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HR01(GM02) Supporting Gender Identity Affirmation 

Introduction 

Staff who wish to affirm their gender identity should be able to do so in the workplace with dignity 

and feel supported by those around them.  

It is incumbent on all of us to reduce the likelihood of misunderstandings and ensure transgender staff 

do not experience harassment or discrimination in our workplace.  

This guideline provides information on what gender identity affirmation is and the practical steps an 

employee can follow.  

Principles 

• IP Australia (the agency) is dedicated to creating an inclusive and safe workplace for all staff. This

includes creating an environment that is inclusive of all gender identities and expressions.

• Gender identity affirmation is the process of a person adopting a way of life or body matching

their sense of gender identity (refer to understanding gender identity affirmation).

• Staff who undertake gender identity affirmation at work should have a positive experience

without harassment or fear.

• Staff at IP Australia can affirm their gender through attire/personal style, use the facilities

appropriate for their gender, and have their name and pronouns respected in the workplace.

Process overview 

Consideration should be given to the following before commencing the process of gender identity 

affirmation:  

• Staff looking to affirm their gender identity at IP Australia should reach out to HR to get a case

manager to help manage the process, contact mdb-diversity&inclusion2@ipaustralia.gov.au. A

plan will be put in place to assist with the procedural aspects of the gender identify affirmation.

• Employee to discuss affirmation with immediate supervisor/manager, and other team members

when appropriate.

• To change your name in the ICT system and on your pass, you will be required to provide evidence

of a legal name change certificate. Change of preferred name can be used to change name in

phonebook/e-mail.

• It is important for transitioning staff to have everything lined up, so all systems changes occur in

time for their first day in the office as their authentic self.

• Staff in and around the team have an understanding of gender identity affirmation and the

importance of using the correct name and pronouns.

• Presentation as authentic self should be accompanied with ability to use appropriate facilities

(bathrooms, change rooms).

mailto:mdb-diversity&inclusion2@ipaustralia.gov.au
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Use the name and pronoun that is requested. If you are not sure, respectfully ask. If you make a 
mistake correct yourself, apologise and move on.

Avoid statements such as "when you were a male/female…" as your colleague may have always 
been that gender, they are simply affirming and expressing it now.

Treat the person with same level of respect and dignity you would expect for yourself.

Respect boundaries. Do not ask intrusive or intimate personal questions that you wouldn't ask 
another person or wouldn't want others to ask of you (for example about their body, relationships, 
sex-life, or any medical intervention). If you feel it is appropriate to ask a personal question, check 
first.

Avoid unsolicited fashion or styling advice. While it may be coming from a good place, it may not 
be appreciated.

Do not assume the person would automatically be willing to discuss transgender related issues 
with you or expect them to be an authority on such topics.

While existing employees during the transition will be aware of the transition, there is no reason 
for new employees to know this information. Respect that it is the choice of the transitioned 
person to disclose this information.

Understand that the person is entitled to use the bathroom of their affirmed gender.

Do not condone or participate in gossip, jokes, flippant remarks, or sexual innuendos. Where 
instances occur, speak up and tell the participants it is inappropriate, and/or raise it with your 
manager.

Do not make assumptions about the person's sexual orientation or personal relationships. Gender 
transitioning is about a person's core sense of their gender, not their sexual identity. The sexuality 
of transgender people can cover the full human spectrum – they may identify as heterosexual, 
gay, lesbian, bisexual, pansexual, asexual, fluid, or they may use another term or choose not to 
label their sexuality.

When a person has transitioned, appreciate them for who they are.
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Tips to support gender affirmation 

Harassment free workplace 

Transgender staff may be particularly vulnerable to harassment and discrimination. All workers in the 

agency are responsible for ensuring a safe working environment. Managers have further 

responsibilities for maintaining a workplace where staff are free from being harassed, bullied and 

discriminated against, as set out in the Harassment, Discrimination and Workplace Bullying Policy. 

In the early days of transition staff may inadvertently misname or mis-gender, that is, use language 

that does not match how that person now identifies. If this occurs, they should apologise. Ongoing or 

deliberate misgendering is not acceptable behaviour. If this occurs it will need to be addressed. 

https://intranet.aipo.gov.au/document/harassment-discrimination-and-workplace-bullying-policy.doc
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Understanding gender identity affirmation 

Gender identity affirmation, or transition, refers to the process of a person adopting a way of life or 

body matching their sense of gender identity. This distinction between sex and gender identity is 

central to understanding gender affirmation.  

