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Managers of employees planning to transition should consider the following and 
refer to the Action Plan at the end of this document: 

*	 Listen and show support.  Let the employee lead the process as much as 
possible.
*	 Take advice from your HR Business Partner and the Equality, Diversity and 
Inclusion (EDI) Team or an organisation listed later in this guide.
*	 A member of HR and/or a trade union representative can be present at any 
meeting if required.  Where the employee wishes to be accompanied by a member 
of UCL’s LGBTQ+ Equality Advisory Group (LEAG) you should be accommodate 
this. 
*	 Agree the date the employee will present in their affirmed gender.
*	 Discuss levels of confidentiality – is there anyone who needs to know, such as 
colleagues who will work alongside the employee before and after transition?
*	 Discuss how this communication will take place.
*	 Arrange for colleagues working closely with the employee to have trans 
awareness training before this date, if the employee would like this.  See Action 
Plan below.
*	 Discuss whether to avoid duties within the role at specific times during the 
process e.g. lifting heavy items, strenuous physical work (for those who are 
undergoing surgery/medical 	
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  Confidentiality

  Time Off

It would only be necessary (and appropriate) to inform colleagues or students 
about an employees trans status or history where the relationship existed 
previously and will continue. 

Where this is the case always confirm with the employee how they would like this 
done.  You could offer to be with them or inform others on their behalf. 

Always seek the employees explicit permission to disclose any information

http://www.ecu.ac.uk/casestudiesfor /trans-staff-rachels-story/ 
http://www.ecu.ac.uk/casestudiesfor /trans-staff-rachels-story/ 
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  Harassment

Did you know half of trans and non-binary people (51 percent and 50 percent 
respectively) have hidden or disguised their identity at work because they were 
afraid of discrimination.1

http://www.ucl.ac.uk/hr/docs/dignity-at-work.php 
http://www.ucl.ac.uk/equality-diversity-inclusion/equality-areas-and-support/lgbtq-equality/what-inclusion-language
http://www.ucl.ac.uk/equality-diversity-inclusion/equality-areas-and-support/lgbtq-equality/what-inclusion-language
http://www.ucl.ac.uk/equality-diversity-inclusion/committees-and-social-networks/lgbtq-equality-advisory-group
http://www.ucl.ac.uk/equality-diversity-inclusion/committees-and-social-networks/lgbtq-equality-advisory-group
http://www.ecu.ac.uk/wp-content/uploads/external/supporting-a-student-or-member-of-staff-who-is-transitioning.pdf 
http://www.ecu.ac.uk/wp-content/uploads/external/supporting-a-student-or-member-of-staff-who-is-transitioning.pdf 
http://www.pfc.org.uk/  
http://www.gendertrust.org.uk
http://genderedintelligence.co.uk/
http://www.stonewall.org.uk 
http://www.ecu.ac.uk/publications/trans-staff-and-students-in-he-revised 
mailto:equalities@ucl.ac.uk  
mailto:equalities@ucl.ac.uk  


1312

  A
ct

io
n 

pl
an

 to
 s

up
po

rt
 s

ta
ff 

tr
an

si
tio

ni
ng

 a
t w

or
k 

to
 b

e 
co

m
pl

et
ed

 w
ith

 li
ne

 m
an

ag
er

Is
su

e
A

gr
ee

 a
ct

io
n

A
gr

ee
 w

ho
 a

nd
 w

he
n

D
at

e 
co

m
pl

et
ed

Eff
ec

tiv
e 

da
te

:
Ag

re
e 

th
e 

da
te

 y
ou

 w
is

h 
to

 s
ta

rt 
pr

es
en

tin
g 

in
 a

ffi
rm

ed
 g

en
de

r, 
(w

hi
ch

 
co

ul
d 

be
 a

 tr
an

si
tio

n 
ov

er
 d

ay
s 

or
 w

ee
ks

)

Em
pl

oy
ee

 in
 d

is
cu

ss
io

n 
w

ith
 li

ne
 m

an
ag

er

D
is

cu
ss

 le
ve

ls
 o

f c
on

fid
en

tia
lit

y 
yo

u 
ar

e 
co

m
fo

rta
bl

e 
w

ith
 y

ou
r l

in
e 

m
an

ag
er

*  

Is
 th

er
e 

an
yo

ne
 w

ho
 n

ee
ds

 to
 b

e 
in

fo
rm

ed
, s

uc
h 

as
 c

ol
le

ag
ue

s 
w

ho
 w

ill 
w

or
k 

al
on

gs
id

e 
yo

u 
pr

io
r t

o 
an

d 
af

te
r 

tra
ns

iti
on

?

