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Needs Assessment

• My company has received instructions for our tops 4 clients that we are to 
use gender neutral terms when addressing the public.

• The public is increasing offender when addressed by the wrong gender 
identity.

• Offending people costs our business clients and money.

• Our staff is eager to respect gender identity, but they don’t know what 
verbiage to use when addressing people while working trade show booths 
or promoting products in stores.

• Our solution is to educate our staff using online training.



Instructional Goal

• After completing this training, staff will be able to properly use gender 
neutral terms.

• After completing this training, staff will be able to tactfully inquire 
potential clients preferred pronouns and how they prefer to be addressed.

• After completing this training, staff will be able to list and define the most 
used gender terms.



Performance Objectives

• Understanding the issues

• Use the appropriate gender terms when addressing someone whose 
gender identity is known.

• Use gender neutral terms when addressing individuals whose gender 
identity is unknown.

• Under the appropriate circumstances, obtain an individual's gender 
identity in a non-offensive way.



Assessment of Learning 
Outcomes

Performance Objective Assessment

1. Understanding the issues Discussion  Forum – Drawing on your own personal 
experience and relay an experience you have had 
that helps you relate to people who have experienced 
issues with gender identity

2. Use the appropriate terms when addressing 
an individual whose gender identity is known.

Quiz 1

3.      Use gender neutral terms when      
addressing the public.

Create a presentation - record a video of yourself 
addressing an audience using gender neutral terms.

4.     Unoffensively obtain an individual's gender 
identity.

Create a presentation - record a video of yourself 
obtaining an individual's gender identity and 
addressing them using it.



Questions Correct Answers

1. What are  female pronouns?  (select all) She/her/hers

2. What are male pronouns? (select all) He/him/his

3. What are nonbinary pronouns?  (select all) They/them/theirs/themself

4. What are gender neutral pronouns? Xe/Xem/Xyr/Xemself

5. What is the difference between gender 
identity and biological sex?

Gender identity refers to how someone sees 
themselves, biological sex refers to chromosomes and 
reproductive organs.

6. Match the terms with their definitions:

a. Cisgender or cis

b. Transgender or trans

c. Agender

d. Gender-expansive

e. Gender Fluid

f. Bigender

An adjective to describe a person whose gender 
identity:
1. Aligns with the sex they were assigned at birth
2. Differs from the sex they were assigned at birth
3. Does not exist

4. Is more flexible than is typically associated with a 
typical binary

5. Changes over time

6.  Consists of two distinct genders

Quiz 1



Questions Correct Answers

7. What are gender expression? The way someone expresses gender through 
behavior, mannerisms, interests or appearance.

8. Gender dysphoria is? A medical term that refers to challenging feelings or 
distress people experience in relation to gender.

9. What is gender perception? The ways others interpret someone's gender 
expression.

10. What is the meaning of gender diverse? Used to acknowledge and include the diversity of 
gender identities that exist.

11.  What is the meaning of LGBTQ? Lesbian, gay, bisexual, transgender,  and queer or 
questioning.

Quiz 1 (cont.)



Learner Characteristics
• Sales and promotional staff who interface with the public

• Over 70 percent of our staff is over 40 years old and grew up with male and 
female as the only gender choices.

• Many members of our staff do not know the many different gender identity 
options or what they mean.

• Many of our staff members have expressed concern about unintentionally 
offending people.

• Our staff is under pressure from the companies we represent to use gender 
neutral terms but  have not received any training on the subject.



Learning Context

• The staff members will take these modules online in a setting and a time 
of their own choosing.

• This course may be taken during working hours.

• These self-paced modules can be started and stopped at the learner’s 
convenience.

• A quiet space is necessary for recording assignments.



Training Module Outline
• Introduction 

a. How people identify themselves is changing, as is their sensitivity to being addressed in their 
preferred manner. Many members of my staff grew up in an era when there were only two 
genders now there are over 60 different gender terms, and many of them are unfamiliar with 
them and their meaning.

b. This training is to help our staff by giving them the information they need to understand gender 
diversity and the proper language to use in order to show respect for the gender identity of 
others.

c. Once the members of our company complete this training, they will have clarity as well as the 
tools to respectfully address the public. 

• Understanding the issues
a. Why it matters
b. Who it matters to
c. Consequences of not adopting to the times

• Using the proper terms
a. What is gender identity
b. Pronouns• Using Gender neutral terms
a. Gender neutral terms
b. Pronouns• Obtaining gender identity
a. When to approach the topics
b. How to solicitate the information
c. Be prepared for people to be surprised• Assessment
a. Discussion forum
b. Quiz 2
c. Video presentation
d. Video presentation



Instructional Resources
Minimal Technical Skills
• Ability to follow written instructions
• Working knowledge of basic productivity software, such as Microsoft Word
• Ability to use a web browser to navigate the LMS and other online resources
• Basic email features including sending and receiving emails with attachments

Hardware & Software Requirements
• Access to a computer with high-speed internet connection
• Supported browser and required plug-ins
• Webcam and microphone

If you need help
• Email me at Rochelle@5starsgroupllc.com
• Call or text me at (972) 704-4914

mailto:Rochelle@5starsgroupllc.com


Training Module 
Blueprint



Formative Evaluation

• My subject matter expert is Ashley.  Though they is only 20 years old, they 
have been active in LBGTQ for 7 years.  Born female, they have been 
transitioning, lesbian, heterosexual and now identifies as nonbinary.

a. I have known Ashley for six years and have witnessed their evolution.

b. We have attended many of Ashley’s therapy sessions together.

c. I was present at Ashley’s surgery and attended all the medical consultations for their 
breast removal.

d. Ashley has provided me with research material and described many of the things they 
and their friends have experienced on the journey of redefining their gender identity.

• The training will be submitted to senior staff for review before it’s 
publishing it for all staff members.

• All who complete training will be asked to complete an anonymous  
written evaluation.  This information will be used to determine the need for 
changes



Summary

The ways in which people identify themselves has broadened.  For 
some, gender is not defined by their chromosomes, but how they 
see themselves or would like to be seen.  Some in society are 
struggling to understand and most do not want to be offensive.  It is 
an education issue for many of us.  It is my hope that this training 
has provided some much-needed clarity.
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