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Introduction: 
This template policy sets out guidance and support to employees and their managers.  It is an important 
document which sets out fundamental principles in how to fairly and legally, support trans and gender 
equality in the workplace. 

For further guidance on this topic, please refer to the appropriate pages on our HR Knowledge Base. 

Legal considerations: 
The following pieces of legislation apply to this policy: 

• Gender Recognition Act 
• Protection from Harassment Act 1997 
• Human Rights Act 1998 
• Sex Discrimination (Gender Reassignment) Regulations 1999  
• Equality Act 2010  
• Any Codes of Practice issued by the Equality and Human Rights Commission  
• Plus any amendments to the above legislation. 

How to generate your policy: 
Throughout the policy, you will see icons and highlighted areas (see key below). The icons used are for 
guidance on how to amend the document and should be deleted from the final document, together with 
any non-applicable optional clauses. 

Key: 
    

INFORMATION 

This icon demonstrates 
the text is for 

information only. 
 

ACTION 

This icon means you 
need to make an 

amendment to the 
text. 

OPTIONAL 

This icon means the 
advice provided is 

optional. 

WARNING 

This icon means the 
text is important. 

Please take note of the 
advice. 

 

Any text you find highlighted should be amended to suit your customisations and/or removed from the 
document. 

Customising your policy: 

TEMPLATE DOCUMENT: 
Trans and Gender Equality 
Policy 
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In addition to the text emphasised with icons and highlights, you can also amend the font, margins and 
footer information to suit your needs.  

All fonts used throughout the document are set in the Styles panel (under the Home Tab in Word 2007+). 
To change the font settings, right click on the style and click Modify. Make the appropriate changes and 
click OK. Your document will automatically update wherever that style is used. 

To remove the icons, click on them and press delete. 

You will find a checklist of customisations at the end of the document. Please run though this once you 
have completed your customisations. You will also need to delete this page by clicking Insert -> Cover 
Page -> Remove Current Cover Page.  
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1 Purpose 

1.1 We are committed to supporting trans and gender equality in recruitment and throughout 
employment. 

1.2 Learning to work with people's differences, visible or not, enables us to work together 
effectively and helps us to anticipate and meet the needs of all of our <specify, eg 
"clients/customers/students/residents">; to recruit, retain and develop the best people; to 
fulfil our legal commitments; and to act responsibly in the communities of which we are a part. 

1.3 Trans is an umbrella term for somebody who experiences gender incongruence, gender 
diversity or gender dysphoria, meaning they do not align to the sex they were assigned at birth.  
This includes someone who: 

• intends to undergo, are undergoing or have undergone gender reassignment 
• identifies that their gender is not the one assigned at birth. This is both someone who is 

planning, or has had medical interventions, as well as someone who does not plan or has 
not had medical interventions 

• is non-binary, meaning they do not solely consider themselves to be male or female.  They 
may or may not have had medical interventions to align their body with their non-binary 
gender identity. 

These are not mutually exclusive alternatives. 

1.4 The purpose of this policy is to outline the support available to trans employees. 

1.5 This policy also aims to provide line managers with the guidance and support they need when 
supporting trans employees. 

1.6 We recognise that for our employees who are trans, we need to make our employment 
processes, such as changing names, providing documentation, as smooth and stress free as 
possible. 

1.7 We seek to provide equality of opportunity for all applicants and employees via our 
recruitment and selection and training and development policies. Our equal opportunity policy 
aims to ensure everyone receives treatment that is fair, equitable and consistent with their 
skills and abilities. 

<We advise that you make all your policies non-contractual to minimise the risk of a breach of contract 
claim, and also to enable ease of updating.> 

1.8 This policy is not contractual but indicates the way we wish to support trans in the workplace. 

2 Scope 

2.1 <Tailor to suit the range of workers in your business:> This policy applies to all employees and 
workers and covers all aspects of employment including job adverts, recruitment, induction, 
pay and benefits, terms and conditions of employment/service, training and development, 
promotion, change management and also to grievance and disciplinary issues. 
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2.2 It also applies to the way we manage relationships with our <specify, eg 
"clients/customers/students/residents/suppliers and contractors",> as well as to potential 
employees. 