Sex refers to the biological and physiological characteristics such as chromosomes, hormones, 

reproductive organs and secondary sexual characteristics.  

Gender identity refers to a person’s deeply held internal sense of themselves. 

Gender expression refers to the way a person expresses their gender identity – for example, through 

their name, appearance and mannerisms.  

Transgender is an umbrella term that that may be used to describe someone whose gender identity 

does not match their assigned birth gender. Generally, people who identify as transgender prefer the 

term ‘trans person’, although a number of different terms are used within different societies and 

cultural groups. An individual transgender person’s preferred terminology should be used if known. 

Otherwise, ‘trans’ is generally appropriate.  

Non-binary is a term that refers to any gender identity that is not exclusively male or female (i.e. 

identities that are outside the gender binary). For example, non-binary people may use ‘they’ as their 

pronoun instead of ‘he’ or ‘she’. This is different to the term ‘androgenous’, which refers to an outward 

appearance of indeterminate gender. While some non-binary people may express themselves 

androgynously, it is a personal choice that is not a requirement of non-binary gender identity.  

Cisgender is when a person's biological sex and gender expression are the same. For example, a person 

is biologically female and also expresses herself as a female.  

Gender dysphoria is the distress or unease sometimes experienced from being misgendered and/or 

when someone's gender identity and body personally do not feel connected or congruent. Gender 

dysphoria does not equal being trans or gender diverse, many trans and gender diverse people do not 

experience gender dysphoria and if they do, it may cease with access to gender affirming healthcare 

(if desired) or through community support. The trans and gender diverse experience is not a mental 

illness. 

Gender transition or Gender affirmation refers to the process where a transgender person 

commences living as a member of another gender. This is sometimes referred to as the person 

‘affirming’ their gender because transitioning means the person starts living in what they identify as 

their true gender. There are many ways to undertake gender identity affirmation. Most people will 

change their name and the way they dress. Others may undertake a range of treatments. Individuals 

may transition in different ways. For example, not all will choose to have sex affirmation surgery for a 

range of reasons, including availability, cost and desire for surgery. Whether or not a person has 

undertaken any such treatments is a private matter.  

The decision to transition is a very personal one and every transgender person’s experience will be 

different and unique. Detailed information about gender transition is available from A Gender Agenda 

and the Gender Centre.  

http://genderrights.org.au/
http://genderrights.org.au/
http://genderrights.org.au/
http://genderrights.org.au/
http://genderrights.org.au/
https://gendercentre.org.au/
https://gendercentre.org.au/
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Understanding human diversity1 

Using inclusive language 

Language is a powerful tool for building inclusion at work. Generally, a person who identifies with a 

gender identity other than the one they were assigned at birth may be referred to as a transgender 

person. Once a transgender person presents in the workplace, in their affirmed gender, it is important 

that they are referred to using their affirmed name and pronouns.  

Gender identity affirmation and the workplace 

It is important that staff who undertake gender identity affirmation at work have a positive experience 

without harassment or fear. This is consistent with the agency’s aim to provide an inclusive workplace 

as set out in the Diversity and Inclusion Strategy 2019-2022 , the Harassment, Discrimination and 

Workplace Bullying Policy and the Harassment, Discrimination and Workplace Bullying Guidelines. 

The Sex Discrimination Act 1984 prohibits discrimination on the basis of gender identity. This includes 

non-binary gender identities. It is also against the law to discriminate against a person of 

indeterminate sex (an intersex person) who identifies as a particular gender.  

Every gender affirmation is unique 

Due to the individual nature of the transition process, managers need to demonstrate a willingness to 

hear and be open to understanding the individual’s workplace support needs. A manager needs to 

have the relevant information to support the staff member in accordance with their needs. However, 

it is important a manager does not ask for personal information unrelated to workplace support that 

the staff member may not, and does not need to, disclose.  

