Manager?

        


        The partnership engagement

        
            	Design a low-tech documented accessible and multilingual platform with micro-learning.

            	Disseminate our resources in the accessible and low-consumption digital book standard to enable offline consultation.

            	Implement project management tools that are less energy-consuming and more respectful of privacy.

            	Reduce the number of physical transnational meetings and optimised them in terms of time travel and transports.

            	Include people with special needs at all stages of the project.

        

        To find more information, access The Good Manager platform here.


        100 points to know about Inclusive project management

        This ebook allows users to access and archive the Inclusive project management training module offline. This module is dedicated to project management itself through three key axes: its tools, its methods and the inclusion of people with special needs.


        European partnership

        The Good Manager project is an Erasmus+ KA204 project for adult education and is led by six partners: Paris&Co (France), Domspain (Spain), Turin Istitute for the Deaf (Italy), Logopsycom (Belgium), Nikanor (Bulgaria) and Les Apprimeurs (France).


        Erasmus+ project

        
            [image: Erasmus logo]
            The European Commission's support for the production of this publication does not constitute an endorsement of the contents, which reflects the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the information contained therein.
        
    Notion 1
What does inclusion mean for project management ?
Target skills
Understand the link between inclusion and project management.

In the business world, inclusion is closely linked to notions such as equal opportunities, diversity and the prevention of discrimination linked to disability, age, social and cultural origins, gender, sexual orientation or physical appearance.
"Inclusion is therefore a democratic effort to ensure that all citizens, whether or not they have a disability, can participate fully in society on the basis of equal rights". Inclusion aims at taking into consideration each person as a unique case.
In addition, inclusion is a cross-cutting concept among the Sustainable Development Goals [SDGs] established by the member states of the United Nations by 2030.
The main objectives of Sustainable Development are to protect the planet, eradicate poverty and ensure that all human beings live in peace and prosperity.
The 17 axes are as follows:
1) eradicate poverty;
2) end world hunger;
3) good health and well-being;
4) quality education;
5) gender equality;
6) access to clean water and sanitation;
7) clean and affordable energy;
8) decent work and economic growth;
9) industry, innovation and infrastructure;
10) Reducing inequality;
11) Sustainable cities and communities;
12) Responsible consumption and production;
13) Combating climate change;
14) Biodiversity - aquatic life;
15) Biodiversity - terrestrial life;
16) Peace, justice and effective institutions;
17) Partnerships for achieving the goals.






Notion 2
What does sustainability mean for project management ?
Target skills
Understand the link between sustainability and project management

The notion of sustainability in project management consists of taking into account the environmental (biodiversity, climate, energy, etc.), social (human rights), economic, health and safety aspects of the project in order to meet the current needs of our society without compromising those of future generations.
"A project is considered sustainable when the continued use of its results can be ensured after the completion of the project."
Project managers are responsible for putting in place sustainable working practices and methods to ensure that the benefits of the project are maintained. The sustainability of a project therefore requires individual and organisational awareness.
Here are some examples of how companies can be more sustainable:
1) reduce your energy consumption - install motion sensors to turn on lights in the office;
2) turn off your computer or put it on standby if you are not using it;
3) recycle your waste;
4) optimize the way you send emails - avoid signatures with large images;
5) eat local and seasonal food during team meals.






Notion 3
The added value of diverse perspectives inputs to a project
Target skills
Gain perspective on the advantages of including a more diverse array of opinions for the realisation of a project

By including diversity in your team, you will add value to your projects. There are many advantages to including a more diverse range of people in your projects. These include:
	More open-mindedness;
	Greater tolerance;
	Greater understanding of cultural diversity;
	Improved ability to learn;
	Improved global skills;
	Greater ability to innovate and produce new ideas;
	Different and varied approaches, opinions and views. This greatly reduces "group think".

In short, diversity helps to understand that the opinion, the ideas, the approaches of the other is a great wealth in the progress of a project.






Notion 4
The competitive advantage of inclusive project management ?
Target skills
Reflect on the financial/business advantages that come with embracing a more inclusive project management approach

An inclusive and multidisciplinary project team has significant competitive advantages. These include:
	Better understanding and broader vision of business issues.
	More creative and innovative in dealing with the competition.
	More willing to re-examine the facts in case of conflict or disagreement.

The team is better able to focus on the real issues at hand rather than their own emotions. As a result, there is a reduction in the likelihood of mistakes, which in turn leads to greater productivity within the company.
"In order to outperform competitors financially, it is necessary to address different types of customers, providing them with a superior service and building loyalty".






Notion 5
Measuring project inclusion
Target skills
Improve assessment of what makes a project inclusive

Henry Ford said "Coming together is a beginning, staying together is progress, working together is success".
Here are some criteria to consider in order to measure the inclusiveness of your project.
	Listening. Can employees express themselves freely? Are they listened to?
	The working environment. Is the working environment adapted to all?  Is it conducive to discussion?
	Problem solving. Are conflicts and problems within the team resolved quickly? It should be noted that sharing feelings helps to better understand the other person and thus solve problems as soon as possible.
	Flexibility. Is your company open to flexible working arrangements such as teleworking, staggered working hours, etc. when the job allows?
	Activities. Does your company offer team-building activities to increase motivation and a sense of belonging?

In order for your team to develop and come up with innovative ideas, it is important to rely on diversity of experience, skills, education and thought. In short, inclusiveness within a project is an essential ingredient in the growth of a company.






Notion 6
Measuring project sustainability
Target skills
Improve assessment of what makes a project sustainable

The sustainability of a project is measured by taking into account various elements such as
	Feasibility and viability of the project.
	Financial capital. Represents all the financial resources of a project.
	Industrial capital. Represents all the equipment that the project needs.
	Environmental capital. Represents the environmental impact of the project.
	Human capital. Represents all the experts working on the project.
	Social capital. Is it necessary for society?
	Cultural capital. Does the project take into account all the cultural norms and values of the country?
	Economic capital. Represents the ability to withstand competition.
	Political capital. Does the project comply with government rules and regulations?







Notion 8
Project practices that promote the inclusion of users with learning disorders
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward people with learning disorders.

How can people with learning disorders be included and supported at work?
Access to quality employment is a fundamental right for people with learning disabilities and can help them feel included and valued. Since these people often feel isolated from the rest of society, they would feel more integrated into their communities if they were provided with dignified and accessible work conditions.
In which ways can this be achieved?
	Increase the use of assistive technology (for instance, integrate spellcheck tools into work software for those who struggle with writing and spelling).
	Provide a safety net through alternative tasks or a work partner who would be available for support and collaboration.
	Provide voice and video instructions to adapt training to employees’ expressed needs.

-Eliminate tests.
	Allow employees to work at their own pace to ensure everyone turns in high-quality work.

What can be done to make meetings more accessible for people with a learning disability?
	It is important to plan and inform participants of meetings before they take place to ensure that they are accessible (such as sending meeting papers in advance).
	Make sure only one person talks at once and uses their microphone.
	Give everyone a chance to talk.
	Use communication cards containing relevant and simplified terminology to help participants remember to tailor their language.

How can people with learning disabilities be included in research?
	Presenting the information in an Easy Read format with relevant images (for more guidance on how this can be done, visit: https://www.changepeople.org/getmedia/923a6399-c13f-418c-bb29-051413f7e3a3/How-to-make-info-accessible-guide-2016-Final)
	Develop Easy Read materials as a matter of course.

How to make people with SLD feel more included in society
Better inclusion occurs when three factors come together:
	People with learning disabilities are included due to changes to technology (see also: https://www.openorchestras.org/ to understand how young people with multiple and complex needs are enabled to learn music skills and become music makers).

[image: All media on this site are described by the text nearby]	The development of new methods of doing something or through the acquisition of new skills (such as individuals with SLD that excel as actors or TV performers).
	When social care services focus less on what people cannot do, but instead promote a genuine belief in what people with learning disabilities can do (with the right support).







Notion 9
Project practices that promote the inclusion of users with socioeconomic difficulties
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward users with socioeconomic difficulties.

Being socioeconomically disadvantaged means living in less favourable social and economic circumstances than others in the same society. For example, socioeconomic disadvantage can include low income, living in a deprived area, and less favourable environmental circumstances.
Socioeconomic status can impact all aspects of an individual’s life, including his/her ability to access and find online information. Being socioeconomically disadvantaged can limit an individual’s access to resources and participation in society.
How can users with socioeconomic disadvantages be included?
As much research has shown a link between digital exclusion and socioeconomic disadvantage, digital inclusion is often viewed as a way to improve socioeconomic status. Social equality in the digital environment refers to the ability of individuals to develop and maintain social relationships online that contribute to their overall comfort and security. As technology use becomes more prevalent amongst people in developed countries, technology is also becoming part of the ordinary lives of individuals experiencing socioeconomic disadvantage. Technology is used for various necessary everyday connections: applying for jobs; communicating with employers; accessing information about and applying for welfare payments, and creating and maintaining connections with friends and family.
Different organisations are attempting to implement projects to overcome this socioeconomic gap among individuals in the digital sphere.
	ConnectHomeUSA is a project that brings computers, connections and digital literacy training to people living in subsidised housing (for further information, see https://connecthomeusa.org/)
	GiveInternet is developing a project to raise money to give underserved students laptops, Internet connections, and digital training.
	Comcast Internet Essentials provides low-cost Internet connections for eligible low-income families.
	Sprint, with its 1Million Project Foundation, is projecting to give one million high schoolers a wireless internet connection and computing device (http://www.1millionproject.org/).

Because the educational digital divide has a profound effect on students’ overall growth and well-being, many organisations are exploring ways to face the problem locally. Although many technological solutions can have a positive impact on the educational digital divide, the following two can be particularly helpful for inclusivity:
	Enhancing connectivity: projects in this arena address imbalances in internet access and strive to provide community-based universal WI-FI to improve educational opportunities for students.
	Working with families: for communities where universal Wi-Fi is not an option, projects can focus on upgrading public access through facilities such as libraries and community centres. The community may also work with organisations to help them overcome challenges with access to technology (for more guidance, see: https://www.close-the-gap.org/)







Notion 10
Project practices that promote inclusion of users with hearing impairments
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward users with hearing impairments.

Users with hearing impairments refers to people trying to navigate the digital sphere with hearing loss, from slight to profound, i.e., deaf and hard hearing. This impairment can affect one or both ears and lead to difficulty hearing conversational speech or loud sounds. In addition, people with hearing loss must live with the complications that such a loss can bring. One of the most common is the feeling of exclusion. The feeling of being left out of conversations, activities or get-togethers all because communication is hard.
How can this feeling of exclusion be overcome?
	When communicating with these users, don't start shouting louder. Instead, repeat more clearly what you said before with improved enunciation (if the deaf person lip-reads), use other words and gestures or allow time for different ways of communication (writing etc.)
	If the deaf or hard-of-hearing person can lip-read, speak facing this person, so they can see your lips. Then, pronounce the words clearly and articulately but without exaggerating.
	Since people with hearing impairments need to focus on the gestures, lips, and expressions of the others, it is necessary to plan lighting and distance, making sure that the speaker's background is not distracting.
	If you choose to work with a sign language interpreter, make sure you leave enough time for the interpretation and possible questions.
	Agree with the user with hearing impairments about the *visual ways to start and end a session activity. For instance, you could switch the lights on and off after a break or use different colour lights.
	It is helpful to carry a pen and paper if you are with deaf or hard of hearing people.

Project practices that promote the better teaching of users with hearing impairments
Different inclusive teaching strategies can assist all students to learn and help teach a project group that includes students with hearing impairments:
	Use assistive listening devices such as induction loops if available in the conference room. Hearing aids may include transmission/reception systems with a clip-on microphone for the lecturer.
	Do not speak when giving instructions facing a whiteboard or other teaching aid.
	Allow users to record lectures, make copies of the notes available and provide minutes from meetings.
	Make sure that lists of subject-specific jargon and technical terms that students will need to acquire are made available at the beginning of the course.







Notion 11
Project practices that promote the inclusion of users with visual impairments
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward users with visual impairments.

Users with visual impairments refers to people navigating the digital sphere who are affected by vision loss, whether they cannot see at all or have partial vision loss. Some of them are completely blind, but many others have legal blindness. It is a reality that visual impairments cause different problems in every society, regardless of country, age and gender. But specific steps and project practices can be followed to overcome these problems and make societies more inclusive.
How can a workplace be more inclusive for visually impaired employees?
	Make the application process accessible. Ensure online adverts are accessible to users with visual impairments. Use uncluttered layouts, clear fonts, screen-reader compatible text and contrasting colours. Also, place your job ads on job boards that include a wider audience. Contact non-profit organizations that find employment for people with visual impairments.
	Use inclusive communications tools and methods. During presentations, it is appropriate to verbally describe charts, graphs, and other visual aids. Remember to identify yourself when you enter or leave a room, encouraging other employees to do the same.
	Support employees in remote work. Give them time to familiarise themselves with information before a meeting. During the virtual session, start with a roll call to let blind colleagues know who is on the roll call. Use names to address questions or be clear if it is a question for the whole team. Describe the graphics of the presentation or what is happening during screen sharing. Remember to make a note when someone leaves or joins the meeting. You could also offer a face-to-face call to help them prepare their meeting space if needed. Suggest how they can adjust the camera's angle to get the best light, where to sit to make sure they are in the frame, and check what is visible in the background.

How can students with visual impairments be better included?
	Prepare as much information as possible in electronic format. This will make it easier to provide materials in accessible formats.
	Verbalise what is written on boards and PowerPoints.
	Make lists of required lesson materials available in advance so that there is sufficient time to reproduce them in audio or Braille.
	As visually impaired students are generally slower than other students to complete reading tasks, provide reading lists well before the start of a course so that reading can begin early.
	Since some students' views may be affected by the brightness of fluorescent lights, consider taking care of certain aspects of the teaching environment.

Ipsum Technologies focuses on creating projects for users with visual impairments to thrive in the growing digital economy. Some of their projects are:
	MobiAssistis an assistive device that provides users with real-time feedback about their environment through wearable electronics that pair with an application on their mobile phone. Feedback is given to the user in the form of audible speech and tactile vibrations that allow a visually impaired user to navigate and avoid oncoming obstacles more effectively.

[image: All media on this site are described by the text nearby]	Blind Way Forward is a practical guide about adjusting to visual impairments by using support materials in the form of a short film, audiobook, and printed reading material.







Notion 12
Project practices that promote the inclusion of users with physical impairments
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward users with physical impairments.

Users with physical impairments refers to people navigating the digital sphere affected by a physical disability, impacting a part of their body and impairing and limiting their physical functioning, mobility, endurance, and agility. Loss of physical capacity results in a reduced ability, or inability, to perform body movements such as walking, moving hands and arms, sitting, standing, and controlling muscles.
Which project practices should be put in place to enable the inclusion of these users?
Better accessibility of digital products, devices and services can be assured by:
	updating facilities to include access ramps, elevators, adequately sized entryways for users with wheelchairs, if face-to-face meetings are needed
	equipping spaces with lowered counters, inclined writing tables, accessible seating and readable signage
	keeping spaces neat and organised so that users with mobility limitations can easily navigate the area
	adding assistive listening devices to projects (such as voice recognition software) so that writing/typing tasks are limited
	checking that all activities that are to take place off-site are accessible for people with mobility impairments
	including questions about accommodations in registration and sign-up forms so that users with mobility requirements can fully participate
	creating online services that are keyboard accessible, so that all information can be navigated using the TAB key
	removing strict time-based activities (such as allowing flexible start times of workshops) as these users may require more time to arrive at venues
	replacing written activities (such as taking surveys or testimonies) with oral equivalents (such as recorded interviews) to facilitate answer collection
	planning for and understanding the role of personal care assistants for these users







Notion 13
Project practices that promote the inclusion of users who don't speak the country's native language, have low literacy and/or have a lack of digital skills
Target skills
Gain practical knowledge on how to ensure project management is inclusive toward users that don't speak a country's native language, have low literacy and/or have a lack of digital skills.

Inclusion of users who don't speak a country's native language
Misunderstandings between users can increase when speakers of one native language interact with speakers of another native language. Consequently, those who do not know the native language with which people communicate in online and offline spaces may feel excluded.
How can this feeling of exclusion be overcome?
Easy-read refers to a way of presenting information in an accessible, easy to understand format. Easy read materials are becoming more common, and their value in providing information to  users who don't speak a country's native language is widely accepted.
There are various ways in which information can be made easy to read, but it is also necessary that project practices respect the following rules:
	Text should be broken down into short sentences.
	Language should be simplified wherever possible, and complicated words or terms should be explained.
	Images should be included to convey each paragraph of text where possible.
	Avoid fancy fonts and italics.

Inclusion of users that have low literacy
Low literacy is not the same as illiteracy. People with low literacy tend to need more time to read and re-read information before they can understand it. They also have problems filling out forms, finding their way around a schedule, and spelling.
How can content be improved for users with low literacy?
	Write in a clear and conversational language.
	Prioritize information. Put the main point at the top of the page, where even readers who usually give up after a few lines will notice it. Consider placing any other important information above the fold to minimize the risk of users losing it after scrolling.
	Avoid distractions. Anything that moves is a distraction and should be avoided, such as animations, pop-ups, and advertisements.
	Simplify navigationby placing the main choices in a linear menu.
	Make searching intuitive. For example, search functionalities should recognize common misspellings, and results should include clear and straightforward descriptions.

Inclusion of users with a lack of digital skills
In broader terms, digital skills are defined as those needed to use digital devices, communication applications and networks to access and manage information. Today basic digital skills are essential in any context. However, although countless people use digital services such as social media, there are still those who have poor digital skills.
Which project practices should be implemented to ensure the inclusion of users who have poor digital skills?
	Keep things simple. If a digital service's/product's user interface looks simple with clearly labelled tools, users are less likely to make mistakes.
	Provide tutorials. Offering a digital onboarding tool can greatly benefit teaching digital skills. Basic digital training will give users confidence and motivate them to fill their digital skills gap. Video tutorials are also immensely valuable for online technology training.
	Let users decide. Users often know where their gaps in digital skills lie. So it is crucial to listen to them and let them inform you about what they need to learn next.
	 Collaboration is crucial. Collaboration across the project is key to ensuring that everyone feels empowered to learn. Online technology training can be daunting for individuals with low digital skills. Therefore, knowing that there are teams of people supporting them can make a big difference.







Notion 15
Why does privacy matter for project management?
Target skills
Understand why protecting privacy makes for responsible project management

We live in a data-driven world. Almost every transaction and interaction we have with most organisations involves you sharing personal data, such as our name, address and birth date. We share data online too, every time we visit a website, search for or buy something, use social media or send an email.
Sharing data helps make life easier, more convenient and connected. But our data is our data. It belongs to us so it's important our data is used only in ways you would reasonably expect, and that it stays safe. Data protection law makes sure everyone’s data is used properly and legally.
The issue of data protection and management is at the heart of any digital project.
Integrating it into the design and management of the project is therefore essential and mandatory in the eyes of the law.
In this lesson, you will discover concepts surrounding the theme of privacy and what European legal frameworks protect data privacy and regulate the use of data. In the second part, you will get advice in terms of practices and processes for protecting the data of your users and employees, within sustainable project management. Let’s start with some definitions.
What is privacy ?
Privacy is the right of individuals to decide/control to what extent information about themselves is shared with, used or accessed by others.
Privacy implies confidentiality, which means the commitment to keep a person’s personal information and/or personal health information private, and to protect the information from being disclosed to others without the individual’s consent.
What is data privacy?
Data privacy concerns the proper handling of sensitive data including, notably, personal data but also other confidential data, such as certain financial data and intellectual property data, to meet regulatory requirements as well as protecting the confidentiality and immutability of the data.
Why data privacy is important?
We live in a data economy where companies find enormous value in collecting, sharing and using data about customers or users, especially from social media. Transparency in how businesses request consent to keep personal data, abide by their privacy policies, and manage the data that they’ve collected, is vital to building trust with users who naturally expect privacy as a human right.
Managing data to ensure regulatory compliance is arguably even more important. A business may have to meet legal responsibilities about how they collect, store, and process personal data, and non-compliance could lead to a considerable fine. If the business is the victim of a hack or ransomware, the consequences in terms of lost revenue and lost customer trust could be even worse.






Notion 16
What is considered user personal data?
Target skills
Gain perspective on the scope of data that falls under data protection law

What is user personal data?
Personal data is any information that relates to an identified or identifiable living individual. Different pieces of information, which collected together can lead to the identification of a particular person, also constitute personal data.
Telephone number, credit card or personal numbers of a person, account data, plate number, information about appearance, customer’s number or address are all personal data. Since the definition includes “any information,” one must assume that the term “personal data” should be as broadly interpreted as possible.
Typology of personal data
Personal data categories are generally as follows:
	Common personal data :

Civil status, identity, identification data
Personal life (living habits, marital status, etc. – excluding sensitive or dangerous data)
Professional life (résumé, education and professional training, awards, etc.)
Economic and financial information (income, financial situation, tax situation, etc.)
Connection data (IP addresses, event logs, etc.)
Location data (travels, GPS data, phone data, etc.)
	Personal data perceived as sensitive :

Social security number
Biometric data
Bank data
	Sensitive personal data in the meaning of Data Protection Act (2018):

Philosophical, political, religious and trade-union views, sex life, health data, racial or ethnic origin, data concerning health or sex life
Offenses, convictions, security measures
Personal data are essential elements to be protected in project management. In this lesson we will look at the data protection framework and what needs to be in place to ensure compliance with laws and privacy.






