Transitioning gender in the Workplace – issues to be addressed in Gender Transition Action Plan
In consultation with the trans staff member, develop timeline of actions to be implemented to effect transition in the workplace
Acknowledgement that there may be a series of critical points in the transition plan depending on where the staff member is on the transition pathway and the impact of changes through any medical intervention.  It may be that in the early stages of transition a trans person may not permanently present in their preferred gender.  Each situation is different.  Depending on the particular circumstances, there may need to be a communication plan and support and training in workplaces prior to permanent gender affirmation.
Key dates 

· Change of name or gender reference

· Adoption of the dress code that is appropriate to the affirmed gender

· Use of toilets and facilities appropriate to the affirmed gender

· Medical related leave and planned absences

· Communication to managers & colleagues
· Training
Impact of any medical treatment

Will the staff member need time off for medical appointments or procedures and/or the possible side effects of medication?  Can this be accommodated under normal personal leave provisions or is additional leave required?   Will the staff member be undergoing surgery?  Do they know when this will be?  What leave options are available to them (personal leave, annual leave, long service leave, leave without pay)?  Are there any workload or other professional requirements that may be affected by their absence?  What measures need to be undertaken to address these?  

Change of gender identity

Once the staff member is ready to transition permanently to their affirmed gender there should be a clear demarcation from one gender identity to the other from a specified date.

· How will this occur?  Will there be a break when the staff member leaves as one identity and comes back as another? 

· Benefits of a break – allows training to be undertaken and changes made in the interim, also psychological preparation time for colleagues/students.  Can be timed with any medical intervention, if appropriate.
Name change – preferably organised to coincide with transition date, must be legal change of name to change records and evidence provided (any one of passport, birth certificate, or statement from a Registered Medical Practitioner or a Registered Psychologist –originals certified by HR, supervisor or JP).  
· Complete Change of Personal Details form on HR website – change details in ALESCO (HR staff will refer on to Banner – contact Ian McDermott direct with approval for changes ) http://www.csu.edu.au/__data/assets/pdf_file/0005/570614/Change-of-Personal-Details-Form.pdf 
· Banner – if the staff member was once a student will also need to go to Student Admin to change details (Ian Mc Dermott – Manager Student Systems Team)
· Bank details – staff member to update HR

· Superannuation (better to change superannuation details up front as much more difficult to do later) – staff member must provide amended birth certificate (HR forward to superannuation officer for action).

· New CSU card – staff member to update
· Promaster – will be treated as new application with new profile.  Staff member to complete corporate card application and liaise with Manager Travel (may need to change SERKO profile)

· IT changes – set up a contact in IT with whom the staff member can liaise if there are any problems related to change of identity (not to have to explain the situation every time through the help desk)

· Phone (IC client)
· email - linking of old email to new for a period of time to capture communication from those who are unaware of the change.   

· Shared drive (staff member will need to work with administrator of their school/section to update access under new identity).
·  Mailroom (advice, all mail for previous named person to new named person) HR to inform campus mail staff and advise on privacy/confidentiality.
· Car pool – name needs to be changed on data base.  HR to contact campus transport staff member to request name change and advise on privacy/confidentiality.
· New door sign, business cards and name badge – administered by school/section administrative staff.
Communication Plan
Who needs to be informed (who will have contact before and after)?  How will they be informed?  Who will inform them? – face to face training, staff meeting, letter, email, personal contact? When will they be informed?
· Line management

· Colleagues day to day contact

· Colleagues on other campuses less frequent or video or phone contact

· Critical members of other Divisions – HR, Finance, IT
· Students

· Members of committees or boards on which the staff member serves

· External contacts

Training
Is there a need to arrange training for managers, colleagues and others?  Who should be trained?  Who will deliver training?  Will the staff member want to be involved to share their experience and expectations?

· Better to run this close to the time the staff member is returning (eg 1week before they return) to avoid confusion and speculation.
· Consider having the staff member join the participants in his/her new gender identity at a social break scheduled at end of training (eg morning tea) to break the ice in an informal situation – any awkwardness is dealt with in the context of the training, making the day of return to work less confronting for everyone.
Issues that may need to be communicated to staff:

· Date that the staff member will be transitioning to their affirmed gender.
· New name under which the staff member will be known. 

· Use of appropriate gender references such as the personal pronoun associated with the affirmed gender.
· That the staff member will be accessing appropriate facilities (toilets appropriate to the affirmed gender) from a specified date.
· That the staff member should be treated in the same way as other members of staff belonging to his/her chosen gender and should be thought of as being of that gender.
· Respect for the staff member’s privacy – do not tell others of the person’s trans status.

· That any harassment, snide remarks or jokes are unacceptable.
· Staff encouraged to discuss with their manager or relevant HR representative any issues of concern that may arise for them.
· Staff may use EAP for additional support.

External Agencies for information and training
Pride in Diversity http://www.prideindiversity.com.au/
The Gender Centre http://www.gendercentre.org.au/
A Gender Agenda http://www.genderrights.org.au/