3 Definitions 

3.1 Two important aims of this policy are to educate our workforce on the topic of trans and 
gender equality, and to ensure our managers have the guidance they need to help and support 
a trans employee in the workplace.  Understanding the definitions is vitally important in 
achieving these aims. 

Key term: Definition: 

Bi-gender A person who considers themselves to be both male and female 
at different times 

Cis/cisgender Where the person’s sex assigned at birth and gender identity are 
matching. 

Cross-dresser This term is used to refer to a person who wears clothes that are 
usually associated with the opposite sex, for example, men who 
wear clothes, makeup, and accessories culturally associated with 
women. 

Deadnaming Calling someone by their birth/pre transition name after they 
have changed their name 

Gender dysphoria/incongruence Where the person experiences distress due to the mismatch 
between the sex they were assigned at birth and the gender they 
identify with. 

Gender fluid Someone who changes how they feel about their gender from 
time to time, and may identify as a woman on some days, as a 
man on others, or as a combination of both. 

Gender neutral Someone who does not identify with any gender but may 
embrace aspects of both man and woman and may possibly fall 
on a spectrum between the two. 

Gender neutral pronouns  Gender neutral pronouns such as they, per, zie, ze, fey may 
replace binary pronouns (he/she, his/her): 

• per - gender neutral pronoun alternative to he/she 
• zie – gender neutral pronoun alternative to he/she 
• ze – used instead of he/she to refer to a person of 

unspecified or non binary gender 
• fae – is a gender fluid alternative pronoun 

And a gender neutral title such as Mx may replace Mr, Mrs, Miss 
or Ms. 

Gender reassignment (or 
‘transitioning’)  

Processes by which a person aligns their life and physical identity 
to match their gender identity.   
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Gender recognition certificate 
(GRC) 

A certificate enabling an individual to be legally recognised in 
their affirmed gender. 

Intersex This is a physical medical condition that describes someone 
whose anatomy or physiology differs to what constitutes either 
male or female. In some intersex conditions, it can mean that the 
person’s anatomy or physiology is neither male nor female. 

Non-binary  A person who has a non-binary identity, means they neither 
identify as male nor a female. They may say they are neither 
gender, or may have some other sense of gender such as: 

• pan-gender = individuals who feel that they cannot be 
labelled as female or male gender 

• poly-gender = individuals attracted to people of multiple 
genders 

• third gender = individuals who do not identify as male or 
female, but rather as neither, both or a combination of 
male and female genders. 

Sexual orientation This is term is used to describe person’s sexual attraction 
between one person and another such as, heterosexual, gay, 
lesbian, bisexual or a-sexual.  It is separate to gender identity. 

Transvestite According to Acas, this term is generally viewed as inappropriate 
and likely to cause offence 

Transgender Someone who has a gender identity which differs from the sex 
that they were assigned at birth. 

4 Responsibilities 

4.1 The company’s responsibility  

4.1.1 The company wholeheartedly supports the principles of equal opportunity in employment, and 
specifically regarding trans and gender equality this means that we: 

• recognise that everyone has a right to their distinctive and diverse identity 
• understand how diversity can improve our ability to deliver better services 
• provide a supportive, open environment where employees may use their talents fully and 

where they are treated fairly and with dignity and respect, in an environment free from 
abuse or offensive behaviour, bullying or harassment, intimidation or prejudice regardless 
of their gender status. 

4.1.2 We ensure that all employees and workers are aware of this policy.  

4.1.3 We ensure that this policy is effectively implemented by all employees. 

4.1.4 We provide relevant training to both managers and employees on equality, diversity and 
inclusion which includes trans and gender equality. 
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4.2 Managers' responsibility 

4.2.1 As employers, we are liable for the actions of our employees and workers and therefore all our 
managers, supervisors and team leaders are responsible for the successful implementation of 
this policy within their own departments and should take steps to ensure that people working 
for them understand and follow this policy. 

4.2.2 Deal with any complaints raised in connection with this policy in prompt and timely manner. 

4.2.3 Facilitate employee-led transition plans to include agreed actions, plans and timescales.  

4.3 Employees' responsibility 

4.3.1 All our employees are required to comply with this policy, together with our related policies. 

4.3.2 Report and discriminatory behaviour, including bullying and harassment witnessed to the 
company.  All complaints will be treated in strictest confidence.  