Notion 17
Privacy legislation in the EU
Target skills
Gain perspective on the scope of data that falls under data protection law

The EU Charter of Fundamental Rights stipulates that EU citizens have the right to protection of their personal data.
In order to ensure the legal protection of personal data and clarify business rules in the digital market, the European Union has put in place several instruments and authorities.
The General Data Protection Regulation (GDPR)
Approved in 2016, the GDPR went into full effect in 2018. It applies to all sectors (public or private) and organisations. This is the reference regulation to which companies must comply. It sets rules for data processing, which means targeting, collecting, recording, storing and transferring European citizens or entities’ data, inside or outside Europe. The European Commission and Data Protection Authorities propose official guidelines to help companies with their compliance process.
See different guides and guidelines on the GDPR official website: https://gdpr.eu/compliance/
For more information about the GDPR, see lesson 4.
The Data Protection Law Enforcement Directive (LED)
This directive deals with “the protection of natural persons with regard to the processing of personal data by competent authorities for the purposes of the prevention, investigation, detection or prosecution of criminal offences or the execution of criminal penalties, and on the free movement of such data.”
GDPR and LED have distinct and complementary scopes in terms of data protection.
The European Data Protection Board (EDPB)
The mission of the EDPB is ensuring the consistent application of data protection rules throughout the European Union.
The EDPB provides advice and news on the issue of data protection at EU level. It is a useful source to follow.
See EDPB website : https://edpb.europa.eu/edpb_en
To go further
To know more about GDPR, how it applies, your rights and obligations: https://europa.eu/youreurope/business/dealing-with-customers/data-protection/data-protection-gdpr/index_en.htm






Notion 18
Data protection principles
Target skills
Learn principles to abide by for ensuring data protection

Article 5 of the General Data Protection Regulation (GDPR) sets out key principles for data protection. It influences other rules and obligations found throughout the legislation in all EU countries. Each principle will be developped in the next lesson, but here are short presentations:
Lawfulness, fairness, and transparency
Any processing of personal data should be lawful and fair. It should be transparent to individuals that personal data concerning them are collected, used, consulted, or otherwise processed and to what extent the personal data are or will be processed. The principle of transparency requires that any information and communication relating to the processing of those personal data be easily accessible and easy to understand, and that clear and plain language be used.
Purpose Limitation
Personal data should only be collected for specified, explicit, and legitimate purposes and not further processed in a manner that is incompatible with those purposes. In particular, the specific purposes for which personal data are processed should be explicit and legitimate and determined at the time of the collection of the personal data. However, further processing for archiving purposes in the public interest, scientific, or historical research purposes or statistical purposes (in accordance with Article 89(1) GDPR) is not considered to be incompatible with the initial purposes.
Data Minimisation
Processing of personal data must be adequate, relevant, and limited to what is necessary in relation to the purposes for which they are processed. Personal data should be processed only if the purpose of the processing could not reasonably be fulfilled by other means. This requires, in particular, ensuring that the period for which the personal data are stored is limited to a strict minimum (see also the principle of “Storage Limitation” below).
Accuracy
Controllers must ensure that personal data are accurate and, where necessary, kept up to date; taking every reasonable step to ensure that personal data that are inaccurate, having regard to the purposes for which they are processed, are erased or rectified without delay. In particular, controllers should accurately record information they collect or receive and the source of that information.
Storage Limitation
Personal data should only be kept in a form which permits identification of data subjects for as long as is necessary for the purposes for which the personal data are processed. In order to ensure that the personal data are not kept longer than necessary, time limits should be established by the controller for erasure or for a periodic review.
Integrity and Confidentiality
Personal data should be processed in a manner that ensures appropriate security and confidentiality of the personal data, including protection against unauthorised or unlawful access to or use of personal data and the equipment used for the processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures.
Accountability
The controller is responsible for, and must be able to demonstrate, their compliance with all of the above-named Principles of Data Protection. Controllers must take responsibility for their processing of personal data and how they comply with the GDPR, and be able to demonstrate (through appropriate records and measures) their compliance.






Notion 19
The legal ramifications of violating privacy
Target skills
Discover instances in which data protection violations occurred and the consequences that resulted

Failing to respect your customers' privacy can result in reputational harm, loss of personal information, and wasted resources. Increasingly, it can also put you in violation of the law, and lead to large fines and legal claims.
What actions can lead to a penalty or legal action?
Violation of any part of the GDPR can lead to an administrative fine or private legal action. Some key GDPR violations include failing to:
	Maintain a GDPR-compliant Privacy Policy: https://www.termsfeed.com/blog/sample-gdpr-privacy-policy-template/
	Obtain consent for the setting of non-essential cookies: https://www.termsfeed.com/blog/gdpr-consent/
	Facilitate the GDPR data subject rights in a proper and timely way: https://www.termsfeed.com/blog/gdpr-8-user-rights/
	Apply appropriate security measures when processing personal information: https://www.termsfeed.com/blog/gdpr-readiness-checklist/#Security_Conscious_Approach
	Apply proper safeguards when transferring personal information outside of the EU: https://www.termsfeed.com/blog/gdpr/

Main monetary sanctions of GDPR:
	A private right of action, allowing individuals to bring private legal claims for any damage caused by a GDPR violation
	Administrative fines issued by the EU's Data Protection Authorities (DPAs). These can amount up to €10 million (approximately $11 million) or 2 percent of total worldwide turnover (whichever is greater) for less serious violations, and up to €20 million ($22 million) or 4 percent of total worldwide turnover (whichever is greater) for more serious violations.

Persons held accountable under the GDPR
Data controllers are the main subject of GDPR sanctions and legal claims, as they hold primary responsibility for obeying the GDPR's principles and facilitating the rights of individuals of their personal information.
However, a data processor can also be liable for a penalty or private legal claim if it violates the GDPR's rules for data processors, or if it goes against the lawful instructions of its data controller.
Examples of sanction regarding data protection
The biggest GDPR fine so far remains the €50 million ($55 million) fine against Facebook by the French DPA.
The UK's DPA has also threatened fines against Marriott Hotels for £99.2 million ($122.3 million), and British Airways for £183.39 million ($226.2 million).
EasyJet is also facing an £18 billion ($22 billion) class-action lawsuit after a massive data breach in early 2020.






Notion 20
Privacy by Design: matching design with privacy needs
Target skills
Recognize the format of project design centered on privacy needs

In order to help you to comply with the law, there are some practices you have to apply. The most important one is Privacy by Design.
What is it and why is it important?
The term “Privacy by Design” means nothing more than “data protection through technology design”. The underlying idea is that data protection in data processing procedures is best respected when it is already built into the technology at the time of its creation.
GDPR (General Data Protection Regulation) compliance demands ‘prior consent’. Customers must now provide their explicit consent before organisations can collect, store, and use their personal data. This is important for designers and developers to keep note of this during the development processes, to be at all times updated on GDPR laws and any changes done, and to make user consent and GDPR to be a topic of interest to them.
The seven principles of Privacy by Design
The seven principles were developed in” Privacy by Design in Law, Policy and Practice” by Ann Cavoukian, former Information and Privacy Commissioner for the Canadian province of Ontario.
1. Proactive not Reactive; Preventative not Remedial
The Privacy by Design (PbD) approach is characterized by proactive rather than reactive measures. It anticipates and prevents privacy invasive events before they happen. PbD does not wait for privacy risks to materialize, nor does it offer remedies for resolving privacy infractions once they have occurred — it aims to prevent them from occurring. In short, Privacy by Design comes before-the-fact, not after.
2. Privacy as the Default Setting
We can all be certain of one thing — the default rules! Privacy by Design seeks to deliver the maximum degree of privacy by ensuring that personal data are automatically protected in any given IT system or business practice. If an individual does nothing, their privacy still remains intact. No action is required on the part of the individual to protect their privacy — it is built into the system, by default.
3. Privacy Embedded into Design
Privacy by Design is embedded into the design and architecture of IT systems and business practices. It is not bolted on as an add-on, after the fact. The result is that privacy becomes an essential component of the core functionality being delivered. Privacy is integral to the system, without diminishing functionality.
4. Full Functionality — Positive-Sum, not Zero-Sum
Privacy by Design seeks to accommodate all legitimate interests and objectives in a positive-sum “win-win” manner, not through a dated, zero-sum approach, where unnecessary trade-offs are made. Privacy by Design avoids the pretense of false dichotomies, such as privacy vs. security, demonstrating that it is possible to have both.
5. End-to-End Security — Full Lifecycle Protection
Privacy by Design, having been embedded into the system prior to the first element of information being collected, extends securely throughout the entire lifecycle of the data involved — strong security measures are essential to privacy, from start to finish. This ensures that all data are securely retained, and then securely destroyed at the end of the process, in a timely fashion. Thus, Privacy by Design ensures cradle to grave, secure lifecycle management of information, end-to-end.
6. Visibility and Transparency — Keep it Open
Privacy by Design seeks to assure all stakeholders that whatever the business practice or technology involved, it is in fact, operating according to the stated promises and objectives, subject to independent verification. Its component parts and operations remain visible and transparent, to users and providers alike. Remember, trust but verify.
7. Respect for User Privacy — Keep it User-Centric
Above all, Privacy by Design requires architects and operators to keep the interests of the individual uppermost by offering such measures as strong privacy defaults, appropriate notice, and empowering user-friendly options. Keep it user-centric.






Notion 21
Consent is the magic word
Target skills
Hear about the necessity of procuring user consent for the realisation of a project

In the previous notion, we saw that GDPR compliance demands ‘prior consent’. What does it mean in concrete terms? And how to get it in the right way?
GDPR revolution in user consent
One of the biggest changes that the GDPR brought about is how businesses obtain valid consent to collect and use personal information from EU citizens. Before the GDPR, there were a variety of ways that consent could be obtained. The GDPR changed that and made consent requirements far more specific and strict.
How to get user consent under GDPR?
According to the European Union, consent asking is valid if it respect the following conditions:
	it must be freely given (must have a free choice and must be able to refuse or withdraw consent without being at a disadvantage);
	it must be informed;
	it must be given for a specific purpose;
	all the reasons for the processing must be clearly stated;
	it is explicit and given via a positive act (for example an electronic tick-box that the individual has to explicitly check online or a signature on a form);
	it uses clear and plain language and is clearly visible;
	it is possible to withdraw consent and that fact is explained (for example an unsubscribe link at the end of an electronic newsletter email).

It is important to differentiate between the new methods of obtaining consent under the GDPR, versus the common "implied consent", which is still widely used today.
What is the difference between browsewrap and clickwrap agreement?
A browsewrap agreement takes place when a website or mobile app posts links to their Privacy Policy throughout the platform. Here, it is assumed that since users have ample opportunity to read the Privacy Policy, they must consent to everything it contains by default.
By contrast, a clickwrap agreement takes place when a user is provided with a link to the Privacy Policy or other terms and must manually click to accept those terms before using the online service.
These two methods of creating a user agreement demonstrate the difference between the GDPR definition of valid consent and the old ways of automatically implying consent.
In others words, a clickwrap agreement is compliant with the GDPR, while a browsewrap agreement is not.
Some examples of NOT obtaining users’ consent
	If you include a paragraph in your Privacy Policy or Terms that says using your site or app means users consent… you don't get a valid user consent. The user's consent is not given simply because they are browsing or using an online service.
	It is the same thing for getting consent to a cookies policy through the browsewrap statement "By using this site you agree to the placement of cookies on your computer in accordance with the terms of this policy." This is not compliant with GDPR policy.
	It doesn’t work either if you post this kind of sentence: "By continuing to browse the site you are agreeing to accept the terms.".
	Do not use either pre-tick checkboxes when a user registers for your service.

Keep in mind that the user must be informed about the site's use of cookies, etc., AND take a clear, affirmative action to consent to that usage of their personal data.
To go further:
	GDPR: EU General Data Protection Regulation: https://www.termsfeed.com/blog/gdpr/







Notion 22
The role of the project manager in ensuring privacy
Target skills
Recognize the qualities of a project manager that prioritises privacy of users/collaborators

Privacy of data doesn’t concern only business data and users data. Project management should also take into consideration personal information of the collaborators. Indeed, if you don’t care about the sharing of private information within your organization, employees can also be a target to extract data from attackers. So, it is important to avoid dealing with any personal information out of the scope of your collaboration. Additionally, project management implies that no personal information from your employees is shared unless it is strictly required. Here are some recommendations to set up a secure and peaceful working environment:
1. Don’t multiply tools of communication with your collaborators. Hundreds of collaborative communication tools exist. The less the better. Select the most appropriate for your business.
2. Set guidelines for collaboration. Evaluate the collaboration tools you use in your business and prepare guidelines to facilitate the entire flow of collaboration.
3. Manage document access, according to the level of communication needed (admin level, manager level…)
4. Monitor collaboration environment thanks to a project management software
5. Restrict personal information sharing to ones strictly needed.
6. Audit third-party integrations and applications. Collaborative working environment and digital project management rely a lot on third-party integrations. They should be closely monitored and audited to assure that it does not introduce any threats to your collaboration platform.
7. Organize and protect customer data. If you can properly organize and protect customer data, it is easy to facilitate secure collaboration for various use cases. Monitor what kind of  information is being accessed by employees, and how secure it is to access the data via collaboration tools. Set a policy for accessing customer information when needed.
8. Implement security awareness training. Keep your team updated of internal and external privacy policies of your organization. Ensure that your guidelines are easily accessible for all.
9. Regularly audit your internal processes by a peer.






Notion 23
Conducting a Privacy Impact Assessment
Target skills
Identify the purpose of a Privacy Impact assessment for ensuring data protection

What is a privacy impact assessment?
Privacy Impact Assessment (PIA) is all about analyzing how an entity collects, uses, shares, and maintains personally identifiable information, related to existing risks.
The goals of a PIA
A PIA should accomplish three goals:
1. Ensure conformance with applicable legal, regulatory, and policy requirements for privacy
2. Determine the risks and effects
3. Evaluate protections and alternative processes to mitigate potential privacy risks.
When a PIA is compulsory?
The General Data Protection Regulation (GDPR) specifies the cases where an PIA is necessary and its content, as well as the obligation to check the consistency of the PIA, such as, for example, in the case of a practice which is likely to result in a high risk to the rights and freedoms of natural persons; an action which consists of a systematic and thorough evaluation of personal aspects relating to natural persons, based on automated processing, including profiling, and on the basis of which decisions are taken which have legal effects on a natural person or which significantly affect him or her in a similar way; or the systematic large-scale monitoring of a publicly accessible area...
Key points of a PIA
The Privacy Impact Assessment shall include at least the following points
1 a description of the processing operations and the purposes of the processing, including the legitimate interest pursued by the controller
2 an assessment of the necessity and proportionality of the processing operations in relation to the purposes
3 an assessment of the risks to the rights and freedoms of data subjects;
4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of personal data and to demonstrate compliance with this Regulation, taking into account the rights and legitimate interests of data subjects and other persons affected.






Notion 24
How can data protection lead to more sustainable project management?
Target skills
Identify the benefits of a good data protection policy.

Many companies and individuals still see the GDPR as an additional constraint on their practices.
However, there are significant benefits to implementing good data protection practices.
Reinforcing trust
Beyond the legal obligation, complying with data protection legislation helps to establish two key values for employees and customers: trust and transparency. These values are as important within your company as they are outside, to develop a good brand image and reassure your customers and clients.
Gain efficiency and sobriety
Identify the personal data essential to your activity, update it regularly, delete obsolete or erroneous data, discard all useless data and information collection... all these practices allow you to keep precious information always up to date, limit its storage and optimise its daily management. You can therefore reconcile efficiency, productivity and eco-responsible practices.
Secure your company's assets
Data is essential to the development and value of your company. Protecting it correctly is therefore essential to its proper functioning. Indeed, a breach or a computer attack can have disastrous effects on your business...
Develop new services
With the new practices it generates, the legislation also provides an opportunity to develop new services, around data portability for example...






Notion 26
The importance of the personal data processing principles
Target skills
To get acquainted with the basics of data protection and GDPR

Data protection and security on the net
Before you start working on your digital project, there are a few things you should consider. Here are some things you should know about the importance of data protection and the laws that guide these processing principles. And when we say laws, we mean in particular the European Union's (EU) General Data Protection Regulation (GDPR). This law is the most strict data protection and security law in the world.
What is data protection and why is it important?
With the rise of user generated data (UGD) and the exponential industrial value of data, data protection regulations safeguard individuals' personal data by giving them more control over how their data is collected, used and protected online.
Definition of UGD: All content created, published and/or submitted by individuals on online platforms [e.g. experiences or feelings in the form of images, videos, audios, texts (comments or reviews )].
This Regulation also contains accountability measures for organisations processing those data. They also provide for remedies for unauthorised and harmful processing of data.
What is the GDRP?
As mentioned above, the GDRP is the strictest data protection and security law in the world. Although it was drafted and adopted by the EU (applicable since May 2018), it imposes obligations on organisations anywhere in the world as long as they target or collect data on people in the EU.
GDRP and the accountability of organisations
With the GDRP, organisations commit to strict new rules on how they use and secure the personal data they collect from people. These include, for example
the mandatory use of technical safeguards such as encryption and higher legal thresholds to justify the collection of data.
Companies that violate the GDPR's data protection and security standards face heavy fines, which can run into tens of millions of dollars. For example, 4 percent of their annual global turnover or 20 million euros, whichever is higher.
Make sure your company is in compliance with the GDPR
You have seen here in a few words what the GDRP is all about, and you can read more about certain aspects of the regulation below. Note that the Regulation itself (without the accompanying guidelines) is 88 pages long. Therefore, if you are affected by the GDPR, we strongly recommend that someone in your company reads the Regulation and that you consult a lawyer to ensure that you comply with the GDPR.
For more information, please visit: https://gdpr.eu/






Notion 27
First GDPR principe: lawfulness, fairness, transparency
Target skills
Learn more about the first GDPR principle.

The core of the General Data Protection Regulation consists of 7 principles, which you have briefly introduced to in previous lesson, Notion 18. In this lesson we will explain in more detaileach of the principles. Here we will introduce you to principle No. 1 (lawfulness, transparency and fairness) of the GDPR
What is lawfulness?
When an organisation processes personal data, it must always do so in accordance with the law (GDRP). In other words, there must be a legitimate legal basis (grounds) for processing personal data
The specific grounds for processing data must be identified and at least one of the following must apply:
	a) The data subject has consented to the processing of his/her personal data for one or more specific purposes.
	b) The collection of the data is necessary for the future processing of a contract in which the data subject is an interest.
	c) The person in the organisation who is responsible for processing the data is legally obliged to do so.
	d) The data must be processed in order to protect the vital interests of the data subject.
	e) The processing is necessary for the performance of a task carried out by the "data controller" (see Notion 26) in the public interest or in the exercise of official authority (the data controller).
	f) The organisation (or another party) has a legitimate interest in processing the data. Unless the interests or fundamental rights of the data subject override this interest.

In summary, the processing of data is 'lawful' or legitimate if at least one of the above grounds is met. Again, it all depends on the intention and the relationship between the parties involved.
What is fairness?
When data is processed, it must be done in a way that people would expect and not in a way that has an unjustified negative impact on them. So when you process data, you need to ask yourself two things:
1) Will the processing have a negative impact on an individual or group?
2) Is the processing of data justified?
If it is not, then you are in breach of this principle. "If any aspect of your processing is unfair, you are in breach of this principle - even if you can show that you have a lawful basis for the processing." (ICO, s.a.).
What is transparency?
Transparency means being clear, honest and open. When it comes to privacy and data protection, this means that individuals should know from the outset how and why their personal data is being collected and processed. Therefore, an organisation needs to communicate this in simple language so that everyone can understand. When individuals have this information, they can exercise their rights
To help you understand these concepts, here is a real-life example:
In March 2018, two of the world's biggest newspapers (The Guardian and the NY Times) published stories about "how the personal data of over 50 million Facebook users ended up in the hands of Cambridge Analytica" (Privacy International, 2019). The consulting and data analytics company (Cambridge Analytica) illegally obtained data from Facebook through a third-party app (a personality test), without users' consent and without a legal basis. This scandal was a catalytic event in terms of data protection laws and regulations. In fact, 2 months after this event, the GDRP came into force.
Therefore, it is fair to say that there was a complete breach of Principle No. 1 of the GDRP and we will explain why:
The personality test mentioned earlier ("This Is Your Digital Life') was developed by a Cambridge Analytica employee. The test created a psychological profile of the person answering the questions, which the company used to target individual voters with the aim of predicting and influencing people's voting decisions and increasing support for the 2016 Trump presidential campaign (Privacy International, 2019). For the test, there was an informed consent process for the research, with thousands of Facebook users agreeing to complete it for academic purposes only. However, Facebook allowed this application to collect personal data not only from respondents but also from their Facebook contacts.
Facebook's sharing of the data and Cambridge Analytica's use of the personal data without people's consent was completely illegal (lawfulness). People's fundamental rights and freedoms were violated, not to mention the potential negative impact on people on a collective level (powerlessness). Furthermore, the questionable way of asking people for their consent and then using their personal data as a strategy to target them and influence an election (transparency).
References:
	Privacy International (2019, April 30). Cambridge Analytica, GDPR - 1 year on - a lot of words and some action. Retrieved from: https://privacyinternational.org/news-analysis/2857/cambridge-analytica-gdpr-1-year-lot-words-and-some-action
	ICO (s.a.) Principle (a): Lawfulness, fairness and transparency. ICO, Information Commissioner's Office. Retrieved from: https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/principles/lawfulness-fairness-and-transparency/







Notion 28
Second GDPR principle: purpose limitation
Target skills
Learn in what consists purpose limitation principle.

Principle 2 - Purpose limitation
By purpose limitation we mean that anyone collecting personal data is obliged to state explicitly how and for what purpose it is to be processed. To this end, the individuals whose data is collected sign a consent which the organisations or companies collecting the data cannot change. Should the purpose be changed, a new consent must be signed.
If further processing is possible:
Suppose you have consented to receive information from your bank by email so that it can offer you new products (e.g. a loan), then the bank can use your personal data. In this case, this processing would be possible because the purpose for which you originally provided your personal data is compatible with the new purpose (to offer you a better product).
If further processing is NOT possible:
Let us take the example with the bank again. This time, imagine that the bank wants to share your personal data with different insurance companies (companies it has partnered with) so that they can offer you insurance products. Using the data from the contract you signed for your bank account would be illegal. In this case, the purpose is quite different from the one for which you signed the contract and therefore it would not be possible for the bank to share your data without your consent. If it did so, it would be in breach of the principle.






Notion 29
Third GDPR principle: data minimization
Target skills
Learn what is data minimzation principle.

Principle 3 - Data minimisation
Article 5 of the GDPR states that personal data must be: "adequate, relevant and limited to what is necessary for the purposes for which it is processed (data minimisation)". This means that those who process data should only have information that relates to the specific purposes of that data processing. To achieve this, companies should only request the information that is strictly necessary and share as little information as possible. It also means that they should regularly review the data they hold and delete any information they no longer need.
Example: Your favourite clothing shop has an online platform and you are interested in receiving information about sales by email. When you go to the form to fill out your contact information, you see that it asks for the following information: First Name, Last Name and Email. However, to take you to the next page, you will also be asked for your Gender, Address and Occupation. Note that according to this principle, these details should not be mandatory, as they are not relevant for informing about upcoming sales and therefore do not comply with this data standard.
For you to have a better picture of this, here is a short video where you can see how the principle of data minimisation works:
https://www.youtube.com/watch?v=qVCsT6M5awE






Notion 30
Fourth GDPR principle: accuracy
Target skills
Learn what is accuracy principle of GDPR.