1 Hough, D (2015) Let’s Talk Gender, Sydney. Pride in Diversity 

https://brik.production.prod/id:A3706419
http://icentral/Human-Resources/Diversity-and-inclusion/Pages/About-diversity.aspx
https://intranet.aipo.gov.au/document/harassment-discrimination-and-workplace-bullying-policy.doc
https://intranet.aipo.gov.au/document/harassment-discrimination-and-workplace-bullying-policy.doc
https://intranet.aipo.gov.au/document/harrassment-discrimination-and-workplace-bullying-guidelines.doc
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When talking to the supervisor the staff member may like to consider the following structure: 

1. I am meeting with you because I am going to start affirming my gender at work.

2. This means I will (e.g., start using a different name, and my pronouns will be […]).

3. I need your support in this change, and I will also need your help with [changing name on local

charts, communicating this change to the team, etc].

4. I will also need help from HR in coordinating changes to internal systems [let supervisor know if

you have already reached out to HR, or if you will do so after this meeting].

5. I would like to affirm my gender in the workplace by [outline your ideal scenario. I.e., all changes

are made on a set date / certain changes made ASAP].

The manager and the staff member who is affirming their gender identity may consider creating a 

support team. The support team may include a representative from the IP Pride Network (to provide 

support with the process), the Diversity and Inclusion Team (to assist with liaising with other corporate 

areas), or other persons (e.g., other team members and/or support persons) agreed to by the manager 

and staff member. It is important the staff member and manager both have the support and guidance 

they need throughout the process.  

Developing a plan 

It is recommended the staff member and manager or support team develop a Gender Identity 

Affirmation Plan. The plan will set out a proposed timetable and actions to be taken to assist the staff 

member during the process. This could include:  

• Expected timeframes for gender affirmation

• Proposed leave plans if required

• Who will be in the support team

• How the change will be communicated to relevant staff

• What training will be recommended for, or delivered to, relevant staff

• Details of when the staff member will meet with their team in their affirmed gender, e.g. an agreed

first day, first time attending a planning day etc, and any support they require.

• Dates when changes of gender and name etc. will be made in ESS Aurion and other databases2 ,

and

• Date when the staff member will present in the workplace in their affirmed gender identity

The plan should be regularly reviewed to incorporate changes. The staff member must be comfortable 

with the activities in the plan. A Gender Identity Affirmation Checklist of considerations is provided at 

HR Guidance Material – Gender Identity Affirmation Checklist – Diversity and Inclusion.   

Staff undertaking gender identity affirmation need to be supported in accordance with their social and 

health needs. It is important to respond promptly to staff who indicate they are intending to affirm 

their gender identity at work so they know they have support in the workplace. Respectful 

communication is key.  

2 Gender may be changed on production of evidence set out in the Australian Government Guidelines on the 

Recognition of Sex and Gender.  

https://www.ag.gov.au/Publications/Pages/AustralianGovernmentGuidelinesontheRecognitionofSexandGender.aspx
https://www.ag.gov.au/Publications/Pages/AustralianGovernmentGuidelinesontheRecognitionofSexandGender.aspx
https://www.ag.gov.au/Publications/Pages/AustralianGovernmentGuidelinesontheRecognitionofSexandGender.aspx
https://www.ag.gov.au/Publications/Pages/AustralianGovernmentGuidelinesontheRecognitionofSexandGender.aspx
https://www.ag.gov.au/Publications/Pages/AustralianGovernmentGuidelinesontheRecognitionofSexandGender.aspx
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Letting people know 

Communication and planning can assist in reducing the likelihood of misunderstandings and rumours. 

Communication should start before the staff member presents in the workplace in their affirmed 

gender identity. The staff member, in discussion with their manager or support team, will decide who 

needs to be advised and when. This may include:  

• The staff member’s immediate team

• The staff member’s broader team

• Other teams at the site

• The local leadership team, and

• External stakeholders, as required.

The staff member will decide the amount of information to be provided to each group. The privacy of 

the individual’s personal information will need to be balanced with the need for colleagues to 

understand the change and the expectations of their behaviour. While it is natural for colleagues to 

be curious, it is important that communications are respectful to the staff member and their privacy. 

The staff member and manager or support team will decide how the message will be communicated. 

Options include face-to-face meetings, training sessions and emails.  

The manager and staff member may wish to organise a morning tea or similar event to introduce the 

staff member in their affirmed gender prior to their return to work.  

A model email template is available at HR Forms and Templates – Communication Templates – 

Diversity and Inclusion.  