4.3.3 Any employee who witnesses behaviour or decisions that seem to be contrary to this policy 
should challenge these or raise the issue with <specify whom, eg “his/her manager or a member 
of the HR team”>.  

5 Protection from discrimination 

5.1 The Gender Recognition Act 2004 is an Act to make provision for and in connection with 
change of gender.  

5.2 The Equality Act 2010 classifies gender reassignment as a protected characteristic, which 
means trans employees are protected from discrimination. 

5.3 Under the Gender Recognition Act 2004, an individual does not need to possess a GRC in order 
to qualify for protection under the Equality Act 2010. 

5.4 A person has gender reassignment protected characteristic if they: 

• Are proposing to undergo a process, or part of a process 
• Are currently undergoing a process, or part of a process 
• Have undergone a process or part of a process. 

5.5 There is no legal requirement for the process to be undertaken under medical supervision or 
for the individual to have obtained a GRC. 

5.6 Direct discrimination 

5.6.1 Under the Equality Act 2010, direct discrimination occurs when a transexual employee or 
worker is treated less favourably because of a protected characteristic. 
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5.7 Indirect discrimination 

5.7.1 This is where the application of a provision (policy), criterion or practice (PCP) is discriminatory 
in relation to a protected characteristic which an individual has, and:  

• it is (or would be) applied equally to others who do not have that characteristic 
• it puts (or would put) those who share the individual’s characteristic at a particular 

disadvantage to those who do not have the characteristic 
• it puts (or would put) the individual at that disadvantage 
• it cannot be shown that the PCP is a proportionate means of achieving a legitimate aim. 

5.8 Discrimination by association  

5.8.1 This is discrimination against a person because they associate with someone who possesses a 
protected characteristic (eg discrimination against an employee who is not transgender but 
who has a transgender child). 

5.9 Discrimination by perception  

5.9.1 This is discrimination against a person because the discriminator perceives the person 
possesses that protected characteristic, even if the perception is incorrect. 

5.10 Harassment  

5.10.1 This occurs when a person is subjected to unwanted conduct that has the purpose or effect of 
violating their dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for that person. Harassment can be regarded as behaviour that is offensive, 
frightening or in any way distressing and it is the impact on the individual that is important. It 
may be intentional, obvious, or violent, but it can also be unintentional or subtle and insidious. 

5.10.2 Forms of harassment can include (but not limited to): 

• ‘outing’ someone as transgender 
• Asking someone if they have a GRC  
• Asking intrusive questions about someone’s gender identity or transition 
• Persistent and/or malicious use of the incorrect pronoun or ‘deadnaming’ 
• Jokes and banter 
• Gossip 
• Offensive or insensitive messages (including email) 
• Isolation or non-cooperation and exclusion 

<The remainder of this section should be deleted by those who have a separate bullying and harassment 
policy, and it mirrors the wording in our template bullying and harassment policy. It is included here 
purely for those who do not have such a policy.>  

5.10.3 Harassment may be persistent, or an isolated incident and can take many forms, from relatively 
mild ‘banter’ to actual physical violence.  
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5.10.4 Employees may not always realise that their behaviour constitutes bullying or harassment but 
they must recognise that what is acceptable to one person may not be acceptable to another. 
The fact that bullying or harassment was not intended does not mean that it cannot have 
occurred; however, bullying or harassment will not have taken place if the claimant’s 
perception of the conduct in question is unreasonable in all the circumstances. 

5.10.5 The person complaining of bullying or harassment need not necessarily be the person towards 
which the behaviour is directed.  For example, a person who overhears comments made to 
someone else, and who is offended by those comments, may still make a complaint of bullying 
or harassment. 

5.10.6 Examples of behaviour that may constitute harassment or bullying include (but are not limited 
to): 

• unwanted physical conduct - such as unnecessary touching, patting, pinching, brushing 

against another person's body; insulting behaviour or obscene gestures; physical threats, 

aggressive behaviour and/or assault. 