Principle 4 -Accuracy
Article 5 of the GPDR states that personal data must be "accurate and, where necessary, kept up to date". No incorrect or misleading information should be stored. Therefore, all reasonable steps must be taken to ensure that the personal data processed is accurate and regularly updated
https://www.canva.com/design/DAFTaJQ74yw/view
Individuals do indeed have the right to request the deletion or rectification of inaccurate data. However, outdated data does not always mean inaccurate data, e.g. in the case of historical records. Consequently, it must always be clear what the intention behind the processing and storage of personal data is, because what it is used for may have an impact on whether it is accurate or not
To better illustrate this last idea, here is an example:
If a person moves from Madrid to Barcelona, a record that says they currently live in Madrid is obviously "innacurate". However, a record that says the person once lived in Madrid remains "accurate" even if they no longer live there.
Another example:
A hospital updates its database. What happens to the data of patients who have been misdiagnosed? Well, even if the diagnosis is corrected, the information is part of the patient's medical record. In this case, the information is relevant to explain a specific treatment given to the patient or other health problems that occurred as a result of the treatment
Watch this short video to better understand the principle of accuracy:
https://www.youtube.com/watch?v=82pJc2NB9w4






Notion 31
Fifth GDPR principle: storage limitation
Target skills
Learn what is storage limitation principle of GDPR.

Principle 5 - Storage Limitation
As we mentioned earlier, data protection regulations protect individuals' personal data by giving them more control over their personal online information. It also holds organisations to account if that personal data is processed in an unauthorised and harmful way. One of the ways to minimise risk is through time, i.e. the storage of data has an expiry date. For this reason, an important principle called "storage limitation" has been included in the GDRP.
What is storage limitation?
The storage limitation principle refers to the period of time an organisation has to retain an individual's personal data. When this period expires, organisations should be responsible for deleting the personal data held. Although the GDRP law does not set specific time limits for different types of data, it does require that organisations set these time limits based on the purpose of the processing, in other words, organisations should determine the period of time for which an individual's personal data will be kept
Again, personal data should be deleted unless there is a reason to keep it. For example, a company may keep some personal data about a former customer to protect against possible complaints or legal claims, but to what extent does it need to keep records of that relationship after a certain period of time and after the business relationship has ended?
To better understand this concept, here is another example that illustrates this case.
"A bank holds personal data about its customers. This includes the address, date of birth and mother's maiden name of each customer. The bank uses this data as part of its security procedures. It is reasonable for the bank to keep this data for as long as the customer has an account with the bank. Even after the account has been closed, the bank may still need to keep some of this data for a certain period of time for legal or operational reasons." (ICO, 2022).
To summarise the storage limitation principle look at the following table: https://www.canva.com/design/DAFBmqaAjrM/view
References:
(ICO, 2022). Principle (e): Storage limitation. ICO - Information Commissioner's Office. Retrieved from: https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/principles/storage-limitation/






Notion 32
Sixth GDPR principle: integrity and confidentiality.
Target skills
Learn what is integrity and confidentiality principle of GDPR.

Principle 6 - Integrity and Confidentiality (Security)
This principle states that personal data must be:
"processed in a manner that ensures appropriate security of personal data, including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures ('integrity and confidentiality')" [Wolford, B. 2018].
In simple terms, it is called a security principle because it is closely related to information security and the protection of information systems and networks (cybersecurity). As organisations sometimes handle sensitive (personal) information, those responsible for controlling data within the organisation need to ensure that security measures are in place to prevent data from being accidentally (or intentionally) compromised and causing harm to a third party.
For example, an organisation backing up its systems and the personal data stored within them. It applies the "3-2-1' backup strategy, where three copies of the data are stored on different servers.
If the company is affected by a ransomware attack and there is a data loss, an individual's personal data could be at risk. With 3 backups, the company is able to restore the systems without major interruptions and without the loss of personal data.
If you would like to read in more detail about the GDRP's security provisions, you can find some additional information here
(ICO, 2022). Security. ICO - Information Commissioner's Office. Retrieved from: https://ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/security/






Notion 33
Seventh GDPR principle: accountability
Target skills
Learn what is accountability principle of GDPR.

Principle 7 - Accountability
Organisations can claim to follow all rules and regulations without actually doing so. To ensure that this does not happen, the GDRP includes a principle on accountability. In simple terms, accountability means being able to demonstrate that.
Accountability is "not a tick box exercise". In relation to the protection of personal data, this principle refers to the responsibility of people in organisations to comply with the GDRP regulations by demonstrating compliance.
Accountability measures include (but are not limited to):
	Adequate documentation of what personal data is collected and processed;
	Reporting on the purposes and for how long the data is processed;
	Adequate documentation of the procedures and processes related to responding to a data breach;
	Adequate documentation on the establishment of information systems;
	(If required) The existence of a "data controller" or "data protection officer" who is involved in the planning and operation of the organisation's data protection measures.

What is the role of a "data controller" or "data protection officer"?
Some organisations are required to appoint a "data controller". The "data controller" or "data protection officer" is the person in an organisation who decides why and how personal data should be processed. He/she is responsible for establishing appropriate protocols and for continuously assessing, evaluating and reporting on the organisation's approach to data protection. He/she is also the person who responds in the event of a data protection breach.
To illustrate this, please recall the example on notion 28 (purpose limitation) about the bank wanting to send you information about new (banking) products. Imagine that in this case the bank wants to use your personal data for other purposes. To ensure that this is lawful and to be accountable, the bank should check whether this new purpose of the data is compatible with Article 6 (4) of the GDRP (accountability principle).
Once this assessment has been made, it should be determined that the new purpose is compatible with the original purpose for which the personal data was collected. Consequently, the organisation should write or keep a record of the "compatibility assessment". In this report, the organisation must explain the reasons for the decision and indicate what reasonable safeguards it has put in place.
Up to this point, we have an overview of the 7 principles of the General Data Protection Regulation (GDPR), which form the core of best practises in data processing. They form the basis for all processing activities and business practises - from the design stage through the entire data processing lifecycle.
See also Article 6 (4) of the DGRP: https://gdpr-info.eu/art-6-gdpr/






Notion 35
What is digital project management
Target skills
Learn the management

"Digital project management uses technological innovations to achieve project goals. The digital project process includes collaboration, communication and meeting target dates."
In a world where the market is constantly evolving and changing. Companies are expected to be able to adapt quickly and in the best possible way, to new demands and new technologies.






Notion 36
Types of digital projects
Target skills
How it differs from general management and IT project management.

There are various types of digital projects.
Here are some examples
	Website design and development.
	Software development.
	Mobile application development.
	Strategic content creation.
	Creation of digital marketing campaigns.
	Social media content management.
	Search engine optimisation.
	User interface design and user experience.
	Supporting companies in their transition to digital.







Notion 37
Roles and responsabilities of a digital project manager.
Target skills
Learn what role and responsibilites a DPM has

A project manager is responsible for taking ownership of the project objectives and using his or her expertise and skills to inspire a sense of shared purpose within the project team. His main role is to oversee the project from its conception to the expected results.
The main responsibilities of a project manager are to
	Plan. Develops the strategy to be adopted and how to achieve it.
	Establish and manage the budget.
	Leading. Ensures a team is assembled and leads it.
	Executes and participates actively in each stage of the project.
	Ensure that time is managed and that the project progresses smoothly.
	Ensure that a follow-up plan is in place after the project is completed.







Notion 38
Skills needed for a digital project manager.
Target skills
What skills are required for a project manager.

A digital project manager must be able to combine technical, special and complementary skills.
The skills required to be a good project manager are
	Have a thorough knowledge of new technologies and how to use them to achieve the project objectives.
	Have an excellent knowledge of the project cycle.
	Ability to collaborate.
	Ability to work in a team.
	Conflict resolution skills.
	Leadership skills.
	Methodical and excellent time management skills.
	Organised.
	Ability to adapt.







Notion 39
Qualities an inclusive project manager should have
Target skills
What skills are required for a project manager.

"Inclusive leadership refers to the need for greater diversity, as well as the development of better relationships between senior managers and employees."
4 key principles of inclusive leadership
	Dynamic and open to change.
	Collaborative and inclusive spirit.
	Shared values and ethics while being aware of the diversity of profiles within the team.
	Incentive and encouraging.

The qualities that an inclusive project manager should have are
	Ability to adapt to the uniqueness of the people in the team.
	Ability to bring out the different potentials within the team.
	Ability to create an inclusive environment.
	Ability to unite the team around a project.
	Ability to take advantage of the diversity and complementarity of the team.







Notion 40
Understanding computer use of people with disabilities
Target skills
Develop an understanding of how people with disabilities use digital devices (hardware and software) and of their digital habits.

How do people with disabilities use computers?
People with Mobility-impairment may have trouble using the hardware of their computers (moving a mouse, pressing a switch, etc.) rather than understanding and interpreting information. Different solutions can be applied in this case:
	Keyboard guards and overlays. A thick plastic sheet with holes helps guide fingers to the correct key. It is useful if a person has cerebral palsy or a tremor that causes them to press different keys at a time or if they press the wrong keystrokes.
	A replacement mouse. This can include a device that operates using foot pedals, trackballs, or others.
	Slow keys and on-screen keyboards. These solutions are efficient since they can predict the word you are trying to type and the words that might follow it.
	Switch devices. Switches allow users with mobility impairments to operate their computer with one or two buttons that can be pressed whenever a person needs them.

Deaf and hard-of-hearing people may have fewer adaptation needs for their hardware since computers are largely silent devices that communicate visually. One can, for example, set the volume of a sound to zero and instead rely on a notification or menu bar to flash in place to transfer information. Unfortunately, assistive technology devices are somewhat limited for adapting to this disability. A hard of hearing person can use amplified headphones or a quality speaker, but these are standard additions that have no bearing on web design or programming.
A visual impairment may be one of the most significant disabilities affected by computer use.
	People with a relatively modest visual impairment require screen magnification software (enlarging the size of text, menu bars, and icons). Software designed for this purpose can also transform the mouse's cursor into a moving magnifying glass.
	People with a complete visual impairment will require a screen reader, a program that reads text, menus, and icons on the screen aloud.
	A deaf-blind person will use a braille display exclusively.

[image: All media on this site are described by the text nearby]When it comes to people with learning disabilities, adaptive technology tools can help facilitate the demonstration of their various skills and compensate for the challenges they face.
A person with dyslexia can benefit from regular use of integrated word processor functions such as:
	Spell check
	Grammar check
	Changing font size and colour

Other individuals have difficulty organizing and integrating thoughts and ideas while writing. Concept mapping software allows for the visual representation of ideas and concepts. These representations are presented physically and can be linked with arrows to show the relationship between ideas. These graphically represented ideas can be connected, reordered, colour-coded, and combined with various icons to suit users' needs.
Speech recognition products provide proper tools for individuals with a wide range of learning difficulties. Speech recognition software takes the spoken word through a microphone and converts it into a machine-readable format. The user speaks into a microphone with pauses between words (discrete speech) or in a normal speaking mode (continuous speech).
A talking calculator is an appropriate device for people with dyscalculia. Hearing the calculated response can help these users who commonly reverse or transpose numbers.






Notion 41
Benefits of including people with disabilities on your project team
Target skills
Learn about the benefits for your project team from the involvement of people with disabilities.

Many project managers still do not recognise the importance and benefits of including and hiring people with disabilities.
Why has the practice of engaging people with disabilities been neglected? Some managers believe that it may be costly to meet the specific needs of people with disabilities. However, research has shown the opposite. Organisations that put in place practices for hiring and supporting these categories of people can achieve tangible benefits.
What are the main benefits of including people that live with disabilities on your project team?
	Diversity and innovation. To promote innovation, the key is to have a diverse project team. Staying relevant requires that initiatives collect the input of people of all cultures, genders and life experiences as they can contribute with differing and valuable perspectives.
	Lower employee turnover. Studies have shown that people with disabilities are more likely to stay longer in a project role than team members without disabilities.
	High work quality. Different studies have demonstrated that the job performance of people with disabilities is not lower but equal to or even higher than colleagues without disabilities.
	Increased cultural exchange and morale. Accommodating the needs of people with disabilities facilitates the creation of an inclusive environment, which improves the relations between members of a team. In addition, working alongside disabled people makes others more aware of how to make the project conditions more inclusive for everyone.
	Reputational benefits. Surveys have revealed that intended target audiences are more likely to engage with the products and services of an organisation when it takes steps to ensure easy access for people with disabilities.







Notion 42
Recruiting people with special needs in Planning Usability Testing
Target skills
Become introduced to usability testing and the importance of engaging users with disabilities in planning usability testing.

Usability testing is a fundamental process for introducing a new product and service and a crucial consideration when implementing a new digital accessibility initiative. People with disabilities use various tools and devices to navigate online. Automated tools may help web administrators identify specific types of barriers that could affect people with disabilities (such as inadequate colour contrast). However, this is not always the case.
The solution is to use a combination of automated and human tests when developing digital content. Most importantly, human testing should involve people with disabilities. The goal is to gather valuable insights, and these users can provide varying perspectives. The reasoning is simple: when people live with a condition that changes their navigation habits, they have more awareness of how different tools work.
What insights can testers with disabilities provide?
	Language Guidance. An expert who has a disability may be able to highlight word choices that might seem insensitive, discriminatory or incomprehensible.
	Future-Proofing. The Web Content Accessibility Guidelines (WCAG) are regularly updated to adapt to new technologies. People with disabilities can highlight problem areas to help a website maintain compliance.

How to recruit people with disabilities in planning Usability Testing?
	Plan for additional recruiting. Adding specific requirements for participants (such as the type of disability) may add more time and effort to the task. However, people with disabilities are more likely to participate in studies to support a more accessible product.
	Create a reliable database of contacts. Places to search for participants with disabilities are mailing lists, social media groups, local disabilities support groups, and university programs for students with disabilities.
	Consider pilot tests as a recruitment tool. Some disabled people are part of networks that actively share accessibility information, and news of a usability test experience can spread quickly.
	Add appropriate information to the recruitment. Additional information that you can include in the recruitment screener can be specifying the use of technology and alternative formats for printed materials.
	If it is necessary, arrange for interpreters. For example, if the participants involved in the user test are deaf, it could be crucial to find, schedule and pay for sign language interpreters.
	Plan to reimburse participants for necessary expenses. There might be some additional cost expenses and considerations. For example, transport might be complicated and expensive for people with disabilities.
	Schedule time for the participants to become familiar with the product. The usability test schedule might include time for the participant to interact with the product before the usability testing begins.







Notion 43
The role of assistive technologies and choosing the best location during user testing
Target skills
Increase your knowledge of usability testing by learning about the role of assistive technologies and location selection for carrying out the most optimal user testing conditions.

The role of assistive technology during user testing
There are particular considerations when it comes to user recruitment, task and data analysis when testing a service/product with users with disabilities.
First, the testing facility must be accessible and provide the required assistive technology. This is a crucial initial step in determining participant characteristics. Since different assistive technologies can interact differently with the same application, it is essential to include multiple versions of these technologies in the evaluations themselves.
A person's skills and experience in using a particular assistive technology may also affect user testing. For example, a low-skilled user may not know how to use a tool and spend a lot of time figuring it out rather than utilising the test product. Furthermore, the problems identified could be because the participant does not know how to use the product effectively and efficiently.
Generally, recruiting users with a medium-high skill level with assistive technologies is better. The best solution could be to interview them by phone or in-person to evaluate whether they meet the requirements and are skilled in the use of assistive technology.
Choosing the best location
When choosing an optimal location, remote evaluation sites do not provide the same results as in-person usability tests. The usability session must be held at an accessible locationwith face-to-face sessions. An accessible location can include one or more of the following:
	Adequate proximity to public transport and accessible parking spaces.
	An accessible bathroom.
	Stair-free access to meeting rooms or access through an elevator.
	Wheelchair access into the building
	Signage about obstacles (steps, for instance) or items on workstations such as desks.







Notion 44
Learning from people with disabilities
Target skills
Become familiar with the important life lessons you can acquire from people with disabilities.

Even though people with disabilities may face several distinct challenges in their lives, there are various positive lessons that others can learn from how they lead their lives. People with disabilities can be particularly insightful because they make others consider their "life difficulties" from an alternative perspective. As a result, these individuals are able to achieve a lot in life and teach us lessons that we would otherwise take for granted.
What are some life lessons people with disabilities can teach us?
	Being patient. Patience is a virtue we are taught from childhood. However, when you have a disability, you have a greater understanding of its importance. One reason for this is due to the fact that people with disabilities must wait longer to complete certain tasks than others.
	Don't worry about trivial things. As having a disability brings a few adversities, many situations can present challenges. A person with a disability learns early in life not to let stress levels get too high. Otherwise, it would be challenging to achieve essential goals. Therefore, facing challenges regularly has meant developing the ability to prioritise what's important and what isn't.
	Being different is an opportunity. Standing out from others can bring situations and opportunities that one may not experience in routine daily life. Being different allows a person to use their difference to raise awareness and convey important messages to others.
	Don't judge a book by its cover. From just appearance alone, you can never know what a disabled person is capable of doing. Similarly, many people have an 'invisible' disability, such as a learning disorder. Therefore, the disability itself should never be used as a measuring stick to determine someone's abilities or qualities.
	Fitting in is overrated. People that do not have a disability often rely too much on appearance, believing it to be a necessary factor for fitting into society. People with disabilities, on the other hand, embrace their differences and live much more freely instead of being confined to impossible beauty standards.
	Always put things in perspective. Stressing about the little things in life is not healthy. The negative aspects can be disappointing, but we need to think about the bigger picture. You will find that many people living with a disability are more relaxed about the little things in life.
	You don't need a perfect body to be happy. Disabled people are often more content than others who have not had to fight so hard for their happiness and the pursuit of a dignified life. In addition, they are much more serene than people who believe that having a" perfect" physique is the secret to happiness itself.
	Enjoy life because it is short. Embrace the good things in life when they arise. Life brings ups and downs, and living with a disability carries specific lessons that people rarely experience.







Notion 46
Inclusive writing
Target skills
Learn the principles of inclusive writing

As the world of work becomes more and more digitalized, screen-based business interactions are becoming the norm. We write many emails, text messages, presentations, and instant messages every day. These daily interactions may seem trivial, but they play an important role in inclusion. Inclusive management means the written language used by managers and employees must respect and represent diversity as much as possible. It is therefore important to be aware of the rules of inclusive writing and its challenges.
Inclusive writing is not simply being "politically correct". It is a form of writing that attempts to take into account individual differences, cultures and experiences. Inclusive writing avoids words, phrases and sentences that could convey prejudice, stereotypes or obsolete views about people and their particularities. It is a form of writing that attempts to be welcoming and courteous, respects and values each person as full members of society, uses more precise vocabulary to avoid exclusion or discrimination. It is also an approach that implies profound changes and that can sometimes conflict with legibility issues. That is why inclusive writing is constantly evolving.
Gender
Among the languages of European countries, there are different linguistic treatments of gender.
	Natural gender languages : for instance, in some languages like English, personal nouns are mostly gender-neutral, and there are personal pronouns specific to each gender. The main strategy used for inclusive writing is neutralisation.
	Grammatical gender languages : in some languages like French, Italian, Spanish and most European languages, every noun has a grammatical gender and the gender of personal pronouns usually matches the reference noun. The strategy usually consists in feminisation.
	Genderless languages : in some other languages like Hungarian or Finnish, there is no grammatical gender and no pronominal gender. It is way more simple to be inclusive, no strategy is usually needed.

