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Developing a transition plan for transgender employees 
> Guiding questions
These guiding questions can help you create a plan to support transgender employees who are affirming their identity and to help prevent discrimination from occurring. 
It covers key points relating to transition such as name changes, use of toilets and facilities and communicating with other employees. You may wish to customise, add or remove topics or skip any questions that are not relevant to your specific situation.
Before using this document, you should ask the employee whether they want to develop a transition plan with you and if they would like a support person to attend these discussions. 
1.
Does the employee want a support person to be involved in discussions about the transition plan? E.g the workplace union representative, equal opportunity contact officer or a close co-worker?
· Yes

· No
Who will this be?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
When will the employee commence transitioning? What will this involve?

[The employee only needs to disclose information they feel comfortable with and which might be necessary to ensure they are supported at work during their transition.]
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
Name and pronouns 

Will the employee be changing their name? If so, what will this name be and when should others start using it?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What pronoun/s would the employee like others to use? E.g. he/she/others as appropriate
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What name or pronouns should not be used?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What will be the consequences of not using the preferred name or pronouns?

[Some workers may not understand the importance of this or fear being punished if they slip up once or twice with the wrong name or pronoun. Reassure them that there will only be negative consequences if they make repeated and/or deliberate ‘mistakes’]
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.
Advising other employees

Will other employees be advised about the transition? How will this occur? When will this occur?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What questions or topics of discussion about the employee’s transition are acceptable/unacceptable? Which aspects of the transition can be discussed directly with the employee? Which aspects should be discussed with someone else e.g. human resources?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What resources will be made available to other workers who have questions about the employee’s transition?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Use of toilets and facilities

When will the employee commence using toilets and facilities that are appropriate to their affirmed gender? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
How will other employees be advised that the employee will commence using toilets and facilities that are appropriate to their affirmed gender?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Has the employee who is transitioning been advised of access to an Employee Assistance Program or other relevant supports?

· Yes

· No
7. Other matters

[You can include any other relevant information about the employee’s transition here]
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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