• unwanted verbal conduct - such as unwelcome advances; patronising titles or nicknames; 
offensive or insulting comments; propositions or remarks; innuendo; lewd or suggestive 

comments; over-familiar behaviour; slogans or songs; insensitive jokes, gossip and slander 

(including speculation about a person's private life and sexual activities); banter or 

abusive/offensive language which is either threatening or refers to a person's sexual 

orientation, civil partnership status or gender reassignment. 

• unwanted non-verbal conduct - such as sexually based graffiti or graffiti referring to an 

individual's characteristics or private life; abusive or offensive gestures; leering, whistling, 

creation, distribution or display of suggestive or offensive pictures, objects or written 

materials (including "pin-up" calendars) or videos through any means. 

• bullying - includes unwanted physical contact or assault but also verbal bullying such as 
insulting or threatening comments; comments intended to undermine, belittle, embarrass 

or humiliate the recipient; personal abuse, either in public or private, which humiliates or 

demeans the individual involved. 

• virtual bullying - includes distribution of unwanted emails, texts, images or humiliating 

data published on social networking internet sites or abusing our technology or using the 

employee's own technology to contact a colleague in an intimidating or malicious manner. 

• coercion - including threats of dismissal or loss of promotion etc for refusal of sexual (or 

other) favours (or promises made in return for sexual or other favours). 

• isolation or non-co-operation at work - deliberate exclusion from communications 
including group emails, conversations or social activities; setting unrealistic deadlines; 

substituting responsible tasks with menial or trivial ones; withholding information or giving 

false information; constantly undervaluing effort. 

5.10.7 Such conduct is employment related if, for example, submission to, or rejection of, the conduct 
is used as a basis for an employment decision; or if the conduct interferes with the affected 
person’s work performance; or if it creates an intimidating hostile, humiliating or offensive 
working environment. 
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5.10.8 Bullying or harassment can be a single serious incident or persistent and repeated, continuing 
after the person subjected to it makes it clear that they wish it to stop. 

5.10.9 Third party harassment and discrimination refers to harassment and/or discrimination of an 
employee by any person who is not one of our employees. Third party harassers and 
discriminators may include: 

• customers or clients  
• suppliers and 
• independent contractors and consultants. 

5.10.10 Any employee who believes that they have been the victim of third-party harassment and/or 
discrimination should immediately inform their manager of the incident and we will take such 
steps as are reasonably practicable to prevent any recurrence. For the purposes of third-party 
harassment or discrimination, it is immaterial whether the harasser and/or discriminator is a 
different person in each instance of harassment and/or discrimination. 

5.10.11 If an employee harasses and/or discriminates against a <choose: “client”/”customer”>, supplier 
or an independent contractor or consultant the employee will be subject to disciplinary action. 

5.11 Victimisation 

5.11.1 Victimisation occurs when a person is treated less favourably because they have committed, 
or it is believed they may commit a "protected act". "Protected acts" include bringing legal 
proceedings related to discrimination against the employer or the perpetrator, or the giving of 
evidence at a disciplinary or grievance hearing or at tribunal, or making complaints about the 
perpetrator or the employer about their alleged discriminatory practices, etc. 

6 Confidentiality 

6.1 We do not require employees to tell us about their intention to transition, neither will we ask 
questions relating to an employee’s trans status or history.  However, should employees 
choose to disclose either their intention to transition, their gender status or history, then we 
are committed to ensuring that we treat the information with the utmost confidentiality.  We 
may also, for business reasons, need to ask questions relating to their trans status or history 
for example, to support them in the workplace such as, part of absence management or general 
workplace support.  In which case, we shall do so with the utmost sensitivity.  

6.2 It is unlawful to disclose an employee’s transgender history or status without their explicit 
written consent.  We will therefore not disclose to any other person the employee’s 
transgender history, or intentions to transition, unless there is a business need to do so and, in 
this event, will only do so with the employee’s explicit written consent.   

6.3 Should a trans employee confide in a work colleague about their transgender history or status, 
then the colleague must treat the information with the utmost confidentiality and not disclose 
the information without the person’s explicit written consent.  



Trans and Gender Equality Policy 
 

 

11 
     Business Name Here – Date Here 

©Business HR Solutions (Consultancy) Limited 

External 

6.4 Confidentiality and data privacy is taken extremely seriously and where there are breaches 
concerning an employee’s transition history or status, it will be dealt with under the Disciplinary 
Policy. 