Tips to be gender inclusive in every language :
	Omit the pronoun
	Change the possessive pronoun « his » to « a » or « the »
	Use the relative pronoun « who » instead of « if he »
	Use gender neutral terms like « housemaker » instead of « housewife », « humankind » instead of « mankind »

Disability
When talking about people with disabilities, try to use sentences which do not stigmatize these persons. For instance :
	The handicapped => persons with disabilities
	An epileptic => a person with epilepsy
	The blind people => with visual impairments
	Confined to a wheelchair => wheelchair user
	A victim of… => a person who has…

Other aspects of inclusive language
	Do not stigmatize. The elderly => older persons /persons over the age of…
	Poor people => economically disadvantaged person, person living at or below the poverty line.
	When talking about relationships generally : husband/wife => partner or spouse
	Ethnic background or nationality : try to be as specific as possible

Sources :
Inclusive Writing Guide – Verblio.com https://www.verblio.com/inclusive-writing-guide
Inclusive language and clear writing – Clear writing for Europe 2021 - Ec.europa.eu   https://ec.europa.eu/info/sites/default/files/education/events/documents/cw2021-inclusive-language-and-clear-writing-andrasegyedi-clairechevalier-karen-margaret-walker.pdf






Notion 47
Accessibility in written interactions : e-mails, text messages, instant messages
Target skills
Learn how to write accessible written messages

According to the universal design principles, you need to make your content accessible to people with a wide range of abilities, disabilities, and other characteristics. These rules apply to websites but also to tools such as emails and instant messaging for workplace and external communication. Of course, the Web Content Accessibility Guidelines we have seen in the 100 points to know about digital accessibility also apply here. If you need a reminder, do not hesitate to refer to the lesson 8 of the previous module. However, here are some tips specific to email and text messages that may be useful.
Tips to write accessible emails
	Use simple, sans serif fonts: Arial, Calibri or the Accessible DfA font
	Use a font size of at least 10 points
	Align texts on the left (avoid justifying)
	Avoid italics
	Check the contrast between the font color and the background and limit the total number of colors used
	Use a neutral background: no decorative stationery or background images
	Fill in a replacement text for all images (Office suite: right click on the image > Image Format > Replacement Text > « Description » field)
	Use the « Title » and « Subtitle » styles from the « text format » menu if the email is long and has several sections
	Write explicit link labels : prefer « discover our offers » to « click here » or « learn more »
	Check that the size of the buttons and clickable areas is sufficient (1cm on each side)
	Attachments: Use the « Insert » function to add an attachment so that the screen reader indicates its presence, it will appear in the « Attached » field

Tips to write accessible emails and text messages
	Keep the accent of capital letters
	Translate emoticons, for example: [smiley wink] instead of the classic " ;)
	Avoid animations, GIFs and flashes
	Capitalize the beginning of each sentence but avoid capitalizing entire sentences

Tips to write in plain language
Plain language principles are important when it comes to people who do not know the language well or who have cognitive deficiencies: poor memory, concentration difficulties, language disorders...
To make reading easier, here are a few writing principles to adopt:
	Write short sentences. In most cases, the subject+verb+complement form is sufficient to convey the desired idea
	Keep paragraphs short and limit yourself to one idea per paragraph
	Use the active rather than the passive voice
	Sentences are written in a positive, not negative way
	Use simple bulleted or ordered lists whenever it makes sense
	Use simple terms. Avoid technical terms, abstract concepts or internal vocabulary...
	Insert illustrations to explain the content : diagrams or computer graphics (respecting the accessibility of images)
	Use examples to clarify what you are saying,
	Avoid using acronyms. If you use them, explain what the letters mean
	Explanations are systematically provided for complicated words, with a glossary
	The date is written in words: April 4, 2019. The month must appear clearly to avoid any ambiguity of language
	The long numbers are segmented: example of a GSM number: 621 111 222
	The time is written in digital form: 12:10 or 12h10
	Postal addresses are written in the same way as envelopes

Sources :
Langage clair – Renow.public.lu https://renow.public.lu/fr/guides-pratiques/accessibilite/langage-clair.html






Notion 48
Inclusion in digital meetings
Target skills
Learn how to organise inclusive digital meetings

According to Pieter Levels, there could be more than one billion remote workers by 2035. The pandemic has accelerated the telecommuting trend, making the issue of digital inclusion in the workplace even more urgent.
Companies must ensure that the workforce of every user faces no barriers when setting up a remote environment. When a video conference is organized, you need to consider the elements that can make the meeting accessible to all. Here are some tips to make your digital meetings inclusive.
Communicate the agenda and meeting materials in advance
If you are the organizer of the meeting, consider sending an email to all participants with the agenda, meeting topic and slides as soon as possible. Ideally, these elements should be sent a week in advance, so that people with disabilities can read them and, if necessary, convert them into alternative media. Beyond disability situations, this is a powerful productivity tip that will benefit everyone:  introverts, people who might need to prepare answers to potential questions, but also those who work from home with children or in a noisy environment.
Choose a video conferencing tool with accessibility options
Some video conferencing platforms offer specific features to make the meeting accessible to everyone. For example, automatic live captions when someone speaks for deaf or hard of hearing users. It is also recommended to use software accessible to blind or visually impaired people and to use screen readers that transform the data displayed on the screen into audio or Braille elements.
In the next lesson, we will introduce you to some video conferencing tools and their accessibility features.
Use appropriate devices - audio and video quality are important !
The quality of the audio impacts the understanding of the live meeting but also the possible transcription of the recording. Ask all participants to use proper speakers and microphones to ensure that the sound is clear. Also ask anyone who is not speaking to mute their microphone so that no one is distracted.
Also, make sure that faces are clearly visible, in the webcam's field of view, without backlighting and with sufficient lighting. This is especially useful for people with hearing loss who practice lip-reading.
Communicate in the chat and use the "reaction" functions
All of the features of your video conferencing tool can be useful in facilitating everyone's participation. Make sure all participants know how to use them. For example, the « raise your hand » feature allows someone to signal that they want to intervene, which is useful to avoid interruptions.
The chat can also be a tool to share data with all your collaborators and to facilitate the understanding by people with disabilities. For example, write proper names, addresses and numbers in the chat.
Regulate exchanges : be careful about clarity and interruptions
Announce your first name when you start talking, and do not speak too quickly. Pay attention to who speaks and who is interrupted. Interruptions can be very uncomfortable for people with disabilities. If everyone is talking at once, people with visual impairments can quickly lose track since they only have access to audio. Hearing impaired people who use automatic subtitles or a transcription tool can also get lost because the tools will have trouble transcribing a cacophonous conversation correctly. The same is true for people with cognitive disabilities.
Record the meeting and leave a retranscription
The amount of information exchanged during a videoconference can be considerable. It is a good idea to record your videoconferences as it will help you avoid losing valuable information during your meetings.
With video files, you can easily add subtitles and generate transcripts to follow up with your collaborators and ensure that even people with disabilities have access to the information and can retrieve it if needed.
Ask for feedback
One of the best ways to improve everyone's experience is to get their input on where the meeting could be improved. Ask your team what could be better and what they felt was missing during that meeting. Digital inclusion is an evolutionary process that requires everyone's participation !






Notion 49
Accessibility of online video conferencing tools
Target skills
Be able to choose the most suitable online videoconferencing tool

In order to offer inclusive digital meetings, it is important to choose the right videoconferencing tool. To guide you in this choice, we present here the most used videoconferencing tools at work as well as their accessibility proposals: visual accessibility, text input in instant messaging, voice synthesis, automatic subtitling, simplified reader...
Videoconferencing tools generally respect the official Web Content Accessibility Guidelines (WCAG). But accessibility features vary from one tool to another. Here is an overview of 4 videoconferencing tools and their accessibility features based on several sources including a comparative evaluation by the Royal National Institute for Deaf People (RNID) : https://rnid.org.uk/
Microsoft Teams
Audio and video calling quality : Good. Be careful though : according to the RNID, it works best on Microsoft laptops and PCs. Microsoft Teams can reduce background noise in calls.
Live captions : Available on desktop app and mobile app. To learn how to use live captions on Microsoft Teams, check out their guidance : https://support.microsoft.com/en-us/office/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
Screen reader use : Yes. Check out Microsoft’s guidance : https://support.microsoft.com/en-us/office/screen-reader-support-for-microsoft-teams-d12ee53f-d15f-445e-be8d-f0ba2c5ee68f?ui=en-us&rs=en-us&ad=us
Transcription : Yes. Check out the guidance : https://support.microsoft.com/en-us/office/view-live-transcription-in-a-teams-meeting-dc1a8f23-2e20-4684-885e-2152e06a4a8b
Ease of use : Easy, according to the RNID
Cost : Business account needed, but guests can join
Maximum number of users on a call : 250
Notable feature or strong point :
The immersive reader is the highlight of Teams accessibility. It is also present in One Note. This feature offers a full-screen reading interface that improves the readability of instant messages. To learn more about the use of the immersive reader, go here: https://support.microsoft.com/en-gb/topic/use-immersive-reader-in-microsoft-teams-a700c0d0-bc53-4696-a94d-4fbc86ac7a9a
Zoom
Audio and video calling quality : Good according to the RNID. Also reduces background noise in calls
Live captions : Zoom allows a scribe to type live captions during a meeting. You can also choose to use another service to do this for you. The captions can be streamed into the meeting or you can choose to view them on a separate screen. Read Zoom’s guidance on live captions : https://support.zoom.us/hc/en-us/articles/4409683389709-Enabling-or-disabling-closed-captioning
Screen reader use : Yes. To know more about this, check out this video by Technology for blind : https://www.youtube.com/watch?v=1qY8X70TGK4
Transcription : No, but available through an external provider
Ease of use : Easy according to RNID
Cost : Free basic package (50 minutes maximum if more than two users on the call. Subscription £11.99–£15.99 a month)
Maximum number of users on a call : 100 on basic plans (1,000 if you pay for an add-on)
Notable feature or strong point :
Zoom is often cited as one of the most accessible video conferencing tools. Fable, an accessibility testing firm, conducted a survey which revealed that 92% of testers from a variety of different disabilities listed Zoom as their tool of choice. According to the RNID, it’s also popular with people who require interpreters and speech-to-text reporters.
Skype
Audio and video calling : Good according to the RNID
Live captions : Yes, on mobile and desktop. Live captions are available in Skype version 8 or higher for Android, iOS, Windows and macOS. Read Skype’s guidance on live captions : https://support.skype.com/en/faq/FA34877/how-do-i-turn-live-captions-subtitles-on-during-a-skype-call
Transcription : No
Ease of use : Easy according to the RNID
Cost : Free but there is also a paid-for premium version for voice mail, SMS texts or calls to a landline or mobile outside of Skype.
Maximum number of users on a call : 50
Notable feature or strong point :
The strong point of Skype is the subtitles. It offers an automatic transcription with instantaneous subtitles and dissociation of the speaker. As soon as a participant speaks, his profile picture will appear on the screen as well as the content of his sentences, and so on for the rest of the conversation. You can also access the subtitle history during a call.
Webex by Cisco
Audio and video calling : Excellent according to the RNID. Can detect background noise and remove distractions
Live captions : Yes
Transcription : Available from external provider
Ease of use : Mostly easy – some fiddly functions
Cost : Paid for service (free trial available)
Maximum number of users on a call : 1,000
Notable feature or strong point :
For users who are low vision, Webex’s integrations and bold design are quite useful. Cisco has also launched a feature called "optimize for all voices" that makes it easier to hear meeting participants who are far away from the microphone.
Sources :
How video conferencing apps compare for accessibility – The Royal National Institue For Deaf https://rnid.org.uk/information-and-support/technology-and-products/how-video-conferencing-apps-compare-for-accessibility/
Accessible video conferencing tools – Smashing Magazine https://www.smashingmagazine.com/2020/06/accessible-video-conferencing-tools/
Cisco introduces digital accessibility features for Webex – Tech Target https://www.techtarget.com/searchunifiedcommunications/news/252512340/Cisco-introduces-digital-accessibility-features-for-Webex






Notion 50
Inclusive meeting documents and presentation materials
Target skills
Learn how to produce inclusive meeting documents and presentation materials

During digital meetings, it is not rare to use presentation materials such as PowerPoint slides. PowerPoint is one of the most used software, but free alternatives are available, such as Prezi, Canva or Google Slide (to mention just a few). In any case, it is important to make these presentation materials accessible to all users. Just like any digital content, presentations must follow the Web Content Accessibility Guidelines. If you need a reminder about these, you can refer to the lesson 8 of the 100 points to know about digital accessibility principles apply here. Here are some reminders and tips specific to meeting presentation materials.
Include alternative text for all visual elements
As we have already seen when talking about the WCAG, alternative text helps people who cannot see the screen to understand what is important in the images and other visual elements.
Make sure the content of the slides can be read in the desired order
A screen reader reads the items on a slide in the order in which they were added to the slide, which may be very different from the order in which the items appear.
Make sure that color is not the only way to communicate information
The meaning conveyed by some colors may be lost on people who are blind, visually impaired or color blind.
Apply sufficient contrast to text and background colors
As already seen in the WCAG, the high contrast between the text and the background is important for people with reading difficulties or visual impairments
Give each slide a unique title
People who are blind, visually impaired or have a reading disability depend on slide titles to navigate. For example, by hovering or using a screen reader, they can quickly browse a list of slide titles and then go directly to the one they want.
Add meaningful and accurate hyperlink text
It will be very helpful for people who use screen readers because sometimes they browse through a list of links
Avoid table or if you must use one, be careful about the structure
If you must use tables, create a simple table structure for data only and specify column header information. Screen readers determine where they are in a table by counting the cells in the table. Screen readers also use the header information to identify rows and columns.
Use a larger font size (at least 18 pt), sans serif fonts and sufficient spacing
People with dyslexia report seeing the text merge or become distorted
Make videos accessible
Make videos accessible to people who are blind or visually impaired, or people who are deaf or hard of hearing. Subtitles usually contain a transcript (or translation) of the dialogue. Captions usually provide audio cues such as music or sound effects that occur off-screen. Video description refers to audio commentary on the main visual elements of a video. These descriptions are inserted into the natural pauses within the program's dialogue. Video description makes the video more accessible to blind and sighted people.
To learn more about how to create accessible PDFs and Word documents, you can visit these pages of the website https://a11y-guidelines.orange.com :
Accessible PDF : https://a11y-guidelines.orange.com/en/content-and-communication/pdf/#main-content
Accessible Word document : https://a11y-guidelines.orange.com/en/content-and-communication/word/test/#main-content
Sources :
Make your powerpoint presentations accessible to people with disabilities – Support Microsoft
https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25






Notion 52
What are the risks in the digital environment ?
Target skills
Knowing the risks, issues and things to pay attention to when working on inclusion

Introduction to the digital divide
[image: All media on this site are described by the text nearby]The graphic above shows the digital society statistics at regional level in Europe. It shows the percentage of daily internet users in every region of the European countries. We can see that Nothern Europe is the most connected area with more than 91% of internet users in most of the Scandinavian countries and more than 88% almost everywhere in Germany. France, Spain and Italy are a little more heterogeneous with 65 to 88% of daily internet users. This figures varies accross regions. Eastern Europe is the less connected area, with many regions having less then 65% of daily internet users.
To go further, you can visit the « Eurostat » category of the website ec.europa.eu.
Have you ever heard of the digital divide? This term describes inequalities of access, use and impact of information and communication technologies. Generally, it describes two very present inequalities: inequality in access to ICTs and inequality in their use. These inequalities are the main risk factors of exclusion in digital environments. As a digital manager, it is crucial to take these inequalities into account, whether it is towards your audiences, customers or employees.
Digital divide and access inequalities
Economic, social and territorial inequalities can be linked to inequalities in access to IT equipment or infrastructure.
	Network coverage

Europe has put in place an action plan to optimize the coverage of fixed and mobile networks in the countries of the Union, but some areas, especially rural and peripheral, are still disadvantaged. Many homes do not have access to a quality connection. Remember that it is difficult to view videos or consult sites containing animations without a broadband connection.
	Digital equipment

The digital equipment of the population in Europe is very uneven for many reasons. Some people do not wish to equip themselves by choice or by lack of knowledge. There are people who are not able to equip themselves for economic or social reasons. We must also take into account users who are equipped with only one device (either a computer, a tablet or a smartphone) or a device of an earlier version.  While a majority of online content is now responsive, not everything is optimized for all screen resolutions. Some users may experience degraded browsing experiences depending on the tool they are using. The same is true for some older equipment. If you don't want to update your equipment, or if your equipment is no longer able to be updated, it is possible that certain functionalities are no longer optimized, or even no longer accessible, making it obsolete.
	How to prevent the risk of exclusion in these cases

	Develop your website in responsive design by considering multiple screen sizes.
	Ensure compatibility and optimization of your product with as many operating systems, browsers and different versions as possible.
	When applicable, keep an alternative to the use of the digital product: materialized version, phone line, physical reception point...
	Propose an alternative to the creation of an account and identification by e-mail
	Propose a consultation of possible elements off-line
	Pay attention to the weight of online elements so that they are as light as possible and do not require a lot of bandwidth to be viewed.

Digital divide and use inequalities
Quality access to digital technologies is a first requirement, but it is still necessary to master its uses for a good appropriation.
	Illectronism

Illectronism corresponds to digital illiteracy, i.e. a lack of knowledge that does not allow to understand and fully use computer tools. This level of knowledge is extremely variable and heterogeneous within the population.
It is assumed that the new generations, born in the digital age, have an increased knowledge in this field, but this phenomenon of illiteracy affects all categories of the population.
	Lack of awareness

A lack of understanding of how digital tools work and a lack of awareness of their risks can also lead to biased or unwise use.
It is necessary to know and be aware of data protection, online advertising, fake news, addiction risks... And to be able to be critical and stand back from the information we are exposed to.
	Situation of disability

As you have seen in the previous module, people with disabilities can also have difficulties in accessing the digital world. To see or review the accessibility issues for people with disabilities, you can refer to this module, especially lessons 3, 4, 5 and 6 which will allow you to understand the different types of disabilities and their impact on the use of digital technology.
	How to prevent the risk of exclusion in these cases
	Put the user at the center of the design, based on his main need and by integrating him in the development process via interviews, user tests...
	Propose simple, sober layouts that respect universal development standards and repositories. You can refer to module O5 to review the principles of accessibility and universal design.

Sources :
https://ec.europa.eu/eurostat/statistics-explained/index.php?title=Digital_society_statistics_at_regional_level






Notion 53
What are testimonies of inclusion in the digital environement ?
Target skills
Being aware of other realities with opportunities of inclusion in the digital field

Many companies in the digital sector have understood the importance of inclusion for society as well as for their own growth. Here are some testimonies of professionnals who have identified the opportunities of inclusion in the digital field.
« The pandemic has offered us a great opportunity to be more inclusive than ever, due to the remote work culture that it reinforces. We all could see and leverage the potential of multi cultural teams across the globe going forward. Our team at Future Females is distributed over 3 countries and 2 continents and we have always seen that as a big advantage. Now this is possible for many more companies and teams. »
Cordula Pfluegl, Future Females Europe Director
"In addition to employment opportunities, digital technology offers many possibilities for accessing information and developing exchanges. For people with disabilities, this opens the way to new solutions to compensate for the disability, to gain autonomy in daily life and in employment. However, it is imperative to ensure that these technologies and services are accessible so that they are inclusive and do not create new divides."
CHRISTOPHE ROTH President of Agefiph
"Digital technology is a powerful lever for professional achievement for all those who were previously isolated from the economic sphere. It facilitates proximity and encounters, because it brings together numerous tools that allow people to get information, to train, to improve their skills or to carry out their entrepreneurial project. We just need to make sure that everyone has access to these opportunities."
Anthony Babkine, Co-founder of Diversidays
"We see the digitalization of our society as an opportunity open to all and we want to contribute by creating bridges between our company, our employees and society. Digital technology is all around us on a daily basis, it allows us to communicate, get information, get training, access our rights, etc. We want to facilitate this link by awakening vocations in young people, training sensitive audiences in basic digital skills, mentoring and accompanying learners so that, perhaps, they choose to go into digital professions, which are professions of the future in search of talent and representing the full diversity of society. This is an opportunity to be seized!"
Sandrine Fouillé, CSR Director for France, Capgemini Group






Notion 54
Datas about women in the digital field
Target skills
Being aware of the reality of women inclusion in the digital field

Women are generally underrepresented in the digital field. The gendered representations conveyed by society and organizations, the strength of stereotypes, and gendered socialization seem to be the main causes of this under-representation of women in digital professions. Certain factors play a role at all times when a career decision is made. For instance, the influence of media, the lack of knowledge concerning the professions, the absence of female role models, and a corporate life sometimes seen and experienced as difficult for women. Let’s have a look at some figures on women’s place in the European digital sector.
Women and tech in the European Union
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Women1.png
In the European Union, only 25% of women have graduated in digital fields. 13% of these graduates work in the digital sector. According to the DESI 2020 report, only 18% of ICT specialists in Europe are women.
According to the State of Europen Tech 2021, 38% of women working in European tech report having experienced some form of discrimination in the past 12 months, compared to just 13% of men.
Women holding important positions in Tech : scientists and engineers in 2019
As these Eurostat data shows in 2019, only one in five high-tech engineering and scientific positions were held by women last year in the EU. However, the representation of women in tech can vary quite a bit from country to country.
As these data collected of Statista.fr shows, Norway and Spain, among others, have the most women scientists and engineers in tech fields in Europe, at around 28%. France also does better than the European average with a share of just over 23% last year. Conversely, women are much less visible in this sector in countries such as Switzerland and the Czech Republic, where they represent only 15% and 14% of scientists and engineers respectively.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Women-in-the-high-tech-sector-in-Europe.png
Women and entrepreneurship in European tech
Women also seem to be discrimnated against in tech entrepreneurship. According to the State of European Tech 2021, « the great gender funding divide remains a harsh reality for the European tech ecosystem ». The distribution of capital to founding teams composed of women or teams of founders of mixed genders has stayed constant for the past five years, both in terms of share of total capital invested and overall deal count. The graphic below includes some figures of the State of European Tech 2021 and shows the critical under-representation of women in fundraising : in 2021, male teams represent 90% of the capital raised, compared to 8.8% for mixed teams and 1.1% for all-female teams. As for the deals, male teams represent 83.7% of them, against 10.8% for mixed teams and 5.4% for teams composed exclusively of women.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/women-and-tech-entrepreneurship.png
Sources :
Eurostat data : https://bit.ly/3OWr0Nhhttps://bit.ly/3OWr0Nh
Statista : https://fr.statista.com/infographie/16958/part-des-femmes-dans-les-metiers-de-la-tech-hautes-technologies-ingenieurs-scientifiques/
State of European Tech 2021 : https://soet-pdf.s3.eu-west-2.amazonaws.com/State_of_European_Tech_2021.pdf






Notion 55
Datas about disability in the digital field
Target skills
Being aware of the reality of disabled persons inclusion in the digital field

Disability and Employment in Europe
The inclusion of people with disabilities in the labour market, especially in the digital sector, is still a real challenge today. Digital project managers and HR managers must be aware of the reality of employment for people with disabilities.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/disability-and-employment-in-Europe.png
According to a french study by AGEFPIH about the employment of disabled people in Europe, 87 million people with disabilities aged 16 to 64 are registered in Europe. They represent 18% of this population. And more than one out of two people with disabilities declare that they have already felt discriminated against.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Disability-and-employment-in-Europe-2.png
The activity rate of people with disabilities in Europe is lower than that of the general population: only 51% compared to 75% for people without disabilities are employed.
29% of persons with disabilities have a secondary school diploma compared to 44% of persons without disabilities
28.4% of persons with disabilities are at risk of poverty or social exclusion compared to 17.8% of persons without disabilities
Overall in Europe, people with disabilities are overrepresented in precarious jobs and low wages.
Some age groups are particularly concerned by disability, mainly because most people with disabilities become disabled at some stage in their working lives. For example, the labor force participation rate of people with disabilities aged 50 to 64 is considerably lower than that of younger age groups. In terms of gender variation, the labor force participation rate of men with disabilities is slightly higher than that of women with disabilities.
While the unemployment rate of working-age persons with disabilities is at least twice that of persons without disabilities.
Disability in digital work environments
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Disability-and-digital-work-environment.png
Although the research by Reason Digital radical accessibility via Populus and Lloyds Bank UK Consumer Digital Index 2020 has been led in the UK, these figures give us some insight about the situation of European people with disabilities in digital work environments and their access to digital jobs. Disabled people are over 50% more likely to face barriers to accessing digital and online services than non-disabled people. 32% of people with an impairment do not have even the most basic digital skills. If you have an impairment you are 3 times more likely not to have the skills to access devices and get online.
According to another study by l’AGEFPIH which was led in France, more than 200,000 jobs will be available in the digital sector by 2025. In the near future, digital technology could account for two out of three jobs. Even if these figures do not illustrate the whole European digital sector, they highlight the undeniable fact that more and more digital jobs will emerge in the labour market at a global scale.
However, few people with disabilities are currently trying their luck in this high-potential field. The main reasons for this under-representation are a lack of awareness of the sector's opportunities, a stereotypical representation of disability by recruiters, and employment paths that do not sufficiently encourage to train for these professions.
Sources :
Europe : l’emploi des personnes en situation de handicap – AGEFIPH – may 2022 : https://www.agefiph.fr/sites/default/files/medias/fichiers/2022-05/N%C2%B017bis%20%20Agefiph_Europe-Handicap_mai%202022%20_1.pdf
Emploi et handicap – Les métiers du numérique - Agefiph https://www.agefiph.fr/articles/conseil-pratiques/emploi-et-handicap-les-metiers-du-numerique-recrutent
Lloyds Bank UK Consumer Digital Index 2020 : https://www.lloydsbank.com/banking-with-us/whats-happening/consumer-digital-index.html