Awareness raising and training 

Many staff may not be well informed about gender identity affirmation and the particular challenges 

transgender staff may face in the workplace. It is recommended colleagues be provided access to 

educational resources and the name of someone they can connect with to ask questions. 

Consideration may also be given to extending these opportunities to other co-located staff. Please 

reach out to the Diversity and Inclusion Team for more information.   

Other options include: 

• LGBTIQ & Workplace Inclusion

A list of resources to assist in enhancing understanding of gender identity affirmation is provided 

under the Resources heading.  

https://learnhub.gov.au/view_course/898
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Example of discrimination based on gender identity 

• Deliberately using incorrect names or pronouns (such as ‘he’ instead of ‘she’ or ‘they’)

• Invasive, inappropriate questioning about a person’s physical characteristics or their sex life (this

may also constitute sexual harassment)

• Any form of harassment or bullying, including ridiculing or ignoring someone because of their

gender identity

• Denying someone training and promotion opportunities because of their gender identity, and

• Changing the nature of someone’s job, such as taking someone off customer service duties,

because of their gender identity

Bathrooms and facilities 

Transgender staff can use the bathroom and changing facilities of their affirmed gender. 

If other staff are uncomfortable, they can choose to use a bathroom in another location. In NO 

circumstances should a transgender person be asked to use facilities that are not aligned to their 

gender expression or are non-gendered.  

Individual staff can choose to use a non-gendered bathroom if they wish. 

Resources 

IP Pride Network 

The IP Pride Network aims to provide guidance and mentoring to the members of the IP Australia 

LGBTQA+ community and to ensure support for this community is visible and ongoing. The IP Pride 

network also aims to educate and build support amongst the wider IP Australia workforce for 

LGBTQA+ community with IP Australia.  

Employee Assistance Program (EAP) 

The Employee Assistance Program (EAP) is a confidential coaching, counselling and wellbeing service 

designed to support APS staff and immediate family members.  

A Gender Agenda 

A Gender Agenda is an ACT-based organisation which works with the intersex and gender diverse 

community and are engaged in raising awareness of sex and gender diversity issues.   

Gender Diversity Alliance South Australia (GenDASA)  

GenDASA is a South Australia-based organisation supporting the gender diverse community. 

The Gender Centre  

The Gender Centre is a NSW-based organisation offering a wide range of services to people with 

gender issues, their partners, family members and friends. It is an accommodation service and also 

acts and education, support, training and referral centre to other organisations and service providers. 

https://intranet.aipo.gov.au/community/ippridenetwork
https://intranet.aipo.gov.au/my-employment/work-health-and-safety/health-and-wellbeing/employee-assistance-program-eap
http://icentral/Human-Resources/Work-Well/Pages/Employee-Assistance-Program.aspx
http://genderrights.org.au/
http://genderrights.org.au/
http://gendasa.org.au/
http://gendasa.org.au/
https://gendercentre.org.au/
https://gendercentre.org.au/
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OUT NT (Rainbow Territory) 

Rainbow Territory is a Northern Territory community group that advocates for the human rights of 

Northern Territorians who identify as lesbian, gay, bisexual, transgender, intersex and queer. OUT NT 

is a website to connect the community to information, resources and each other.  

Transgender Victoria 

Transgender Victoria works with and for, the trans and gender diverse community as well as its allies, 

to create positive change in areas that impact the human rights of trans and gender diverse people.  

Transfolk of Western Australia 

Transfolk of Western Australia is a support service of all transgender people and their loved ones. The 

organisation provides accessible safe spaces where members can expect dynamic peer support.  

Working it Out 

Working it Out is a Tasmania-based organisation providing services and support to people negotiating 

their gender, sexuality and or intersex status.  

Need help? 

Contact the IP Pride Network or the Diversity and Inclusion Team for assistance. 

http://www.outnt.info/rainbowterritory/
http://www.outnt.info/rainbowterritory/
http://www.outnt.info/rainbowterritory/
http://www.transgendervictoria.com/
http://www.transgendervictoria.com/
https://www.transfolkofwa.org/
https://www.transfolkofwa.org/
http://www.workingitout.org.au/
http://www.workingitout.org.au/
mailto:mdb-ip-pride@ipaustralia.gov.au
mailto:MDB-Diversity&Inclusion@ipaustralia.gov.au