6.5 All electronic forms of data must be password protected. 

7 Language 

7.1 We respect that trans and gender neutral employees will have their own personal view and 
individual preferences for the language that is used.  We encourage employees to inform us of 
their chosen pronoun so that this can help colleagues use the correct terminology. 

7.2 The company also recognises that terminology relating to trans and gender neutral continues 
to evolve and as a result, can lead to outdated language being used which may cause offence, 
or may even be discriminatory. All employees are therefore provided with Equality, Diversity, 
and Inclusion training on [insert frequency such as an annual basis] and for new starters this 
will form part of their induction training.  

7.3 All employees will be addressed by the name and pronoun which they consider corresponds 
to their gender identity and therefore wish to be used at all times.  

7.4 Intentionally and/or misgendering another employee persistently or using an employee’s 
previous name may be deemed as harassment or bullying will not be tolerated and will be 
treated seriously by the company in line with our Disciplinary Policy.  

8 Employee records and systems 

8.1 We require an employee’s explicit written consent to authorise the company to change all 
systems, records, and documentation that records name, gender and pronoun.  We shall do so 
at a time agreed with the employee.  We will not ask for sight of the GRC or updated birth 
certificate to do this. 

8.2 Where the company has hard copy documents that cannot be updated or replaced, these will 
be stored separately.  The documents will be placed securely, in a sealed envelope, and marked 
strictly confidential and kept separate from the files of other employees.  Only named persons 
approved by the company and who has permission can access the files.  The sealed envelopes 
will be retained in line with the company’s Data Protection Policy. 

8.3 The company will ensure that all systems and records such as email addresses, security badges, 
business cards, photographs, and any other items which indicate a person’s gender, is updated. 

8.4 The company works with third parties and therefore may need to inform certain external 
organisations on a ‘need to know’ basis, of an employee’s name and gender change.  We will 
discuss how we will approach this, including which organisations this would be (such as HMRC, 
pensions provider) as part of agreeing a transition plan.  We will never disclose the information 
to a third party without informing the employee first. 
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9 Absence  

9.1 An employee needing time off from work to attend medical appointments or receive medical 
treatment as part of transitioning, will be supported in line with the ‘Absence due to illness or 
injury’.   

9.2 We ask that as much notice is given as possible for time off relating to the transition.  Requests 
for time out of the business at short notice will be considered and we will aim to be as flexible 
as possible to accommodate. 

9.3 Absences relating to transitioning are treated in the same way as other sickness or medical 
related absences. 

9.4 [Optional] Subject to business needs, employees can request time off work before attending 
work in their new gender identity.  This time off can be managed either by using [select as 
appropriate: annual leave, paid leave of up to X days, a period of X days unpaid leave]. 

10 Workplace support 

10.1 Developing a personalised transition plan 

10.1.1 It is a personal choice as to whether an employee informs the company of their intention to 
transition.  Should they choose to do so, then the company asks that they ideally disclose their 
intention to [such as their immediate line manager, or another manager, or a member of the 
HR team], alternatively, employees can inform [another line manager, HR team].   

10.1.2 To fully support an employee transitioning, an individual transition plan will be created, led by 
the employee and supported by their line manager and jointly agreed.  The aim of this transition 
plan is to ensure that the employee feels fully supported at work whilst transitioning as well as 
enabling the business to manage any time out of the workplace and identify any support 
measures that may be needed.  

10.1.3 Once complete, the transition plan will remain confidential at all times and stored securely with 
access restricted to the employee, the line manager and any other relevant person as agreed 
by the employee, such as another manager, or a member of the HR team. 