Notion 56
Datas about diversity in the digital field
Target skills
Being aware of the reality of diversity in the digital field

Diversity in the European Union : general data about discrimination
Regarding diversity in Europe, a study commissioned by the European Commission in 2019 on "Discrimination in the EU" shows some interesting figures. In May 2019, 17% of respondents said they had felt personally discriminated against in the past 12 months. This percentage increased when it came to people who consider belonging to a minority group.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/discrimination-in-the-EU.png
They report having felt personally discriminated against in the past 12 months : 58% of those who consider themselves to be part of a sexual minority. 52% of people with a disability, 49% of Roma, 40% of ethnic minorities, 38% of people who consider themselves to be part of a religious minority. 13% of people who do not consider themselves to be part of a minority.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Discrimination-in-the-EU-2.png
Respondents who have felt discriminated against in the past 12 months are more likely to report such an incident in a public place (23%), at work (21%) or when looking for a job (13%).
Diversity at work
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Employment-and-discrimination-in-EU2.png
When asked to consider a situation in which a company has to choose between two equally qualified candidates, 48% of respondents say that a candidate's looks can put them at a disadvantage, while 47% say the same about their age. Slightly more than four out of 10 respondents believe that a candidate's disability or general physical appearance can put them at a disadvantage (41% in both cases).
Diversity in the European tech industry
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Discrimination-in-the-EUTech.png
As we have just seen, the European labour market has plenty of room for progression in order provide equal opportunities to people from all demographics, backgrounds and experiences. More specifically, the digital sector and the tech industry in Europe kind of follow the same patterns. A survey in the State of European Tech 2021 provides insights about diversity in the tech industry. As already mentionned, there is a gap between what men and women experience in their professionnal life : 38% of women working in European tech report having experienced some form of discrimination in the past 12 months, compared to just 13% of men. 63% of the respondents that self-identify as non-binary and 67% of those self-identifying as genderqueer reported that they have experienced a form of discrimination in the past 12 months.
As regards ethinicity, the survey graphic shows that 36% of hispanic/latin respondents, 37% of respondents from mixed or multiple ethnic groups, 38% of Middle Eastern respondents, 45% of Asians, and 50% of Blacks (African/Caribbean) have experienced a form of discrimination in the past 12 months.
Diversity as an opportunity
However, a lot of studies around the world show that diversity and inclusion are an opportunity for business, for it can boost innovation and financial results. In 2019, the Wall Street Journal’s first corporate ranking that examined diversity and inclusion among S&P 500 companies concluded that « diverse and inclusive cultures are providing companies with a competitive edge over their peers ».
The company Workday also highlighted this fact in their study about « The state of equity, diversity and inclusion in Europe ». A survey was conducted in march 2021 among 2,217 HR professionals and business leaders that have influence over ED&I in their organisations, across 14 countries in Europe. They found that 38% of respondents could see the direct link between more diverse and engaged teams and innovation, and 37% felt investing in ED&I positively impacts business success and results.
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/Diversity-as-an-opportunity.png
Sources :
Discrimination in the EU – Eurobarometer – Survey : https://europa.eu/eurobarometer/surveys/detail/2251
State of European Tech 2021 : https://soet-pdf.s3.eu-west-2.amazonaws.com/State_of_European_Tech_2021.pdf
The business case for more diversity – Wall Street Journal : https://www.wsj.com/articles/the-business-case-for-more-diversity-11572091200#:~:text=Diverse%20and%20inclusive%20cultures%20are,diverse%20and%20inclusive%20they%20are






Notion 58
What is the actual legal framework at EU level ?
Target skills
Learning the european legal framework of inclusion

Inclusion is "the act of including something in a state, a whole".
Social inclusion "is about ensuring that all children and adults have the means to participate as valued, respected and contributing members of their community and society".
For the European Commission active inclusion "is about enabling everyone, including the most disadvantaged, to participate fully in society, including in employment".
"22.4% of Europeans are at risk of poverty or social exclusion - specifically 2.9% of European children, 23.3% of women and 18.2% of people aged 65 and over".  https://ec.europa.eu/social/home.jsp?langId=en






Notion 59
What is an HR policy ?
Target skills
Learning how an HR Policy is structured and what needs to be in it.

An HR policy in a company represents processes and rules that govern the working relationship between the employee and the employer. The human resources team is responsible for implementing and enforcing them. These rules apply to all employees regardless of the type of contract (part-time, full-time, etc.).
Here are some principles to be respected when setting up an HR policy in a company.
	The employee must be in the right job at the right time.
	Continuous training of employees is essential.
	Employees must have the right tools and equipment to produce quality work.
	Working conditions must be pleasant for all.

The working environment should be safe.
	Opportunities for career development should be available to all in order to sustain jobs.
	Ensure that you are fair and just within your team.







Notion 60
What is an HR Policy ? 1. Disabilities
Target skills
Learning how an HR Policy is strutured and what needs to be in it

"In the EU, 30.1% of people with disabilities are at risk of poverty or social exclusion, compared to 20.9% of non-disabled people."
People with disabilities face many difficulties in accessing employment. Therefore, taking into account the notion of disability when developing an HR policy within your company is essential.
"The law of 11 February 2005 supplemented the 1987 law to reinforce equal opportunities, particularly in terms of employment of people with disabilities".
This law provides for various regulations to be respected, such as
	Companies with at least 20 employees and more must employ at least 6% of disabled workers.
	Companies with more than 250 employees must appoint a disability adviser within their structure.
	The employer is obliged to declare all his employees every year. This rule applies to all types of contracts (full time, part time, etc.).

Some important rules to implement within your company for a better integration of people with disabilities.
	Raise awareness among the whole team,
	Break down stereotypes,
	Reassure employees,
	Active listening,
	Setting up a training plan for the whole team (adapting the premises, dealing with disability, using adapted tools, etc.).
	Ensuring that the policy implemented within the company is sustainable.







Notion 61
What is an HR Policy ? 2. Diversity
Target skills
Learning how an HR Policy is strutured and what needs to be in it.

Diversity is defined as "the variety of human profiles that can evolve within a company". In other words, we are referring to the variety of profiles such as race, ethnicity, gender, sexual orientation, age, culture, physical ability and education.
Discrimination in employment is prohibited but unfortunately still very much present in our society. Here are some possible solutions to reduce discrimination within a company: 1) implement a real diversity strategy and stick to it; 2) review all HR procedures, especially in terms of recruitment; 3) focus on communication without making any difference.






Notion 62
What is an HR Policy ? 3. Women and gender issues
Target skills
Learning how an HR Policy is strutured and what needs to be in it.

"Gender equality at work means that all employees have access to the same rewards, opportunities and resources within a company."
Despite some progress, gender inequality at work still exists. The fight against this discrimination is still very much alive in many companies.
"In France, men are paid on average 28.5% more than women."
Here are some actions to put in place when developing your company's HR policy
	Valuing the work of both men and women.
	Have flexibility in terms of working hours for all employees when the position allows it.
	To have transparency in terms of salaries.
	Make managers and team members aware of this type of discrimination.
	Evaluate your team on the basis of skills, not gender.

It is important to note that gender discrimination is everyone's business. Therefore, employees also have a role to play in reporting and telling managers about discrimination.






Notion 63
What manager are you ?
Target skills
Learning more about onself as a manager and how to progress.

There are as many managers as there are different profiles. However, we can distinguish 7 typical profiles.
Type 1 The opportunist
Tends to use his environment to his own advantage, refuses all feedback,
blames others for his failures.
Type 2 The diplomat.
Tends to view the work environment in a generally positive way, favours teamwork, is loyal, tends to please everyone, has a high degree of self-control and is concerned about the welfare of others.
Type 3 The expert.
Tends to exercise control by perfecting one's own knowledge, always wants to be right, bets on success at all costs.
Type 4 The organiser.
Tends to focus on the quality of the work environment, focuses on results, is open to feedback, has a good capacity to pursue long-term goals.
Type 5 - Individualism.
Tends not to follow the rules, handles conflict creatively, positively influences the work environment, open to diversity within the company,
Type 6 - The strategist.
Strong conflict resolution skills, brings people together.
Type 7 - The alchemist.
Charismatic personality, tendency to do everything to succeed, attentive person, attaches great importance to the truth, high moral standards, adapts quickly to situations and people, ability to capture key moments in the company and make a historical moment.
Try yourself out with some quizes that you can find on the internet like this two:
https://www.tinypulse.com/blog/quiz-what-style-of-manager-are-you
https://www.gartner.com/en/human-resources/insights/publications/connector-quiz






Notion 64
What are the main barriers to inclusion ?
Target skills
Being aware of the difficulties we can encounter when trying to have and more inclusive use of digital in a company.

A company that comes closest to an inclusive work environment has several elements such as
	The employee feels valued and accepted.
	The company focuses on the learning and development of its employees.
	The work environment is conducive to interaction.
	The work environment is adapted to all employees.
	The management listens.
	Feelings of commitment and trust are present.

"Social norms are often the biggest barrier to inclusion."
On the other hand, the notion of inclusion within a team also has its challenges.
The main barriers to inclusion are
	Physical barriers. Is the work environment accessible to all?
	Discrimination in hiring is prohibited. In this sense, avoid listing requirements that disqualify some candidates.
	Behavioural barriers. Is there favouritism in terms of promotion, salary increases and contracts within the company?
	Social barriers. Economic disparity can be a barrier to socialising with colleagues outside working hours.







Notion 65
Whats does inclusion mean for a company ?
Target skills
Understand inclusion in the workplace

Nowadays companies are trying to foster diverse and inclusive work environments. The reason for this is not only because it is mandatory by law. Companies that incorporate inclusive policies/actions are seeing raises in financial performance indicators. That is the case for Qantas, an Australian Airline. Alan Joyce, Qantas' CEO, declared in 2016 that diversity and inclusion policies were the greatest contributing factors to the airline's success.
Incorporating diversity and inclusion into the Human Resources strategy benefits employees. A workplace free of discrimination with a workforce that is representative of our society creates safer jobs. It also helps companies since it generates a more efficient workplace.
So, it is in the best interest of everyone within the company to apply these values to the company's culture and business model. Yet, there is no comprehensive guide on how to translate and apply diversity and inclusion in companies.
The problem starts with the definition of the words themselves. Many companies are unclear about what inclusion and diversity mean. The word "inclusion" is often left to personal interpretation (Bourke, J., 2018). Not having clear definitions hinders the accountability of companies to comply.
What is inclusion?
As we saw in the previous lesson, Inclusion refers to a company's effort to set strategies and policies to create and encourage inclusivity. For example, an inclusive workplace attracts a diverse pool of talent from various social and cultural backgrounds.
When we refer to a "diverse pool of talent" we mean, people from different:
	national origin,
	age,
	race and ethnicity,
	religion/belief,
	gender or sexual orientation,
	marital status,
	socioeconomic background,
	disability.

For the particular case of workers with disabilities Universal Accessibility (UA) is a necessary condition for their incorporation into the working environment. This is, in equal conditions to their colleagues.
What is Universal Accessibility (UA) ?
UA means a reasonable accommodation to the specific needs of people with disabilities. This entails appropriate modifications and adaptations of the physical, social and activity environment. Yet, these modifications should be reasonable and should not impose a disproportionate burden. We have dedicated the whole module to accessibility issues. And it concerns not only our clients but the workforce as well.
Just to refresh your knowledge, here is an example of a web page created with accessibility in mind: https://www.canva.com/design/DAFHxxZtQwI/view
As said before, companies are at the top of their finances and profits when they push the values of diversity and inclusion in the workplace. As a result of this, employees also get to enjoy the positive effects that these changes bring.
Do you want to learn more about inclusion? Read the next lessons to learn how to build your charter of good practices in inclusion unique to your company or personal project.






Notion 66
What qualities make you an inclusive manager?
Target skills
Understand the importance of inclusiveness in the workplace. Learn what qualities an inclusive manager has.

As a result of the efforts of teachers and parents, children today are more willing to accept differences between people. But in the workplace, inclusion of people who are different is not common. Therefore, the introduction of equality and inclusion policies and practises has become a top priority in every society
As mentioned in the case of Qantas (previous lesson), companies with a deep focus on diversity and inclusion achieve better outcomes. But "inclusion" is still an all-encompassing term that is often left to personal interpretation. In the following lessons, we will therefore look at the term "inclusion" in the workplace
What are good practises?
Best or good practises usually represent the optimal way to work. In the workplace this means either:
	Working standards or,
	Ethical guidelines

These standards/guidelines set out the best course(s) of action in a particular situation. They should be in a format that everyone can use when and where they need it
Example:
Appropriate environmental conditions in the workplace are essential for the performance of most work tasks
How can this be achieved?
Reduce environmental noise that can distract attention or make it difficult to hear. This makes the workplace more accessible for people with cognitive or auditory impairments
Benefits:
Increases productivity for all employees.
Benefits of equality and inclusion in the workplace: quotes from professionals
	"It turns out that advancing equal opportunity and economic empowerment is both morally right and good economics because discrimination, poverty and ignorance restrict growth."-Bill Clinton (Ex-President of the USA)
	"A diverse mix of voices leads to better discussions, decisions and outcomes for everyone" - Sundar Pichai (CEO of Google and Alphabet)

How does an inclusive work culture look like?
According to professionals, companies that fosters equality in the workplace and practise values such as inclusion are
	attract talent: Companies that value diversity increase their chances of finding competent candidates to hire. It also helps bring the best people on board. - Dutta Darshana (Content Creator and Digital Marketer at Vantage Circle)
	Retaining competent talent: When employees are perceived as equals and valued for their individuality and unique contribution, they stay longer with an organisation. - Dutta Darshana
	A company celebrates differences: "Making sure everyone has a voice and the opportunity to succeed fosters creativity and supports positive outcomes" - Angelina Howard (Senior Product Manager at Amazon Web Services and Head of Diversity)

How to be an inclusive manager?
Inclusive managers are those who respect and are open to differences. They are the ones who value people, respect them and will support them during their time in the company.
There are some essential qualities that a person must have to become an inclusive manager in an organisation. Developing these qualities can help you cultivate attitudes and actions that support inclusion in the workplace:
	Respect: Acceptance of differences is just a start. An inclusive leader makes people feel respected and valued. This has a positive impact on employee performance.
	Commitment: An inclusive leader provides time and energy to support others. A high level of commitment from a leader inspires others to fulfil their potential
	Humility: Integrative managers are humble, acknowledge their shortcomings and are willing to take responsibility for their mistakes. They also accept feedback and act on it. This attitude strengthens trust between staff, reduces stress levels and increases productivity
	Curiosity: Integrative managers are curious about other perspectives and like to ask respectful questions and actively listen. Being curious means that managers see other people's ideas not as a threat, but as an opportunity to develop. This encourages people to speak up and find solutions
	Cultural intelligence and awareness: Inclusive managers are aware of cultural differences and adapt to different cultural settings. For example, an inclusive manager can adapt his/her message for different audiences. Through his/her cultural awareness, he/she recognises the values and principles that guide people's reactions and behaviours and uses them for good.
	Authenticity: An inclusive manager is an authentic person. Authenticity means being honest, transparent and open. Authenticity builds trust by default because words and actions match. Being authentic encourages others to be themselves. Consequently, it brings out the best in people
	Empathy: An empathetic manager can understand other people's emotions and perspectives. Being an empathetic manager makes you a more effective communicator and problem solver. It also helps build trust and relationships that promote success.







Notion 67
What are the bad practices?
Target skills
Being aware of the bad practices to avoid in a company.

As mentioned in previous lessons, it is key to understand what good practises are. But it is even more important to know what bad inclusion practises are in the workplace
What are bad practises?
In simple words, bad practises are things that should not be done or practises that should not be used. All practises that contradict the values mentioned in the previous lesson are bad practises
Here are some examples of bad practises in the workplace:
	Work equipment that does not adapt to the needs of people and especially people with disabilities. Using a web design that is not intuitive and therefore difficult to understand only hinders productivity. And a design that does not take into account users' disabilities makes it difficult or even impossible for these people to work.

Countermeasures: Use Universal Web Design techniques to create an inclusive and accessible web and provide employees with disabilities with the technical tools they need. For example, AT -compatible devices, Braille displays, screen readers, and magnifiers or adaptive keyboards.
	A workplace's design thast is not accessible. Designing a workspace without taking into consideration, for example, the minimum clear width for the passage of a wheelchair can contribute to accidents or cause harm in an emergency

In addition, the lack of adequate facilities such as accessible toilets violates human dignity. Courtney Free, an intern at an Australian law firm, for example, found herself in this situation: "I didn't go to the bathroom for several hours... the nearest accessible bathrooms were at least a five-minute drive away."
	A lack of accessibility to the premises is also bad practise. The lack of a ramp or lift does not give people with reduced mobility the opportunity to get to work. Other examples include not considering whether there are well-lit surrounding streets so that employees can get to the premises safely. The lack of public transport close to the premises is also a bad practise.

Countermeasures: A building constructed following the principles of universal design
By avoiding these bad practises in the workplace, we give everyone the opportunity to flourish. Knowing that the workplace is prepared to accommodate all people makes it possible for oranisations to hire people based on their skills. It also allows them to enjoy the benefits of their unique contributions
If you would like to learn more about this topic, please visit the following websites
Assistive Technology Devices: https://bighack.org/assistive-technology-devices-definitions-how-disabled-people-use-the-web/
Creating an inclusive workplace: https://includeability.gov.au/resources-employers/creating-accessible-and-inclusive-workplace
Tips for companies/employers: https://mydisabilityjobs.com/tips-for-employers/disability-in-the-workplace-and-developing-accessibility/






Notion 68
Advice to build a good CSR policy.
Target skills
Learn the concept of CSR and get some tips on how to build your own SCR startegy.

As said before, companies that have good inclusion practises create a win-win situation for themselves and their employees. This is the reason why more and more companies nowadays have a Corporate Social Responsibility (CSR) strategy
What does CSR mean?
CSR refers to a set of strategies and/or policies that help companies to act in a socially responsible way. A company that integrates CSR strategies into its operations ensures that its business functions ethically. This contributes to the well-being of society and the protection of the environment
There are four areas of CSR
	Environmental responsibility
	Ethical responsibility
	Philanthropic responsibility
	Economic responsibility

A company's CSR policy that focuses on ethical responsibility may include, for example, accessibility practices and equal opportunities for people with disabilities
How to create a good CSR policy?
There are so many things that may constitute CSR. Fortunately, there are always simple steps that can help managers develop a CRS policy. Here are some tips to get them started
	Determine which area of CSR fits the company's business. This way, the chosen area of CSR will be integrated into the company's growth plan and will not interfere with the company's business model
	Find out the ways in which the company can benefit from a CSR policy. Implementing a CSR policy requires the allocation of money and human resources. So if you have positive data, the CSR proposal has more chances of being approved by the stakeholders. The manager's task is to research examples of businesses that have successful CSR policies and benefit from them
	Conduct an up-to-date CSR analysis. Perhaps socially responsible initiatives already exist. It is even better if they are organised by employees. These can serve as inspiration for larger initiatives
	Set realistic targets for actions and results. If the CSR goals are achievable, change is possible. This has a positive impact on both people's perceptions and the company's business
	Develop an honest CSR communication strategy. This is the most important part of the CSR strategy. Stakeholders and other stakeholders need to clearly understand what the CSR plan is. Most importantly, the CSR communication strategy must reflect the integrity of the company. Manipulative marketing techniques could affect public perception. This could have a negative impact on the company's brand
	Track the implemented CSR strategy. It is always a good idea to collect qualitative and quantitative feedback, e.g. from employees. This is a great way to track the success of the CSR strategy. In this way, the strategy can be adapted and improved

Corporate Social Responsibility & Accessibility: What does it look like?
If a company's website and sales page only offers the possibility to interact with the mouse, it is almost impossible for a person with reduced mobility to buy a product online. An example of a good CSR strategy is a company's website where you can navigate with common keyboard commands without using a mouse. This adaptation of the website helps the company to increase sales and the loyalty of its customers. The reason is simple: people can access the content they need
More detailed information on how to create a good CSR policy can be found on the following websites: https://www.investopedia.com/terms/c/corp-social-responsibility.asp https://www.bdc.ca/en/articles-tools/sustainability/environment/corporate-responsibility-7-key-steps;
https://www.thaiwebaccessibility.com/articles/web-accessibility-with-corporate-social-responsibility?lang=en;
https://www.boia.org/blog/valuing-accessibility-should-be-part-of-your-companys-corporate-social-responsibility






Notion 69
How to communicate internally?
Target skills
Being able to set up internal communication campaigns.