C
on

si
de

r h
ow

 y
ou

 w
an

t t
hi

s 
co

m
m

un
ic

at
io

n 
to

 ta
ke

 p
la

ce
 e

.g
. a

n 
em

ai
l/f

ac
e 

to
 fa

ce
 c

om
m

un
ic

at
io

n 
w

ith
 

th
e 

te
am

.  
D

o 
yo

u 
w

an
t y

ou
r m

an
ag

er
 

to
 h

an
dl

e 
th

is
 o

r d
o 

yo
u 

w
an

t t
o 

do
 it

 
yo

ur
se

lf?

Ag
re

e 
w

ha
t w

ill 
be

 in
cl

ud
ed

 in
 th

is
 

co
m

m
un

ic
at

io
n 

e.
g.

 in
fo

rm
in

g 
co

lle
ag

ue
s 

of
 p

re
fe

rre
d 

pr
on

ou
ns

 a
nd

 n
am

e 
or

 ti
tle

; 
co

ns
id

er
 a

ls
o 

ci
rc

ul
at

in
g 

gu
id

an
ce

 o
n 

ba
si

c 
re

sp
ec

t f
or

 tr
an

s 
pe

op
le

. 

*Y
ou

r e
xp

lic
it 

co
ns

en
t s

ho
ul

d 
be

 g
iv

en
 

be
fo

re
 a

ny
 in

fo
rm

at
io

n 
is

 s
ha

re
d.

Tr
an

s 
aw

ar
en

es
s 

tr
ai

ni
ng

 fo
r t

he
 te

am
, 

un
le

ss
 y

ou
 d

o 
no

t w
is

h 
th

is
. 

Tr
an

s 
Aw

ar
en

es
s 

tra
in

in
g 

ca
n 

be
 b

oo
ke

d 
vi

a 
M

oo
dl

e 
or

 d
ire

ct
 w

ith
 G

en
de

re
d 

In
te

llig
en

ce
.

Is
su

e
A

gr
ee

 a
ct

io
n

A
gr

ee
 w

ho
 a

nd
 w

he
n

D
at

e 
co

m
pl

et
ed

A
pp

lic
ab

le
 to

 th
os

e 
un

de
rg

oi
ng

 
m

ed
ic

al
/s

ur
gi

ca
l p

ro
ce

du
re

s:
 

D
is

cu
ss

 w
ith

 m
an

ag
er

 if
 th

er
e 

ar
e 

an
y 

du
tie

s 
th

at
 s

ho
ul

d 
be

 a
vo

id
ed

 
te

m
po

ra
ril

y 
su

ch
 a

s 
lif

tin
g 

he
av

y 
ite

m
s,

 s
tre

nu
ou

s 
ph

ys
ic

al
 w

or
k 

et
c.

Ag
re

e 
w

ha
t r

ea
so

na
bl

e 
ad

ju
st

m
en

ts

Ti
m

e 
off

 re
qu

ire
d?

 
D

is
cu

ss
 h

ow
 th

es
e 

w
ill 

be
 m

an
ag

ed
 

an
d 

re
co

rd
ed

 w
ith

in
 U

C
L’

s 
ab

se
nc

e 
pr

oc
ed

ur
es

Pr
ac

tic
al

 is
su

es
:

D
is

cu
ss

 a
cc

es
s 

to
 to

ile
t f

ac
ilit

ie
s 

an
d 

if 
re

le
va

nt
 lo

ca
tio

n 
of

 g
en

de
r n

eu
tra

l 
fa

ci
lit

ie
s.

 N
B 

yo
u 

ha
ve

 th
e 

rig
ht

 to
 

ac
ce

ss
 th

e 
fa

ci
lit

ie
s 

in
 li

ne
 w

ith
 y

ou
r 

affi
rm

ed
 g

en
de

r.
D

is
cu

ss
 d

re
ss

 c
od

e 
re

le
va

nt
 to

 y
ou

r 
jo

b 
ro

le
 a

nd
 fl

ex
ib

ilit
y 

re
qu

ire
d 

N
am

e 
or

 ti
tle

 c
ha

ng
e:

 
Ar

ra
ng

e 
to

 m
ee

t w
ith

 a
 m

em
be

r o
f t

he
 

Eq
ua

lit
y 

D
iv

er
si

ty
 a

nd
 In

cl
us

io
n 

Te
am

 
w

ho
 w

ill 
lia

is
e 

on
 y

ou
r b

eh
al

f w
ith

 
re

le
va

nt
 te

am
s 

an
d 

sy
st

em
s.



Equality, Diversity & Inclusion
University College London
Bidborough House
38-50 Bidborough Street
London
WC1H 9BT

www.ucl.ac.uk/equality-diversity-inclusion/

http://www.ucl.ac.uk/equality-diversity-inclusion/