10.1.4 A template transition plan can be found in appendix A in this policy. 

10.1.5 Transition plans will be unique to the employee and will be subject to review by both the 
employee and the line manager to ensure that it remains fit for purpose for both parties.  We 
encourage the employee to lead discussions on the creation of their transition plan, but we 
would expect that it covers: 

• Identifying a single point of contact who will act as support for the employee and who will 
agree and sign off the action plan 

• Clarify how and who will inform colleagues and the organisation and what information will 
be communicated and when 
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• Agree with the employee how confidentiality will be maintained and whilst considering 
the employee’s wishes 

• Confirm any new name, title, and pronoun that the employee would like to use moving 
forward and the date it will become effective from 

• Establishes which workplace records will need changing and from when 
• Whether any external third party needs notifying, such as HMRC, pensions 
• An expected timeline of the transition process including a date from which the employee 

will take up their new identity (if known) 
• Any anticipated time out of work for medical appointments and planned absences 
• When the employee wishes to use the toilet facilities associated with their new identity 
• Any dress code or uniform requirements.  [Optional: For workplace uniforms, we will agree 

with the employee the date they wish to wear the uniform for their chosen gender]. 
• If Occupational Health should be involved, or other professional support such as from 

their own GP or specialist consultant [optional] or via the Employee Assistance 
Programme. 

• Whether any refresher workplace training may be beneficial for colleagues to support the 
employee’s transition. 

10.2 Medical Support 

10.2.1 [Optional] Employees who transition will be offered the opportunity to access our 
Occupational Health Provider for advice and support. 
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10.2.2 To assist the company in supporting the employee, it may be necessary to seek medical advice 
and guidance. This may be to write to their GP, specialist consultant or another medical 
specialist.   

10.3 Adjustments 

10.3.1 At different stages of the transition, an employee may have different workplace needs and 
adjustments.  For example, there may be duties that should be avoided at specific times in the 
transition period such as heavy physical work. 

10.3.2 During the process of transition consideration will be given as to whether any workplace 
adjustments would be necessary to support the employee whilst they transition.  Any 
reasonable adjustments required will be done so in agreement with the employee following 
discussions and will be subject to review. 

10.3.3 Adjustments may be temporary or permanent and we may seek the advice of a medical 
practitioner for support.  Any adjustments will be confirmed within the transition plan. 

10.4 Workplace facilities 

10.4.1 Employees can use the toilet [optional: and changing facilities] that aligns with their gender, 
this includes employees who have chosen not to undergo any medical procedures as part of 
their transition. 

10.4.2 Employees do not need to provide a GRC to be able to use facilities which correspond with 
their gender. 

10.5 Dress Code 

10.5.1 An employee can choose to wear clothing appropriate to their chosen gender at any time. 

10.5.2 [optional] A workplace uniform will be provided to the employee which corresponds to their 
chosen gender will be provided at a time agreed with the employee. 

10.5.3 We are mindful that temporary adaptations to the [dress code or uniform] may be required 
during the transition process to help the employee feel more comfortable.   This will be 
discussed when agreeing the transition plan. 

10.6 [Optional] Employee Assistance Programme 

10.7 We offer access to an Employee Assistance Programme, which is a free external confidential 
support line available 24-7, offering advice and guidance on issues such as trans and gender 
equality.  Details can be found <insert where this can be found or amend wording to suit and 
insert contact details here.> 
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11 Guidance  

11.1 We encourage employees and managers to access further information.  The following external 
sources of support may be helpful: 

• The Equality and Human Rights Commission (EHRC) 
• The beaumont society  
• Equality and Advisory Support Service (EASS) 
• Gender Identity Research and Education Society (GIRES) 
• Gender Trust 
• Inclusive employers 
• Stonewall 
• Tavistock and Portman NHS Foundation Trust 

12 Breach of this policy 

12.1 Any employee who feels that they have been treated in a manner contrary to this policy should 
raise this either formally through the grievance procedure, the bullying and harassment 
procedure, or informally with <specify ,eg “a senior manager, or a member of the HR team”>. 

12.2 Any breaches of this policy by employees will be fully investigated and may lead to disciplinary 
action. 

13 Related policies and documents 
<Tailor your list as appropriate to the policies and documents in place within your business – the list 
below contains only suggestions:> 

• Absence due to illness or injury 
• Bullying and harassment policy  
• Data Protection policy 
• Disciplinary policy 
• Diversity policy 
• Equal opportunity policy and monitoring form  
• Flexible working policy 
• Grievance policy 
• Health and Safety Policy 
• Health and Wellbeing Policy. 

The above list is not exhaustive. 