Communication is an essential part of the CSR plan. Likewise, a company's internal communication is key, If done well, it can improve employee engagement and cooperation.
What is internal communication?
Everything that has to do with the exchange of information and resources within an organisation is internal communication. Emails, meetings, newsletters and messaging platforms are the channels through which management (via the marketing department) explains the company's core mission, values and strategies, and through which employees can communicate about important news and tasks, but also ask questions.
Why is internal communication so important?
It is estimated that across industries employees spend around 1 to 2 hours a day gossiping or worrying at work, time that is spent unproductively. This lack of trust and commitment in the company is usually stems from a lack of understanding of the company's strategy or is the result of simple miscommunication. With a well thought-out internal communication strategy, organisations can create an open and collaborative culture. This way, employees feel connected, motivated and relaxed enough to focus on their work
What is an internal communication strategy?
An internal communication plan describes the strategies and tactics a company uses to communicate with its employees and to disseminate the core messages of a company.
How to design it?
There is no one-size-fits-all solution to design an Internal Communication strategy. But there are indeed some steps that companies can follow when implementing it.
	Research and identify: Taking stock of the company's current climate in the organisation is key and feedback is a powerful tool. Understanding employees' experiences and perceptions is key. Having a clear picture of the company's internal communication culture is important for developing an effective internal communication strategy.
	Encourage open communication and set up communication channels that make it easy for staff to engage with senior management and others
	Communicate regularly with staff through written updates (such as memos and newsletters).
	Make sure that information about the company's core message, processes and procedures is available and accessible to all employees.
	Be honest. Without transparency from management, employees may feel uncertain about the future and be unclear about their role and the rationale behind key policies or decisions.
	Communicate information in a variety of ways. Use visual representations, e.g. diagrams, videos. Visualising data and information can clarify and translate complex ideas and reduce misunderstanding and miscommunication
	Measure and evaluate: Your work is not finished when you put your plan into action. Continually assess your staff's engagement and adjust your plans accordingly. Feedback from your staff should be a constant.

Internal communication strategy & accessibility: What does it look like?
https://www.canva.com/design/DAFHydsGErQ/view
Inclusion values and accessibility tools enable positive interactions between people. They also enable the flow of information. In this way, everyone has equal opportunities to participate despite their differences. If a company responds to the needs of one group, it is reasonable to assume that others will also benefit from the change.
You can find out more about it in our next notions.






Notion 70
What are the KPIs and how to determine them? How to measure my progression?
Target skills
Learn what are KPIs and how to determine them .

A company without clear goals is like a ship with no destination, it may roam at sea but it might never reach the shore. This is why the following lesson will address how to establish key business goals and the mechanisms that help achieve them. Therefore, we will talk about KPIs.
What are KPIs?
KPIs or Key Performance Indicators help companies measure their progress toward business goals. They are the quantifiable measurements that demonstrate how effective a company is at achieving its key business objectives. In other words, the strategic measurable values that help attain success towards what is key to the business.
Every company is different and has unique KPIs. A company could establish KPIs to track, for example, quality, timeliness, behaviours, finances, personnel performance or resource utilization, among others. To give you a better picture, here are different types of KPIs:
	Financial KPIs: focus on revenue and profit margins. For example, gross profit margin or revenues minus certain expenses.
	Sales KPIs: tied to tracking opportunities, closed sales and/or the volume of sales in a company. For example, sales by region or average monthly transportation costs.
	Customer KPIs: track customer satisfaction and customer retention. These should also include metrics related to employee performance and finances. For example, customer-support response times.
	Process KPIs: they track operational performance across the company. For example, the efficiency or quality of specific processes used to produce a product.

Why should companies track them?
KPIs provide objective information on progress toward an end goal that helps make more informed decisions. They support a company's business strategy and improves employees performance by helping them focus on what is important.
How to determine KPIs?
To reach business goals it is necessary to have a strategic focus and resist the urge to measure everything. This is one of the most important aspects of the KPI definition. Consequently, here are some best practices for developing the right KPIs.
Follow these general steps to determine them:
Remember KPIs are measurements of success.
Step 1: Identify goals and intended results.
What is it that you are trying to accomplish? Managers should remember that KPIs are measurements of success, therefore they should analyse how the company's goal(s) translate into positive and negative outcomes.
For example, a company's goal is to improve customer satisfaction and get good customer feedback. The established KPI is "Reduce customer service call periods to 5 min. on average". The intended result is to reduce waiting time for upcoming calls. Now, having the customer service representative reduce its call time may not be the best solution to achieve customer satisfaction.
Step 2: Clearly define the KPIs.
Once the analysis is done, managers should choose metrics that have meaning and relevance to the company's goal (established as Step 1 suggest). Then, define the level of performance/fulfilment they would want for each of them.
As a side note, there are many readymade templates online that can help managers define their company's KPIs. Although they should be mindful that KPIs must be catered to the company's strategy so, they ought not to rely solely on them.
Now, a good way to set strong KPIs is to use the SMART formula. This is, to set KPIs that are Specific, Measurable, Achievable, Relevant and Time-bound. For example, First call resolution determines how efficiently a customer service representative resolves an issue on a customer’s first call. Therefore, if the key business goal is to improve customer satisfaction, increasing first-call resolution may be a better strategy than reducing call time. So, a SMART goal could be "Increase first call resolution to 10% in the next 6 months".
Step 3: Visualizing KPIs
Numbers are hard to understand hence using appropriate graphs, charts, and tables allow data to be analysed, reported, shared and understood by everyone.
Step 4: Adapt when it is needed and Iterate.
A careful assessment of performance should be done periodically. Managers should keep their KPIs current by revising them and publishing any changes made to them so that teams and employees are always up to date.
How to measure progress using KPIs?
Once the KPIs are set and the process of data collection has started. It is time to determine how the data will be analysed for it to tell a story. Therefore, here are ways to help managers measure progress.:
	Actual performance (it measures how much it has already been achieved)
	Plan / Target performance (how much it needs to be accomplished)
	Forecast performance (how much is it going to be achieved at the end of a period, based on the actual performance)

Even though this seems complicated, in fact, there are many tools that can help managers track progress. Hence, in the next lesson, we will expand on this particular topic.






Notion 71
What are the measurement tools?
Target skills
Being able to identify several measurment tools and learning how to use them .

There is no doubt that inclusion is a top priority for most companies. Reviewing policies and practises to promote inclusion can help a company not only to identify and manage blind spots and biases, but also to assess whether its investments and efforts are paying off. Since there is no universal standard or set of metrics for measuring inclusion, the challenge lies in accurately assessing the impact and effectiveness of these efforts. Fortunately, there are many tools and platforms available today that simplify this task
Difference between KPI and metrics
Survey tools like SurveyMonkey, on the one hand, can help a company get information about employees' opinions and systematise the data to interpret it. However, to get an accurate picture of the situation, the data needs to be contrasted. Then you can take action to achieve the desired situation. This is why metrics are so important
First, metrics give a company insights into how well an activity, campaign or policy is performing. This helps managers see what areas need to change to improve results. Metrics are quantifiable and allow companies to specify their intended outcomes/impacts and show their performance against a set target
Anything worth tracking in a company is a metric, although not all metrics are directly linked to key business goals, these are the KPIs. For example, the percentage of women in management positions does not contribute to the achievement of strategic goals. However, the right tools help to understand the impact of this inclusion practise on the company.
Useful tools
As mentioned earlier, there are many tools that can help managers track metrics. Most of them have pre-built dashboard templates with integrations that allow them to connect to other tools. This way, managers can combine metrics from different sources, such as Facebook or Google Analytics. This way they can better visualise their data and display it in a way that makes sense to them. There are also some tools where you can customise the templates to your needs
https://www.canva.com/design/DAFTbytlrgI/view
It's important to note that these tools are not free, but there are free trials that allow managers to test the tool before purchasing. The more integrations and/or dashboards are created, the more expensive they become
Here is a list of some popular tools
Geckoboard https://www.geckoboard.com/: A user-friendly tool that allows you to quickly create dashboards. It has numerous integrations that allow managers to pull data from programmes such as Excel spreadsheets. It also creates attractive visualisations that make the data easy to digest
Asana https://asana.com/: A simple but comprehensive project management system that allows you to track tasks, projects, conversations and dashboards.
Databox https://databox.com/: Metrics tracking feature lets you organise and monitor all metrics on one screen.
Other tools
	Zoho
	Tableau
	SimpleKPI

The lack of clear goals hinders a company's productivity. Moreover, not tracking the impact of the initiatives taken is harmful. Therefore, collecting data and visualising it clearly helps to make better company decisions
Useful metrics
Throughout the course, we have talked about the importance of being recognised as an individual in a company (Grain Nº 61). Therefore, here are some examples of inclusion metrics:
 Metrics to identify blindspots and bias
	Retention: comparing the average length of service of a group of employees with the length of service of the entire workforce
	Promotion: tracking promotions of employees in a specific department or company hierarchy compared to promotions of employees in the entire workforce.
	Salary and benefits: Compare the economic and non-economic rewards given to employees in a particular department or company hierarchy with the economic and non-economic rewards given to employees from the entire workforce.
	Exit interviews: Compare the responses from interviews conducted with an employee about the reasons for leaving the company with the responses from employees in employee focus groups

 Metrics for tracking the progress of a particular initiative
The above metrics help organisations identify areas of risk and prioritise initiatives. Once implemented, organisations need to track the progress of their efforts.
We hope that this information has been useful. However, we must emphasise that this is not a one-size-fits-all approach. Managers should consider the specific characteristics of their company so that the initiatives they develop are tailored to the specific needs of the company.






Notion 73
Project management accessible tools
Target skills
Being aware of the responsibility of project management in the choices of the best accessible tools

A reminder of the importance of connectivity
More than 1 billion people, or about 15% of the world's population, live with a disability.  Barriers to inclusion and participation for these individuals are exacerbated by a lack of access to affordable and appropriate assistive technologies.  Only one in ten people have access to the assistive technologies they need to live independent and autonomous lives. Connectivity is more important than ever, and since the covid pandemic the use of the internet to access information or services has never been greater around the world.
Today's "Mobile first”
Initially designed to make calls, smartphones are no longer limited to this type of use. Mobile-first has become a reality: Internet users massively use their phones to surf the web, check their e-mails, social networks, news or videos...
Mobile use is now ahead of desktop use in information consultation and e-commerce activities. This design paradigm shift concerns all users regardless of their age, country, culture, physical and mental capacity. In the age of nomadism, mobile digital accessibility is a major challenge that must be met in order to guarantee web access to all.
Cell phones are particularly useful tools for people with disabilities, as they enable greater inclusion by combining several assistive technologies in one device.
Principles for enabling digital inclusion of people with disabilities in organizations
The GSMA is an international association representing the interests of more than 750 mobile operators and manufacturers from 220 countries around the world1, with an additional 400 companies in the broader mobile sphere as associate members.
In collaboration with disability and accessibility experts, the GSMA has formulated a set of principles that aim to advance digital inclusion for people with disabilities through the smartphone.
These principles provide a framework for industry action and a set of recommendations for mobile operators to reduce inequalities in access to and use of mobile products and services by people with disabilities.
A number of these principles concern the inclusion of disability at all levels of an organization.  In this context here are some basic rules to follow:
	The disability inclusion program must be supported by the management teams and integrated at all levels of the organization
	Disability inclusion must be reflected in internal policies, strategies, action plans and key performance indicators.
	Staff must understand that disability inclusion is a core value of the organization
	Show that people with disabilities can and do succeed within the organization

Read more:
Principles for Driving the Digital Inclusion of Persons with Disabilities (the "Principles")
What accessibility features are enabled by mobile technology?
	Adaptive screen readers
	Voice control
	Font size and color adaptation
	Contactor management
	Motion detection and interpretation
	Geolocation

Good to know, what are the most common problems when using mobile applications?
Text size issues
All mobiles have a setting that allows you to increase the default font size and this font size must be replicated in all applications. However, some applications or sites use their own font size. Sometimes the font size may be inappropriate, preventing the reader from reading the text properly. Because cell phone screens are smaller, application developers should ensure that the default text is reasonably sized and readable.
Contrast issues
Due to a lack of contrast between text and background, some people have trouble differentiating between colors. The recommended color contrast ratio is at least 4.5:1 (larger text at least 3:1).
Also, using colors as the only form of identification prevents people who are colorblind from participating or fully understanding the application.
Problems with Touch
Touch targets are not always easy to manipulate, due to the lack of distance between elements, and the size is not optimized. Even if this is not a criterion for the European standard for mobile applications, it is an element that should be noted. Result: there is an inconsistency between the desire of what you want to do and the action. For example, when you accidentally press "send" instead of "save" on a draft email.
Mobile/desktop inconsistency
There are real discrepancies between mobile apps and desktop versions. In general, consumers appreciate consistent digital presentations regardless of the platform used. Any difference or omission leads to confusion and frustration.






Notion 74
How to use the accessibility settings on an Android device?
Target skills
Learn how to use the accessibility tools on a device

How to use accessibility settings on an android device
Android devices feature an Accessibility menu, which you can turn on via the Settings app. This menu is a large on-screen panel designed as a shortcut both to help you access the Accessibility settings of your device and perform various actions. Through this menu, you can: take screenshots, lock your screen, open Google Assistant, open Quick Settings and Notification, turn volume up or down and turn brightness up or down, as well as access your Accessibility Settings.
Turning on the Accessibility Menu on your Device
To use this option, you will first need to to turn the Accessibility Menu on. To do so, follow these steps:
-	 Open the Settings app. Either type Accessibility into the search bar, or scroll down to tap Additional Settings.
-	 Then, first tap Accessibility, then Accessibility Menu. To find the Accessibility Menu, you may need to scroll down.
	Turn Accessibility Menu on, by tapping on the grey button on the right. The button should now be blue. Your device will ask you for permission to share you actions with this app. Accept by tapping OK.

-	 Now, you can access this menu by swiping up with two fingers –or with three fingers if TalkBack is on.
To access the Accessibility Menu more easily in the future, you can make the buttons towards your apps larger in this menu:
-	 To do this when you are in Accessibility, tap Display Size.
-	 Then, choose the larger icon setting by sliding the button towards the right end of the screen where the magnifying glass with a + is.
Accessibility Options
The Accessibility Menu is a shortcut towards the Accessibility Settings, which we have used previously to turn this Menu on in the first place.
In Accessibility Settings, you will find :
		TalkBack, which will provide audio description of the content on your screen. Once TalkBack is on, the able will also automatically enable you move from one app to the other by swiping left or right, to open an app by tapping twice on its icon, and to scroll by swiping with two fingers.
	A screen reader is also made available to you in the Accessibility Menu. This app will read an audio description of any element you may select.
		In this menu, you will also find every screen adjustement your device offers : Display size, zoom, colour correction, large cursor, colour inversion, disabled animations, and more.

-	 Switch Access is also in this menu. Persons who use contact devices to control their phones can enable Switch Access in order to do so.
-	 This menu also provides audio adjustments : you will find there an Mono Audio option, which will enable both of your earphones to play the same mix while listening to stereo recordings. You will also find a subtitle option in these settings.
Using these options in a work environment
When providing an Android device to an employee with a disability, it is important to consider the Accessibility Settings that may be useful to them.
For instance, you may work with a employee with a sight impairment. TalkBack, as well as the screen reader, could be a helpful tool for them: this may enable them to hear e-mails and messages, as well as navigate the device. If the employee’s sight impairment allows him to see, display size options and a large cursor could also be useful.
When an employee is given their work phone, the person handing them the device should consult them about a possible need to set up any accessibility setting. Indeed, some accessibility settings (such as TalkBack, Display Size, or Switch Access) should be ready-to-use when the employee receives their device, as using the phone with basic settings first to set up the accessibility settings themselves can be frustrating at best, and impossible at worst, for your employee.
On some Android phones (Samsung, LG, HTC) you can also change the font. This will allow you, if necessary, to install a more easily readable font for visually impaired people, as well as people with a learning/neurodevelopmental disability.
The methods differ for each brand, but are quite similar. It should be sufficient to access your settings, then search for 'font' in the search bar at the top, or look for the 'Font' section in the Display settings.
Here's how to do it on a Samsung, for example:
	Go to the settings.
	Go to the Display section.
	Click on Font.
	Select the style that suits you best.
	If the suggested fonts do not suit you, press Download fonts, and import fonts previously downloaded from the Internet.







Notion 75
How to use the accessibility settings on an iOS device?
Target skills
Learn how to use the accessibility tools on a device

How to use the accessibility settings on an ios device ?
To change the accessibility settings on an IOS device, you need to go to the right settings tab. First, open the "Settings" application on your home screen. Then, scroll down to find the "Accessibility" tab and tap it. You can then change the settings of your choice.
Vision/Visual settings : 
	VoiceOver, Spoken Content, Audio Descriptions : To hear the contents on your screen read aloud, as well as descriptions of the various visual components
	Zoom, Display and Text Size : To enlarge the content on your screen at your will, including fonts and icons
	Motion : To disable or reduce the motion on your screen

Physical and motor settings :
	Touch, Side Button, Voice Control, Switch Control, Face ID : To reduce the need for movement (typing, taping, etc) while using your device
	Control Nearby Devices, Apple TV Remote : To control various devices from your phone
	Keyboards : To change your keyboard’s aspect and shortcuts

Hearing/Audio settings :
	Hearing Devices : To connect your phone to your hearing aid
	Subtitles and Captioning : For automatic subtitles and captions on content with an audio component

Using these settings in a work environment
When providing an IOS device to an employee with a disability, it is important to consider the various settings that may be useful to them.
For instance, you may work with a employee with an hearing impairment. A work phone set up to connect with their hearing aid, as well as automatic captioning on their device if necessary, may be helpful to them.
When an employee is given their work phone, the person handing them the device should consult them about a possible need to set up any accessibility setting. Indeed, some accessibility settings (such as VoiceOver, Text Size, or Voice Control) should be ready-to-use when the employee receives their device, as using the phone with basic settings first to set up the accessibility settings themselves can be frustrating at best, and impossible at worst, for your employee.
Another example: if your employee is visually impaired, the phone font will need to be adapted to his or her needs.
Several modifications are possible : bold text, large text...
If the employee needs to adjust the font size, he/she just has to follow these steps :
	Open the "Settings" application,
	go to the "Accessibility" tab,
	select "Text display and size",
	select "Larger text",
	and then adjust the font size according to his preferences.







Notion 77
Save money in the long term
Target skills
Learn how you can improve your business performance by applying sustainable practices

Clearly, we should all adopt more sustainable practices in all aspects of our lives if we want to extend the life of our planet and ensure that it remains a perfect home for humans.
But aside from all the ethical and environmental concerns, are there also benefits for me as a business to go green? The answer is yes, and in this Notion we will show you what those are.
Save money in a long term
Going green is not just about ecology, environmental protection, and sustainable practices, it's also about cost savings, which is what every company strives for.  Here are some examples of how sustainable practices help you to save money:
	Switching to LED light bulbs: You may invest more at first, but in the long run this simple step will minimise your electricity consumption and bills accordingly.
	Going paperless: Less paper, less money spent on it. It also allows you to save on printing materials and furniture.
	Water dispensing systems: This way, you'll save money in bottled water whose containers are not always recycled.
	Buying second-hand furniture: This action will reduce the cost of your furniture by half and contribute to avoid landfill waste.
	Remote work for your employees: In this way, you help reduce your carbon footprint and lower your office costs: you no longer have to commute, less paper waste is produced, and less electricity is consumed. For example, the small American company “Planning Pod” opted to make its employees work from home half of the week. This way, apart from saving money on commuting and reducing the impact driving has on the environment, they also found out that employees work more when they can manage their own timetable. Moreover, they have been able to save money and space in the office, reducing rental and internet costs.
	Avoid unnecessary travel, especially flying: Often, even if we work on digital project, we travel a lot: commute to work, visit customers  and fly to conferences, meetings etc. Reducing or even eliminating  air travel is an efefctive way to reduce the carbon footprint and travel costs of a company.
	Sustainable web design: When it comes to your digital project, we have already learned that sustainable web design improves your SEO performance and page speed upload, as well as user experience, all of which will lead to increasing your number of customers. Another significant way of saving is hosting. Most hosting plans charge for the amount of server space plus the number of monthly users or bandwidth. When you reduce the size of your site, you save server space while reducing bandwidth and requests. Companies that self-host require smaller data centres and save on energy bills.

All in all, the benefits of being environmentally friendly in your business are related to reducing costs and waste at the same time that you are helping the environment. You can align purpose and profit in order to move forward.
Will you be the next one go a step further?






Notion 78
Consumers are environmentally aware and recognize green companies.
Target skills
Learn about how going green makes you stand out among competitors.

Do you think people care about the environment? Have you ever asked yourself if consumers wonder whether producers and retailors follow green practices? Do you think people are happier in companies where they care about sustainability? Are you into these issues?
More than half of consumers are willing to pay more for sustainable products, according to a 2019 Accenture study ( https://newsroom.accenture.com/news/more-than-half-of-consumers-would-pay-more-for-sustainable-products-designed-to-be-reused-or-recycled-accenture-survey-finds.htm) that surveyed 6000 consumers aged 18 to 70 in 11 countries of America, Europe and Asia.
Unlike in politics, where leaders change every few years, businesses are generally at the mercy of consumer trends, which quickly drive changes in products and services in response.
Consumers expect companies to play a positive role in society. And several studies have been conducted that back this up with numbers. According to the Meaningful brands report 2021 by HAVAS, 73% of global respondents believe brands must act now for society, and 64% of people prefer to buy from companies that are known not only for their profit, but also for their purpose. 53% of respondents go even further, saying they are willing to pay more for a brand that acts on behalf of society ( https://www.havasgroup.com/press_release/havas-meaningful-brands-report-2021-finds-we-are-entering-the-age-of-cynicism/ ).
According to "McKinsey New Age of the Consumers US Survey 2019," younger generations increasingly state that they are willing to pay more for products that have the least negative impact on the environment.
The EIU (Economist Intelligence Unit) reports that the popularity of Google searches for sustainable products increased by 71% between 2016 and 2020. ( https://f.hubspotusercontent20.net/hubfs/4783129/An%20EcoWakening_Measuring%20awareness,%20engagement%20and%20action%20for%20nature_FINAL_MAY%202021%20(1).pdf ).
On the other hand, there is a low percentage who, despite being in favour of green businesses do not want to pay extra, as often being eco translates to being expensive.
However, this information should not make you flinch, as the benefits of going green concerning consumers are that, according to these surveys, almost the 90% of people have a positive image of businesses who support environmental issues and, therefore, will be loyal to them.
Moreover, given the overwhelming amount of information available today, customers have learned to evaluate on their own how environmentally friendly the company is, so "greenwashing" (a green marketing practice intended to create a deceptive image of environmental responsibility) doesn´t works anymore. People can easily verify the supply chain, energy consumption and emissions. Therefore, if you provide information about your web host, install a CO2 emissions calculator, or provide other additional information about what makes your website more sustainable, you will gain the trust and loyalty of your customers.






Notion 79
Going green can stimulate innovation
Target skills
Learn about how sustainability and innovation go hand-in-hand.

We have seen how going green brings economic benefits and increases your business reputation. But it does not stop there, it goes much further. Going green can stimulate innovation.
Every business struggles with stagnation from time to time. It can be easy to get stuck on a particular approach and never question whether your process is really the most effective or efficient solution. An underrated benefit of going green is that it forces you to examine every aspect of your business and find new, more efficient means of production. It can be addictive to search for (and find) money-saving innovations.
If a company offers new environmentally friendly products or services, it is more likely to serve an emerging trend or niche market, making it more competitive. Frugalpac, a UK-based company that makes paper-based packaging for liquids that reduces carbon footprints, received a £2 million investment during the pandemic - at a time when most other companies were struggling for funding.
Frugalpac's innovative paper wine cup, made from 94% recycled paper, is already a huge success and has led to new opportunities and partnerships.
In short, going green is not just that, it requires revision, supervision and commitment.






Notion 80
Sustainability helps the environment
Target skills
Raise awareness of the importance of applying sustainable practices in business for the benefit of the environment.

Another benefit for going green is obvious but needs to be repeated: it helps the environment.
Aside from the purely economic reasons to go green, this is an important step in preserving the earth for the long term.
According to AGU (American Geophysical Union): "Based on extensive scientific evidence, it is extremely likely that human activities, especially emissions of greenhouse gases, are the dominant cause of the observed warming since the mid-20th century. There is no alterative explanation supported by convincing evidence." (2019).
ACS (American Chemical Society) states: “The Earth’s climate is changing in response to increasing concentrations of greenhouse gases (GHGs) and particulate matter in the atmosphere, largely as the result of human activities." (2016-2019).
It's important to remember that scientists always focus on evidence, not opinion. Scientific evidence continues to show that human activities (primarily the burning of fossil fuels) have warmed the Earth's surface and ocean basins, which in turn affects the Earth's climate.
So it is everybody´s task to contribute to the reduction of CO2 and other gases, including individuals, communities, governments at all levels and of course, businesses. This is one of the key reasons why so many companies have embraced the concept of being environmentally friendly. By cutting down on emissions and waste they would help the environment. Not only is it good for the bottom line, it's good for the planet. It's something that can make shareholders and your own conscience happy.
In this module, we saw in detail the impact the Internet has on the environment and how our invisible Internet activities leave a very tangible carbon footprint. That´s why it is even of more importance to make a stand in a digital project, raising our customers ‘awareness as well as reducing digital pollution.






Notion 81
European Green Deal 2019-2024
Target skills
Learn about the good practices for the common goal of improving the environment in which we live. Raise awareness on the fact that also the single action of one person is important for the environment.

As we have seen in the previous notion, everybody is responsible for taking care of our environment.
In response to the climate change at European level, the European Commission adopted European Green Deal. It’s a set of policy initiatives aimed at making Europe a fair and prosperous society with sustainable economy and climate neutrality (net-zero greenhouse gas emissions) by 2050.
To achieve its goals it covers 8 policy areas:
	Energy
	Climate
	Agriculture
	Industry
	Environment
	Transport
	Finance
	Innovation

The deal is not a legislation but rather a roadmap for what needs to be done in order to become sustainable. Some achievements have been done within each of the 8 areas mentioned above and several strategy papers were published. They include food production, biodiversity preservation, and industrial and digitalization policies, considered the pillars of the Green Deal.   For example:
	European climate law entered in force in 2021. It legally binds all member states to reduce emissions by 55% by 2030. ( https://www.youtube.com/watch?v=9cpnKYtJ4EY )
	The Farm to fork strategy. It should ensure a fair, healthy, and environmentally friendly food system while providing livelihoods for farmers. It covers the entire food supply chain, from reducing by 50%  the use of pesticides and the sale of antimicrobials to increasing the use of organic farming. ( https://www.europarl.europa.eu/news/en/headlines/society/20200618STO81513/green-deal-key-to-a-climate-neutral-and-sustainable-eu )
	EU Circular economy Action Plan







Notion 82
The 2030 Agenda for Sustainable Development
Target skills
Learn the basics about Agenda 2030.

We have learnt the initiatives of EU in the previous notion.
In this section, we will learn what is done on a global level.
Agenda 2030
In 2015, 193 UN countries around the world adopted the 2030 Agenda for Sustainable Development. It is an action plan in favour of people, the planet and prosperity, which also intends to strengthen universal peace and access to justice. At the heart of Agenda 2030 are the 17 Sustainable Development Goals (SDGs) with 169 objectives of an integrated and indivisible nature that cover the economic, social and environmental spheres.
Here is a brief summary of these goals: [image]https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/08/The-17-Sustainable-Development-Goals-SDGs.png [/image]
	1 No Povery: end poverty in all its forms around the world.
	2 Zero Hunger: to end hunger, achieve food security and improved nutrition and promote sustainable agriculture.
	3 Good Health and Well-being: to guarantee a healthy life and promote well-being for all at all ages.
	4 Quality Education: to ensure inclusive and equitable quality education and promote lifelong learning opportunities for all.
	5 Gender Equality: to achieve gender equality and empower all women and girls.
	6 Clean Water and Sanitation: to ensure the availability and sustainable management of water and sanitation for all.
	7 Affordable and Clean Energy: to ensure access to affordable, reliable, sustainable and modern energy for all.
	 8 Decent Work and Economic Growth: to promote sustainable economic growth, full and productive employment and decent work for all.
	9 Industry, Innovation and Infrastructure: to build resilient infrastructure, promote inclusive and sustainable industrialization and foster innovation.
	10 Reduced Inequalities: to reduce inequality within and between countries.
	11 Sustainable cities and Communities:  to make cities and human settlements inclusive, safe, resilient and sustainable.
	12 Responsible Consumption and Production: to ensure sustainable consumption and production patterns.
	13 Climate Action: to adopt urgent measures to combat climate change and its effects.
	14 Life Below Water: to conserve and sustainably use the oceans, seas and marine resources for sustainable development.
	15 Life on Land: to protect, restore and promote sustainable use of terrestrial ecosystems, sustainably manage forests, combat desertification, halt and reverse land degradation and halt biodiversity loss.
	16 Peace, Justice and Strong Institutions: to promote peaceful and inclusive societies for sustainable development, provide access to justice for all and build effective, accountable and inclusive institutions at all levels.
	17 Partnerships for the Goals: to strengthen the means of implementation and revitalize the World Partnership for Sustainable Development.

Out of these 17 goals, we highlight the ones that are directly connected to the environment, being these the following: the cleaning and sanitation of water; the sustainable management of forests; responsible consumption and production; affordable and clean energy; and, finally, climate action. It is our responsibility, not only as an enterprise, but also as citizens, to be conscious about all these topics, since we all live in the same planet and there is nowhere else to go if we destroy it. Even though we are highlighting those, all of them are important in order to protect our planet and to make sure everybody in this world lives a decent life.






Notion 83
Green Growth Knowledge Partnership (GGKP)
Target skills
Learn the concept of green growth and what global platform is created for this purpose.

One of the fundamentals for achieving the SDGs is Green growth.
Green Growth
According to the OECD, green growth means fostering economic growth and development, while ensuring that natural assets continue to provide the resources and environmental services on which our well-being depends.
This term is quite new compared to sustainable development. However, it's not a substitute for the latter, but a practical approach to achieving specific, measurable progress on the economic and environmental pillars.
The infographic "Why Green Growth?" developed by the World Bank highlights the reasons, opportunities and measurement indicators for green growth:
https://thegoodmanager.eu/wordpress/wp-content/uploads/2022/09/WB-GREEN-GROWTH-INFOGRAPHIC.pdf
Many governments and businesses around the world have embraced green growth as an opportunity. However, there still remain challenges to adopt its policies on a large scale:
	broad collaboration and coordination among the world's leading institutions and experts,
	sharing and accessing the latest knowledge and data,
	and an engaged and motivated community.

To address these challenges, the Green Growth Knowledge Partnership was established in 2012.
What is The Green Growth Knowledge
Partnership (GGKP)?
It is a network composed of different experts and organizations who offer "policy, business, and finance communities with knowledge, guidance, data, and tools to transition to an inclusive green economy."  They offer their resources by means of 3 platforms:
	Green Policy Platform
	Green Industry Platform
	Green Finance Platform

All these platforms offer tools, case studies and guidance, webinars and courses, among others, to SMEs and banks in order to help them become green. There are more than seventy-five organisations that collaborate in this partnership with the recognition on behalf of different governments who realized that going green is a potent way to incite economic development at the same time that we are protecting the natural resources on which the human well-being depends on.
Besides sharing the knowledge through the above mentioned platforms, they also facilitate engagement in knowledge and learning through the Green Forum. It is an interactive online community space for professionals to share and discuss insights related to sustainable economic change.
They take action regarding climate, nature, chemicals and pollution and it is a partnership that works together in order to achieve the previous 17 goals established by the 2030 agenda that we have looked at before.






Notion 84
Partnership for Action on Green Economy (PAGE)
Target skills
Learn the meaning of green economy and the fundamentals of PAGE

Green growth is closely related to the green economy which aims at “increased overall social welfare and social justice, at the same time considerably reducing environmental risks and ecological deficiencies. It is low carbon, resource efficient and socially inclusive”  (UNEP, 2011). While sustainability remains the critical long-term goal, green growth and green economy could be defined as the ways to achieve it. The difference between them is that green growth focuses more on economic development, while green economy puts the emphasis on social aspects. Nowadays, the term mostly used as inclusive green economy.
To coordinate UN action on green economy and to assist countries in achieving and monitoring the emerging SDGs a special mechanism was launched in 2013 – PAGE.
Partnership for Action on Green Economy (PAGE)
Its aim is to provide those countries who are willing to go green and become inclusive with all types of support they may need. As we have previously seen with the 2030 Agenda and the GGKP, PAGE also works to eradicate poverty, attain social equity and improve the environment by accelerating the progress towards a sustainable development. All this is carried out by five agencies that work together to reach these goals:
	the UN Environment Programme (UNEP),
	the International Labour Organization (ILO),
	the United Nations Development Programme (UNDP),
	the United Nations Industrial Development Organization (UNIDO),
	the United Nations Institute for Training and Research (UNITAR).

PAGE is funded by 8 donors, EU being one of the co-funders, and implemented in 20 countries. It plans to increase and reach 30 countries by 2030.
They operate mainly at the country level, working with national and regional governments. However, they plan to expand their alliance with other institutions, initiatives, and programmes, including the private sector and civil society, paying particular attention to youth and gender movements.
You can learn more about PAGE at: https://www.un-page.org/






Notion 86
What we mean by gender
Target skills
Define what is gender and what it is not

The term 'gender' here refers to the set of characteristics that are commonly associated with female, male or non-binary attributes. These attributions are social constructions that can vary greatly depending on the time, place or social groups studied.
Their studies are called gender studies. Most studies agree that these gendered characteristics are central elements in the social organisation of our Western societies. The male/female binarity linking gender with sexual characteristics is also a constructed model. Some societies (South America, Greenland) may consider that there are three, four or even more genders in existence. Therefore, gender studies should not be confused with biological or zoological studies of the differences between males and females
It is very important not to confuse gender with sub-interrogations such as:
	gender role (range of behaviors and attitudes that are generally considered acceptable for a person based on that person's sex),
	gender identity (a person's perception of his or her own gender),
	gender expression (dress, attitude, pronouns used by a person, etc.),
	biological sex at birth
	sexual attraction.

Gender studies can cover many disciplines such as sociology, philosophy, education, history, arts and culture, health, law, management, politics, etc. In addition to the many disciplines involved, the viewpoints are also multiple. Many studies are associated with activist movements such as feminism, but opponents have also used (often questionable) gender arguments to discredit these analyses. Yet through the study of gender in our societies, we can question the models that are constructed and put forward, criticise certain inequalities and seek to make the world around us evolve virtuously.
Talking about gender in project management contexts can be a real advantage for self-assessment of practices and for making programmes evolve in a more inclusive and virtuous way!






Notion 87
Gender in the digital field, project management and leading: some statistics
Target skills
Get an overview of gender inclusion issues at the European level

Gender inequalities in professional fields are still too numerous in our Western societies today. Between salary inequalities, imbalances in promotions and lack of representation in management positions, gender studies show how far we still have to go. These inequalities are based more on sexist and ageist models than on real scientific analysis. Tackling gender inequalities in the professional sphere is to truly tackle the gender inequalities that structure our societies.
In 2021, EU Member States scored an average of 68 out of 100 on the Gender Equality Index, a measurement tool developed by the European Institute for Gender Equality. This score has risen by only 4.9 points since 2013, the earliest year of measurement on the Institute's website.
According to Eurostat, 66.2% of women aged 20 to 64 were employed in the EU in 2020. This rate has been increasing for almost ten years (60.9% in 2011). However, it is still more than 10 points lower than for men: on average, 77.2% of them were in employment in the EU in 2020. This can be explained by the higher proportion of women who have to choose between their job and domestic organisation (often related to children). Because the man's income is higher than the woman's in 3 out of 4 heterosexual couples according to INSEE, the choice of maintaining activity in contexts such as Covid-19 for example, is almost automatically made in favour of the man's activity. In 2020, women earned on average 13% less than men in the EU, according to Eurostat.
Currently, only one woman is the CEO of a CAC40 company. The same is true for all other levels of management. The share of women in the management bodies of CAC40 companies is 18.4%, while they represent 32% of managers and 48% of the workforce. On the other hand, women are over-represented in the most precarious and least well-paid jobs. In France, they hold 78% of part-time jobs and 70% of fixed-term and temporary contracts. These inequalities correspond to an economic concept known as the "glass ceiling" or "invisible wall", which refers to any case where an individual is confronted with a network of tacit, implicit or even hidden power that keeps him or her away from a level of power or pay or hierarchy to which he or she could aspire. Project management or leading jobs are therefore often more difficult for women to attain than for men.
The same is true in the digital sectors. Despite the major importance of women in the history of technological innovations (Ada Lovelace, Grace Hopper, Hedy Lamarr, Katherine Johnson, etc.), women account for only 27% of employees in the IT and digital sectors and only 13% of the workforce in specialised engineering schools.
These figures reveal a truly problematic situation on a European scale. Some initiatives show the importance and interest of gender inclusion in digital fields and management positions which are still too often male dominated. Moreover, it has been proven that gender inclusion can have many benefits in terms of sustainability and for the company. This is what we will see in the next grain






Notion 88
How are gender inclusion and sustainability connected?
Target skills
Identify the connections between gender inclusion and sustainability and their related benefits

A global EU strategy for gender inclusion
The EU strategy for gender inclusion responds to the commitment of the Von der Leyen Commission to achieve a Union of equality. It sets out objectives and actions to make significant progress towards a gender-sensitive Europe by 2025. The aim is to achieve a Union where women and men, girls and boys, in all their diversity, are free to follow their chosen path in life, have equal opportunities to lead successful lives and where they can participate in and lead our European society as equals.
Inclusion and sustainability, same fight, same impact
Although long invisibilised in the various intergovernmental treaties on sustainable development, gender equality is now recognised as a prerequisite for achieving sustainable development and is integrated into all the goals and targets of the UN 2030 Agenda. Equal access to education, decent work and representation in political and economic decision-making processes is the basis for equitable societies. Investing in gender equality and the empowerment of all women supports progress on all 17 SDGs, including contributing to poverty eradication, climate change mitigation and adaptation, biodiversity protection and sustainable economic growth.
A company that takes gender inclusion into account will therefore have significant sustainability impacts.
The benefits of gender inclusion for a company
The focus on diversity and inclusion brings real benefits to business such as:
	Being eligible for new business and therefore having the opportunity to boost performance
	Comply with the legislative framework, as contributing to equality is a legal obligation for every company
	Increasing its positive impact on society
	Encourage creativity, which can enable companies to move away from 'one size fits all' thinking
	Attracting better talent by being a more open-minded company and thus combining the attractiveness factor with the productivity factor
	Have complementary profiles and thus promote cohesion within the team
	Strengthen its brand image: consumers, customers, suppliers or candidates favour brands that support inclusion and diversity.

Finally, according to a report by the International Labour Organisation in 2019, more than 57% of organisations say that gender diversity initiatives have improved their results. 75% of companies that pay attention to gender diversity in leadership positions see an increase in profits of up to 20%.
It is therefore in a company's interest to engage in gender inclusion. In the next grain, we will look at some advice on how to do this.






Notion 89
Gender inclusion in your project management practice: some advice
Target skills
Identify good practices to apply in your management to promote gender inclusion

Here are some practical tips to facilitate gender inclusion:
	Train directors and managers to understand and take account of these issues
	Work in partnership with specialised organisations on these issues
	Raise awareness throughout the company and work together towards a common goal of gender inclusion
	Listen: gender inclusion is still not fully well understood today. It is therefore necessary to take the time to listen to the people concerned, to learn and to deconstruct certain points
	Adopt an horizontal approach to company issues: instead of segmenting areas (e.g. disability, inclusion, environment), you will be more relevant by working on issues that encompass diversity (stereotypes, responsibility, discrimination, etc.)
	Ensure equity in recruitment, salary, career development, etc.
	Promote employment at every stage of the company
	Be transparent about these issues, there is no taboo about gender inclusion (if of course the issue is different, you can work on gender inclusion in the same way as you work on the inclusion of people who do not speak the same language)
	Develop an internal strategy on gender inclusion, with an inventory, a survey, indicators of progress and regular evaluations, highlighting this issue in the company's challenges
	Implementing an internal policy, with a charter of good practices for example, work on the formulation of job offers, etc.
	Fighting discrimination internally (listening, reporting procedures, discussion groups, etc.)
	Work on team cohesion, encourage communication to avoid unspoken words, stress and unease







Notion 91
Importance of communication in diverse work groups
Target skills
Raise awareness on the communication between peers. Observe the social/natural/cultural factors that are at the base of workind roles.

Tips for good communicators
Communication in working groups is crucial.
The way you communicate must not be confused, so don't talk over other people, respect your turn. Do you have questions? Write them down on a piece of paper so as not to interrupt the person who is speaking at that moment.
Tips for speakers:
	The message you are talking about must be communicated in such a way that it is best understood by the recipient.
	Ask questions to see if the other members of the group really understood what you are talking about. Ask for example "What do you think?"
	Summarising your ideas can be useful to underline the key points of your thinking.

Tips for the listener:
	Pay attention also to non-verbal language (posture, facial expressions, gestures).
	Ask questions if you did not understand something or if you want to confirm certain points of the speaker's thinking

Advice for both:
	avoid distraction! Today we are surrounded by distracting elements, for example technology such as phones, smartphones, tablets. Silence them so that you can concentrate.

Communication can take place in different ways, in terms of spatial arrangement:
	in a circle
	horseshoe
	sitting around a table







Notion 92
Leader VS Boss
Target skills
Raise awareness on the communication both between different hierarchical roles. Observe the social/natural/cultural factors that are at the base of workind roles.

Have a look at the following table to understand better the difference between a boss and a leader:
[image: All media on this site are described by the text nearby][image: All media on this site are described by the text nearby]





Notion 93
Communicate with the project team
Target skills
Raise awareness on the communication both between different hierarchical roles and between peers. Observe the social/natural/cultural factors that are at the base of workind roles.

How to keep communication flow on your team
Meeting regularly gives everyone an opportunity to be present while project activities and changes are being discussed and creates a level playing field by giving all team members a chance to voice ideas concerns and share status updates.
To ensure that meetings stay on schedule, do the following:
1. Create a timetable that the speaker has to follow.
2. Draft an agenda and send it to all team members prior to the meeting.
3. Ask team members to be prepared to discuss the agenda items.
3. Schedule the next meeting in advance, and keep a record of discussion items to be carried forward.
During the meetings you have to make sure you don’t leave anyone out. Sometimes questions and feedback are necessary to inlcude all the team.
In addition the language you use should be transparent, clear and concise. This kind of communication can avoid wasting other people’s time (and your own).
In the communication there should be respect.
People are put on project teams for a reason. Whatever their roles, all members serve an intended purpose and bring intrinsic value to the project. Regardless of title and position in the organizational hierarchy, all participants should be expected to show respect for their fellow team members and should be held accountable for their behavior.






Notion 94
Communicate with the stakeholders
Target skills
Raise awareness on the communication both between different hierarchical roles. Observe the social/natural/cultural factors that are at the base of workind roles.

Exercise
When you communicate with ________________, stakeholder involvement is important.
Learning how to communicate with stakeholders through stakeholder engagement is one of the most effective ways of getting to know your stakeholders and helps you to find out what their needs are. In turn, this will improve your overall relationship and help you shape the aims and objectives of your project.
For example, if you find out that one of your key stakeholders requires your project to meet certain ___________, you can ensure that this is discussed and covered in your plan.
Stakeholder meetings are the most common method of communication for companies.  The best ways to communicate the message would be _________, Prezi or any of the mind mapping software solutions available online. Being in the same room with stakeholders should avoid problems of misinterpretation.
However, with the growth of online platforms, clients are getting used to following meetings ________.
It is important to stay in touch with stakeholders; for example, __________ can be used, which can be sent out at certain periods of time. They can be useful to include stakeholders who are not directly involved in your project.
Another important element is the project ______________. They are usually sent at predefined periods (weekly, monthly). The protocol is already agreed here, so if your project is running on time and on budget, you should not have any worries.
You have to be prepared for ________. If the problem is urgent you can schedule a conference call. Keep in mind that conference calls are best for one-way communication, so it would be a good idea to have an agenda prepared before the conference call starts.
Of course, one of the most important aspects of communicating with stakeholders is to create _________.
Lunch or dinner meetings can help. In these situations stakeholders are more spontaneous and can tell you something confidentially.