14 Further information 
Any queries or comments about this policy should be addressed to <specify whom>. 

15 Policy owner 
This policy is owned and maintained by <specify whom eg “the Managing Director”>.  

https://www.equalityhumanrights.com/en
https://www.beaumontsociety.org.uk/
https://www.equalityadvisoryservice.com/
https://www.gires.org.uk/
http://www.gendertrust.org.uk/
https://www.inclusiveemployers.co.uk/
https://www.stonewall.org.uk/
https://tavistockandportman.nhs.uk/
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16 Policy review date 
Due to the evolving nature of the language used in this policy, it will be kept under regular review. 

Date last reviewed:  _ _/ _ _/ _ _ 
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17 Appendix A: Template Transition Plan and Checklist 

 
This template transition plan and checklist can help you and your manager identify the right support for you as part of the gender transition process.  
It can be used as a working document and reviewed and amended as appropriate.   
 
The plan must be agreed by both parties, and it is encouraged that discussions are employee led.  Once complete, the transition plan will always 
remain confidential and stored securely with access restricted to you, your line manager and any other relevant person as agreed by the you, such 
as another manager, or a member of the HR team. 
 

Current name  Current Title  

New name  New Title  

Preferred new pronoun  

Effective date of changes to name, title 

and pronoun 

 

Role  

Line Manager or point of contact if 

different 

 

Authorised personnel with access to this 

plan 

 

 

 

Agreed action Detail Relevant update Date completed 

Expected Timescales 

 Set out here the expected timescales of the transition process   
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Data and Confidentiality 

 Who is responsible?   

 What information does the employee want disclosed and to 

whom? 

  

 How will personal data be handled and stored?   

 Do any pre transition records need retaining? If so, which 

ones? 

  

Communications 

 Who is informed and by whom?  Consider line managers, HR 

representatives, team members, close colleagues, other 

employees. 

  

 If the line manager communicates, will the employee be 

present? 

  

 When and where will people be informed?   

 What and how will people be told?   

 Reminder of the Trans and Gender Equality Policy   

 Identify which 3rd parties need informing (e.g. suppliers, 

customers, contractors etc.) 

  

 Who will inform the 3rd parties and how and will the employee 

be present? 

  

Equality, Diversity, and Inclusion Training 

 Will any ED&I training be required if so to whom and when?   

 Are the following policies up to date: 

• Bullying and harassment 

• Equal Opportunities 

• Diversity 

• Grievance 

  

During transition 

Facilities Which facilities and from when   
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Dress code / uniform Is a new uniform required? If so, from when?   

 What temporary adjustments are required to the dress code 

rules whilst the employee transitions? 

  

Occupational health  When would Occupational Health be helpful to both parties?    

 Who will make the referral?   

Expected absence from work Anticipated periods of absence and approximate timeframes   

 What absences will be paid or unpaid    

 Will any temporary cover be required   

 Reminder of how the absence policy operates   

Records and systems Which records and systems need amending and who will 

request and process this? 

  

 When will the records be amended and what will be the 

effective date of the changes? 

  

Post transition 

Ongoing support Consider what ongoing support will be required, including 

frequency, location and with whom 

  

Records and systems Check the following changes are made: 

• HR records 

• Security pass 

• ID Name badge 

• Email address 

• Photo 

• Website contacts page 

• IT systems 

• Staff lists 

• Payroll records 

• Business cards 

• Voicemail message 

• Rota’s 
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• Work related social media 

• Other 

3rd parties  Check that 3rd parties have been informed, which could 

include: 

• Bank 

• HMRC 

• Insurers 

• Pension provider 

• Payroll provider 

• Trade union 

• Regulatory / professional body 

• Qualifications/certificates 

• Disclosure and barring service 

  

 

Meeting tracker: 

 

Meeting date Comments Actions Data of next meeting 

    

    

    

 

Medical appointments and absences 

 

Dates Description/reason Paid or unpaid 
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Checklist 
Upon completion of customisations please ensure you have: 

✓ customised all relevant text and removed pink highlighted text 
✓ removed all icons 
✓ updated the Table of Contents at the front of the document 

(highlight the ToC and press F9 or right click and update entire table) 
✓ diarised a reminder to review and update the policy 
✓ removed the front cover (see instructions on front cover) 
✓ removed this checklist! 