Resources
Words list
	online
	integration
	stakeholders
	newsletters
	summary reports
	criteria
	PowerPoint
	problems



Correction
When you communicate with stakeholders, stakeholder involvement is important.
Learning how to communicate with stakeholders through stakeholder engagement is one of the most effective ways of getting to know your stakeholders and helps you to find out what their needs are. In turn, this will improve your overall relationship and help you shape the aims and objectives of your project.
For example, if you find out that one of your key stakeholders requires your project to meet certain criteria, you can ensure that this is discussed and covered in your plan.
Stakeholder meetings are the most common method of communication for companies.  The best ways to communicate the message would be PowerPoint, Prezi or any of the mind mapping software solutions available online. Being in the same room with stakeholders should avoid problems of misinterpretation.
However, with the growth of online platforms, clients are getting used to following meetings online.
It is important to stay in touch with stakeholders; for example, newsletters can be used, which can be sent out at certain periods of time. They can be useful to include stakeholders who are not directly involved in your project.
Another important element is the project summary reports. They are usually sent at predefined periods (weekly, monthly). The protocol is already agreed here, so if your project is running on time and on budget, you should not have any worries.
You have to be prepared for problems. If the problem is urgent you can schedule a conference call. Keep in mind that conference calls are best for one-way communication, so it would be a good idea to have an agenda prepared before the conference call starts.
Of course, one of the most important aspects of communicating with stakeholders is to create integration.
Lunch or dinner meetings can help. In these situations stakeholders are more spontaneous and can tell you something confidentially.








Notion 95
Identify the 5 W and 1 H for an effective communication
Target skills
Raise awareness on the communication both between different hierarchical roles and between peers. Observe the social/natural/cultural factors that are at the base of workind roles.

The 5 W and 1 H
The five words are WHO, says WHAT, in WHICH channel, to WHOM, with WHAT effect?
	The first ‘WHO’ is the communicator, i.e., the person who formulates the message.
	‘WHAT’ is the content of the message.
	‘WHICH’ refers to the channel of communication, i.e., medium of communication.

There are two media of communication, physical and mechanical.
	Physical media includes channels where the communicator and receiver of the message can physically see each other. Video conferences, face-to-face meetings, and departmental meetings, for example, are physical media. We sometimes refer to video conferences as ‘e-meetings.’
	Mechanical media means written or electronic channels, i.e., personal letters, E-mails, billboards, newsletters, magazines, SMS, or social media.

'WHOM’ refers to the audience, i.e., to whom is the message delivered?
This could be one individual or many people scattered over a wide area. It could also mean many people in one area. If you give a presentation in a large auditorium, for example, the audience is in one place.
With WHAT effect’ refers to the message’s outcome, i.e., how effective it was. Did the message achieve what the communicator wanted?
To answer this question feedback and questions in the channel of communication can be very useful.
Now we can concentrate on the 1 H, How?
	How am I going to communicate? (aids available and type of audience)
	How am I going to convince?
	How am I going to handle difficult audience or questions?
	How did I arrive at a particular decision or idea?
	How is going to help the stakeholders?
	How should action be taken?







Notion 96
Identify the enterprise enviroment and cultural factors
Target skills
Raise awareness on the communication both between different hierarchical roles and between peers. Observe the social/natural/cultural factors that are at the base of workind roles.

Enviroment
The issue of sustainability has an increasing impact on companies. In particular, within the organisational perimeter of the company, this issue induces new practices, potentially capable of combining growth and economic performance, social and environmental sustainability. In this perspective, economic and financial aspects are included in a broader framework, which considers the dimension of sustainability in measurable business behaviours and practices.
Various aspects can be taken into account to understand the impact on the environment:
	energy and renewable energy consumption
	quantity of greenhouse gas emissions
	water consumption and the amount of waste recycled and reused.

These aspects may concern the production system, the design of products, packaging and their disposal, but also energy consumption or recycling within the shops.
A good example of a business model that aims at sustainability and safeguarding the planet is that of Ikea. In fact, as reported on the company's website, the Ikea group "is committed to producing, by 2020, a quantity of renewable energy equal to that consumed in the course of its activities".
In the technological sphere, we can talk about Apple: almost half of Apple's carbon footprint concerns the electricity used in its production processes and therefore, as the company states, it is necessary for the entire supply chain to switch to renewable sources. That's why Apple's suppliers "are committed to producing more than 4 gigawatts of clean energy by 2020: nearly one-third of the electricity" used to make the company's products in 2018. In addition, all of Apple's offices, Apple Retail Stores are powered by renewable energy.
Another important change for the environment is the decrease in the use of plastic. Many companies have decided to replace single-use plastic bottles and cups with dispensers of natural and mineral water. In addition, thermal stainless steel bottles are often distributed to employees.
Culture
Even when two countries share the same language, significant differences are often found.
If you want to direct your business towards a global market, putting cultural training at the forefront and ensuring that your team is aware of the variety of different cultural approaches would be a winning strategy.
This means not only learning about different cultural styles, but also questioning one's own conceptions of what is the 'right' way to do things and adapting in order to bind teams together better.
A poor understanding of other cultures can hinder effective communication and result in failed negotiations, lost contracts and delayed access to international markets. Providing the right cultural training to help teams master foreign exchanges ensures that business strategy is in line with a variety of cultural habits and not just different approaches to doing business.
Perhaps the greatest source of misunderstanding in intercultural exchanges is intention. The meaning of a term may be clear, but it is the meaning behind that word that may become more blurred: for example, when an English manager will say that work is "going well", someone native to that culture will probably understand that the meaning is "going well, but could be better". However, for countries with a more direct communication style, such as the United States, that statement would be taken for what it is: fine means fine.






Notion 99
What are the major obstacles in communication?
Target skills
Learn about the good practices for the correct language to use when talking about disability. The importance of correct and effective communication.

Communication obstacles can be:
	lack of attention when receiving the message
	hasty conclusions about the message
	lack of interest of the recipient in the message
	routine in the communication process
	lack of awareness about what you are talking about and how you are doing it
	lack of coherence about what you are talking about and how you are acting
	lack of management of one's own mood: on bad days, one should not be influenced by feelings in order not to vent, be obnoxious or rude. These attitudes can compromise the achievement of results.
	Lack of a strategy: it is necessary to have a precise and effective strategy. It has to be also flexible in order to change those aspects which over time may not be satisfactory and create problems.

You have to remember that communication must be accessible to all, so if there are d/Deaf people it is good to have an interpreter or stakholders with knowledge of Sign Language.
For visually impaired people it is recommended to have texts translated into Braille. This will make it easier for them to understand the projects and ideas of the team and to be able to interact with the others.






Notion 100
Means of communications: guidelines for the correct etiquette
Target skills
Learn about the good practices for the correct language to use when talking about disability. The importance of correct and effective communication.

Be yourself - and allow others to treat you with respect: you are worthyof being treated courteously.
	Say “Thank You”: When someone gives you a compliment or does something nice, the best response is a simple “Thank you.” Please also remember, “Please,” “Excuse me,” and “You’re welcome,” which are other marks of good manners.
	Give Genuine Compliments: A fundamental rule of good manners is to give. When you meet someone, you can always think of a genuine compliment to give, along with your attention and interest. A “Hello” or “How are you?” is most often not enough. Be generous with sincere words, warm greetings, sympathy; remember that you have to be appropriate to the occasion.
	Don’t be Boastful, Arrogant or Loud: When in polite company, always exercise self-control: your voice and your behavior shouldbe appropriate.
	Listen Before Speaking: Respect for others is a requirement of good manners. Listening to others is a way to show respect. Be genuinely interested in others;  never interrupt. Look them in the eye, and listen carefully.
	Speak with Kindness and Caution: Before speaking to others, consider what effect your words will have. Also remember the language of the body (your posture and your mannerisms) is actually more important than the language of words.
	Do Not Criticize or Complain: Negativity in any form is to be avoided. If you disagree with others, do so respectfully (agree to disagree).
	Be Punctual: Appreciate the value of time, yours and others. If you make an appointment, arrive on time. If you must be late, warn someone about the delay.
	Do Not Embarrass Others: Demeaning anyone with rude jokes or an unwelcome nickname is disrespectful. In conversation, never ask embarrassing questions.







Notion 101
Examination of the non-verbal factors in communication
Target skills
Learn about the good practices for the correct language to use when talking about disability. The importance of correct and effective communication.

Non-verbal communication includes mainly body language, but also tone of voice, pauses in conversation, interpersonal distance, clothing and many other elements. Non-verbal communication expresses our emotions and the relationship we want to have with our interlocutor on a deep emotional level.
Non-verbal communication is faster, less conscious and less controllable than verbal communication. Non-verbal reactions to an event tend to be immediate and occur before it can be rationally assessed.
When a meeting is taking place, for example, it is good to use correct postures, which reflect your behaviour, intention and interest.
Positive non-verbal communication
[image: All media on this site are described by the text nearby]Negative non-verbal communication
[image: All media on this site are described by the text nearby]





Notion 102
Tips to an effective communication and to reach the goal
Target skills
Learn about the good practices for the correct language to use when talking about disability. The importance of correct and effective communication.

Tips for effective communication:
	Use silence as a resource: silence can be a key resource that you can use to gather ideas or even to stimulate your interlocutor to elaborate. Silence is a strategic way of communicating and should not be used to make your interlocutor feel inferior or difficult.
	Try to use words, gestures and voice congruently: Not only do we communicate with words, but also with gestures and voice. When communicating be careful to use them consistently and congruently.
	Pay attention to the feedback from the other person: In communication, the most important thing is not the communicative intention, i.e. what you want to say, but the response (feedback) that the other person gives you.
	Use questions to understand and be understood: Questions can help you to understand what the other person is getting from your message and also to find out more about their mental models.
	Use active listening: Communication is based on a mutual exchange of ideas, thoughts and emotions, so don't see it as a one-sided action, learn to listen actively.
	Do not immediately judge what you hear: If you learn to wait and not judge immediately, you will respect the person in front of you more and you will be able to create more empathy and harmony. Don't be influenced by your own interpretations and judgements.
	Learn to put yourself in someone else's shoes to increase empathy: Observe, welcome and reflect the communication style of your interlocutor, especially at the beginning of a conversation, learn to put yourself in his shoes. Focus on them and learn to use some of their words. Respect their emotions.
	There is no absolute and objective truth: There is no absolute truth and no single meaning of things, everything is subjective and interpreted according to one's own reference model made up of personal experiences, beliefs and values.

That is why it is necessary to learn to express one's own opinions by saying 'from my point of view'.
Tips to reach the goals:
There are some strategic steps that can help us to achieve our goals and strengthen our sense of purpose:
	Be positive
	Be precise but not too strict
	Acknowledge your successes even if they are small
	Have clear priorities
	Set realistic goals
	Introduce a criterion of progressiveness
	Keep a progress diary
	Keep an agenda for planning
	Be willing to change some aspects
	listen to the opinions of others







Notion 104
Responsible communication issues in project management: some concepts
Target skills
Discover main concepts related to environmental communication

Communication is an essential part of a company's activity; the communication department is often close to the executive bodies within a structure. Communication allows companies to present and promote their products, their activities and their identity to the public.
As we have seen, environmental issues and global warming are increasingly present in the public space and in the minds of citizens. It is therefore natural for companies to take up these issues, by which they are also concerned. However, communicating on these issues can carry risks: misleading advertising, implementation of bad practices, non-compliance with legislation, which can have a negative impact on the company and, more globally, on the environment.
In this lesson, we will discover what constitutes relevant communication on environmental and sustainable development issues. Let's start with some definitions.
Greenwashing: The practice of making an unsubstantiated or misleading claim about the environmental benefits of a product, service, technology or company practice, in order to appear more environmentally friendly than it really is or than competitors, and to attract the consumers and citizens.
Example: Indicating on the packaging of a bottle that it is made of cardboard when the inside is made of plastic.
https://s.yimg.com/ny/api/res/1.2/x1kdHTYqKfzzoV4_2EWpjg--/YXBwaWQ9aGlnaGxhbmRlcjt3PTY0MDtoPTMyMA--/https://s.yimg.com/uu/api/res/1.2/B4w6VwhZpE5rm7OZOhycjA--~B/aD01MDA7dz0xMDAwO2FwcGlkPXl0YWNoeW9u/https://media.zenfs.com/en/mmail.com.my/ca5c0d621f194bf15614002258868980
Green marketing: The practice of using environment-related arguments in communication strategies in order to create a good public image and thus become more successful. Green marketing can be used to cover up a company's inconsistencies or inaction by giving a misleading image of environmental responsibility.
Example: The creation of a new responsible brand (clothes, food products, etc.) is green marketing. If the company that creates this brand is not itself responsible, this green marketing operation is therefore misleading and becomes greenwashing.
Some climate policy and climatology concepts are present in advertising since they appeared in laws and climate objectives and became argument of choice in communication campaigns. It is interesting to understand them to better appreciate the potential risks.
Carbon neutrality: The balance between the emission of carbon gases, generated by human activity, and the absorption of these same gases by the atmosphere (climatic neutrality takes into account all greenhouse gases). The difference between the gases emitted and those absorbed must therefore be equal to zero. The Paris agreements and the European climate law set the objective of carbon neutrality by 2050. Today, the preferred way for companies to achieve carbon neutrality is not to reduce emissions or to stop producing them (being carbon negative), but rather to compensate for the actual pollution by other means.
Carbon compensation: A strategy for achieving carbon neutrality. It involves implementing actions (planting trees, storing carbon) that counterbalance a company's GHG emissions. It is not about reducing a company's actual emissions but about financing projects that are supposed to reduce/prevent emissions elswhere. This strategy is criticized for the lack of real evidence of effectiveness and the distraction from useful actions that it entails, like directly reducing emissions.
Treewashing: An operation consisting in using carbon compensation practices to give oneself a good conscience, to avoid truly investing in the fight against global warming by relying on these false good solutions and to have a good image in the eyes of citizens and institutions.
Name and shame: The practice of exposing to the general public - via the media in particular - the bad practices of a company, whether they are unlawful or unethical, with the aim of informing citizens and pushing companies to change their behaviour.
To go further:
A WWF video explaining why using carbon compensation as a green argument is deceptive.
https://www.youtube.com/watch?v=d-PCLVUH6lE






Notion 105
Interesting cases of greenwashing at EU level
Target skills
Analyse and understand unresponsible communication strategies and consequences of spotted greenwashing

Greenwashing is an old practice. However, it is becoming more widespread as environmental issues become more important in people's minds and in laws: tv advertising, social media, prints, company’s website, etc. The objective for companies that consciously practice greenwashing is of course to influence consumers to buy or to embrace their values. They are capitalising on the growing awareness of the population, which is increasingly looking for a responsible attitude in their purchases. It is also a way to appear committed to these issues in the eyes of the legislation.
Greenwashing is not easily detectable if people are not careful. It's not just big companies like Coca Cola or Total that use them. Here are a few cases of greenwashing on a European scale, with clues to help identify this fraudulent practice.
Greenwashing examples
	Greenwashing by diversion of attention and lack of clarity - H&M

H&M announced a new “Conscious” collection made of more environmentally friendly materials such as Econyl (100% recycled nylon) or organic cotton. But, ecological collections do not erase all the bad practices that this fast-fashion business is setting up, and on which it does not communicate. Moreover, there is very little information about the "Conscious" line. Pay attention to the entire business actions and not only announcements.
	Greenwashing by lies of omissions - Orangina

This is just one of many examples. In its advertisements and packaging, Orangina highlights the "no colouring" and "no artificial flavouring" arguments of its drink. Focusing on the few positive elements of the drink makes consumers forget that the rest (the majority) of the ingredients are not so good for their health and the environment. Look for complete product information.
	Greenwashing by misleading promise - Deutsche Bank

Deutsche Bank has been investigated for promoting "sustainable" investment products, when in fact they were financing industries that contribute most to global warming. Look for or ask for evidence of the guarantees given.
	Greenwashing by misleading packaging - Ajax

Probably the best known greenwashing practice: use of green colour, visual elements evoking nature, a lexical field announcing the product as ethical and healthy. Ajax changed one of its packaging using those visual elements, with little or no change in the composition of its products.In general, beware of overly green packaging with too many reassuring elements that could create bias and encourage purchase.
Use of superlatives, misleading data, trivialisation of negative behaviour or denigration of positive environmental behaviour, lack of proof or precision, unclear message, inappropriate guilt-tripping of consumers, etc. There are many different greenwashing techniques. Fortunately, there are ways to detect them.
How to spot greenwashing
You can consult the following guides to help you spot greenwashing behaviours and avoid them in your own practices:
https://europa.eu/climate-pact/news/greenwashing-your-guide-telling-fact-fiction-when-it-comes-corporate-claims-2022-06-30_en
https://www.ecowatch.com/greenwashing-guide-2655331542.html
https://goodtravel.guide/good-travel-blog/how-to-spot-greenwashing/
Consequences of spotted greenwashing for companies
	Consumers' distrust of companies: people no longer believe what companies say, especially on this subject.
	Loss of credibility and loss of money: the revelation of a green washing operation damages the image of a company, and therefore its popularity with consumers
	Obstacle to the deployment of real eco-innovations: if all companies use the ecological argument, how can we identify those who really act? What other research and actions could companies have implemented instead of green washing?
	Confusion in the public's mind about the reality of the efforts to be undertaken and blocks the ecological transition: people have the feeling that they are doing something green when it is not true in the end.

In the following lesson, we will see the benefits of not doing greenwashing and how to adopt good communication practices with green arguments.






Notion 106
Responsibility in communication approaches
Target skills
Develop good behaviours in communicaiton approaches

With all this, one could think that communication (or marketing) and sustainable development cannot go hand in hand, especially considering that the production of advertising is very polluting. However, it seems normal for companies to want to communicate on their services and engagements. What are the reasons for a company to be responsible regarding communication and marketing?
Reasons and benefits
	It has become impossible today for companies not to take a stand or to get involved in these issues for their reputation: they are expected to express themselves publicly and act.
	Environmental commitment has become a competitive argument: with the progressive awareness of the population and the implementation of climate policies, companies can distinguish themselves from others by promoting responsible behavior.
	The attractiveness of the company to future employees: the next generation of workers is very attached to the values that companies defend and will be seduced by a committed company
	The preservation of its activities: a company has no interest in assisting or participating to the disappearance of the ecosystem in which it evolves, so it should act responsibly even in its communication and marketing
	A fundamental question of ethics and a true role to play: it seems inconceivable for a company not to be sensitive to environmental issues and not to be an actor having or promoting responsible behavior.

What approach should therefore be adopted when talking about environmental issues or engagement in company’s communication? Here are some guidelines.
Get informed, get trained at several levels
The environment, climate and biodiversity, on which the company can have an impact, are complex issues that evolve, just like regulations. It is therefore important to remain aware of these issues, in order to communicate in the best possible way and not to fall into greenwashing. Communicating on carbon offsetting actions will seem less relevant once the limits and ambiguities of such a communication strategy are identified.
It is also important to remain informed about the company's practices. Sometimes, the people in charge of public relations or communication think they are doing the right thing or are misled by the companies themselves. Nowadays, company managers can no longer seriously "say they didn't know" or that they don't agree.
Inform and influence internally
If communication service is not responsible for the company's direction, they can, thanks to the proximity they generally have with executive bodies, be a source of proposals to give the company a better image. Use this influence to adopt better practices.
Be critical and creative
When trying to communicate on environmental issues or with green arguments, it is easy to be influenced by the existing visual representations and vocabulary on the subject, and to be content with doing what everyone else is doing, with the feeling that "it works". But, as we have seen, many practices are highly questionable. However, we must think about making our own practice evolve, being creative. The challenge is to take seriously both the environmental issues and the consumers. A good responsible communication will be rewarded.
Be open to criticism and discussion
On the complex issue of using green arguments, it is possible that your company will be warned by the authorities, or alerted by public opinion or organisations. In this case, the most appropriate approach is to pay attention to what is being said and to open a dialogue. A bad communication campaign can happen to anyone. It is necessary to show a form of goodwill, of willingness to move forward together on these issues.
Think about your communication media
Developing a responsible communication also involves thinking about the communication media that can have a strong environmental impact. You must first evaluate the relevance of a printed communication project (poster, flyers, packaging, etc.), or online advertising, and then think about each stage of the life of these media: creation, use, recycling.
Be transparent and honest
Of course, a communication can only be responsible if the actions or products promoted are really responsible, or if the information transmitted is true. Transparency and honesty are therefore essential here: give details of the carbon footprint calculation, present the results of your actions, whether the results are encouraging or not, etc.
Be precise in what you say
As an extension of the previous point, greenwashing can also come from a lack of precision: evasive, unverifiable or ambiguous information, doubtful certifications, etc. So make sure you are as precise and understandable as possible on a subject that is, as we said, fundamentally complex.
Connecting words and deeds
A communication linked to a company's ecological commitment must not be reduced to an announcement: it must be followed by action. Moreover, a global approach is needed. As in the example given earlier, opening a responsible clothing brand when the company is not responsible is a sign of irresponsible marketing. Commitment should not be segmented.
Embed the issues in the corporate culture
Communication will be nothing without real commitments behind it, throughout a company's chain of activity. Talking about ecology must not be limited to a commercial argument: it must be at the heart of the company's values and the activities and missions must be aligned with these issues for communication to be truly relevant. For example, it will be difficult for a company that exploits fossil energies to claim that its communication encompasses all the points mentioned above.
Going beyond communication and marketing
In this field, actions are more important than words: it is fine to communicate about an action, but what counts is the action itself, its scope, its approach, etc. Thus, a fully responsible company should not wait for communication agenda, external solutions or legal restrictions to invest in environmental issues.






Notion 107
Example of responsible communication
Target skills
Analyse the characteristics of a company's responsible environmental communication

Exercise
As mentioned before, a bad communication campaign or bad buzz can happen to any company, especially on such complex issues as the environment. But, like any other failed communication/marketing campaign, communication on green actions or products can be improved by any company willing to do so.
Patagonia is an American company that sells eco-designed clothing and is well known for its environmental communication. Let's analyse it to see if it respects the points raised throughout this lesson.
Search information regarding the company’s communication and analyse your findings regarding the concepts, warning and practices developed in the previous notions and more generally in the different modules of this training.


Resources
To help you, you can have a look at the following links and search Patagonia’s communication campaigns to analyse them.
	https://www.patagonia.com/our-footprint/
	https://bettermarketing.pub/patagonias-most-famous-campaign-didn-t-do-much-for-their-revenue-7e4d09059307
	https://benmgiust.files.wordpress.com/2013/05/giust_patagonia_campaigns.pdf



Correction
Patagonia can be considered as a model of good environmental communication and marketing. Implementing such communication (which can of course always be improved, especially if we think of the environmental impact of their websites) takes time, creativity, and is part of a global business logic, which is bound to evolve according to the commitments and criticisms received on its communication and practices.
The values and messages conveyed by the company are quite singular in the corporate marketing landscape. This implies getting the consumer used to this new form of discourse, which is welcomed by environmental organisations. You can take inspiration from this approach and participate in this drive for more responsible communication!
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