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By Sam Schwartz-Fenwick, Partner, Seyfarth Shaw 
LLP and Ben Conley, Partner, Seyfarth Shaw LLP

Employers are increasingly putting in place 
proactive policies to ensure that their transgender 
employees feel safe and welcome in the workplace . 
This primer highlights proactive policies addressing 
transgender issues that employers can incorporate 
in their workplaces to help increase diversity and 
inclusion while avoiding violations of relevant 
nondiscrimination laws that provide protections for 
transgender employees and applicants .

First, to understand the term transgender, 
it is important to differentiate between an 
individual’s “sex,” “sex assigned at birth,” and 
“gender .” “Sex” is defined as a combination of 
biological and physiological characteristics, 
including chromosomes, hormones, internal and 
external reproductive organs, and secondary 
sex characteristics . “Sex assigned at birth” is the 
classification of a baby as male, female, or intersex 
based on visible genitalia at birth . The visible 
genitalia at birth often is assumed to predict gender; 
however, gender is separate and distinct from the 
genitalia one has at birth . “Gender” refers to an 
individual’s emotional and psychological sense of 
having a gender . The feeling that one is a man, a 
woman, both, or neither (gender nonconformity) 
is referred to as “gender identity .” Gender identity 
does not necessarily align with an individual’s sex 
at birth . Related to gender identity is the concept 
“gender expression .” Gender expression refers to 
appearance, traits, and mannerisms an individual 
presents to communicate gender identity . Any traits 
(masculine, feminine, androgynous) can be present 
in people of any gender or gender expression . As 
with gender identity, gender expression may or may 
not match a person’s sex .

Transgender Issues in the Workplace

Individuals are transgender when their gender 
identity is different from the sex they were assigned 
at birth . “Gender transition” is the process by which 
individuals first identify as transgender and then 
change one or many aspects of their appearance 
and physical and sexual characteristics from those 
associated with their sex at birth . There is no one 
way to transition . Rather, transgender individuals 
transition in their own way . The transition process 
has both social and medical components .

Social transitioning is the process by which 
individuals tell their transgender status to the 
people in their lives (e .g ., family, friends, and co-
workers) . In addition, the social transition process 
may include changing one’s name and asking to 
be referred to by a different gender pronoun . For 
many transitioning individuals, the social transition 
will include adopting a gender expression that more 
closely matches their gender identity .

For some transgender individuals, a gender 
transition will include a medical component . 
Notably, a person does not have to undergo a 
medical procedure to be considered transgender . 
Transgender status relates to persons’ gender 
identity (i .e ., how they feel inside as a “man” or 
“woman” or something in between, or neither), 
regardless of what steps they take to make this 
decision public . Contrary to popular belief, there 
is no one “transgender surgery .” Indeed, many 
transgender individuals never take hormones or 
undergo any surgeries .

23
States with EEO laws protecting gender identity 
(including Puerto Rico)
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While many states expressly bar discrimination 
based on gender identity and expression, no federal 
law expressly prohibits workplace discrimination 
based on gender identity or expression . That 
said, the U .S . Equal Employment Opportunity 
Commission (EEOC) has promulgated guidance 
that interprets the prohibition of “sex” discrimination 
under Title VII of the Civil Rights Act of 1964 (Title 
VII) to prohibit discrimination based on gender 
identity and expression .

• Conduct Training: Employers also should 
help managers and employees become more 
sensitive to gender identity and expression 
by incorporating these topics into EEO and 
harassment training programs . Training reduces 
the risk of misunderstanding by explaining 
what a gender transition is and by stressing the 
employer’s non-discrimination policy . Part of 
training is explaining to employees that regardless 
of their personal beliefs about transgender 
individuals it is important that employees behave 
appropriately and continue to work cooperatively 
and respectfully with their transgender colleagues . 
It should be clearly stated that failure to behave 
in this manner towards transgender colleagues 
could result in discipline, up to and including 
termination . Employers also may consider 
conducting a more targeted training when 
transgender employees announce that they are 
transitioning . Such training not only will support 
the employees and help manage the specifics 
of the transition process but also may foster 
respect, sensitivity, and understanding from other 
employees . In planning a targeted training, it 
is important to first check in with transitioning 
employees to determine whether or not they 
would like to attend .

• Dress codes: Policies that require professional 
business attire irrespective of sex or gender are 
recommended . For employers who have a “male” 
and “female” version of a uniform, employees 
should be allowed to wear the uniform that 
comports with their gender identity .

• Use of Pronouns: Employers should be mindful 
to use the appropriate pronouns consistent with 
transgender employees’ gender presentation . To 
the extent there is uncertainty about employees’ 
gender, it may be appropriate to respectfully 
communicate with them regarding their 
preference in a confidential matter and agree with 
them on a communications plan for notifying co-
workers and customers of any change to pronoun 
or name use .

• Develop Guidelines for Managing Workplace 
Transition: It is prudent for employers to develop 
guidelines and procedures to manage situations 

Despite the position of the EEOC, the current 
administration has taken the position that federal law 
does not prohibit discrimination based on gender 
identity and expression . As such, this area of the law 
will likely remain unsettled until federal law expressly 
prohibits transgender discrimination or the Supreme 
Court clarifies whether “sex” discrimination under 
Title VII encompasses transgender discrimination .

In order to avoid potential pitfalls and to increase 
the level of diversity and inclusion in a company, 
many employers are adopting a series of trans-
inclusive policies . A nonexhaustive list of such 
policies is set forth below .

• Nondiscrimination Policies: Although the 
EEOC’s position on the extension of Title VII to 
transgender claims is not binding, and there is no 
federal law which explicitly protects transgender 
employees from discrimination, employers should 
consider revising internal equal employment, 
nondiscrimination, and anti-harassment policies 
to include gender identity and expression as 
protected categories .

42
Localities across the country (including counties/
cities) with EEO laws protecting gender identity, 
including places where states have yet to pass 
similar laws like Ohio, Nebraska, and Texas
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where employees announce that they will be 
transitioning . Such guidelines serve a number 
of functions, including: providing support 
and guidance to transgender employees; 
setting clear expectations for all employees to 
minimize the risk of a disruption in productivity 
when transgender employees transition; and 
developing the administrative processes needed 
to ensure that when transgender employees 
transition their gender and name are modified 
in the company’s systems, including those for 
employee benefits . Employers should approach 
employees’ transitions as an interactive process . 
This may involve, for example, designating a key 
human resources official or manager to serve as 
a liaison and point of contact for transitioning 
employees . Employers should have an open and 
continuous dialogue with employees and set 
clear expectations regarding how the transition 
will occur, the steps that need to take place (e .g ., 
notification to clients, co-workers, and others), and 
the information employers will require from the 
transitioning employees .

• Employee Privacy and Confidentiality: Employers 
must be mindful that although a transgender 
employee’s transition may become a matter of 
public knowledge in the workplace, personal 
details about any employee’s transition are private 
and entitled to confidentiality .

• Administrative and Personnel Records: Employers 
should be prepared to update or change 
transgender employees’ names and gender in 
certain employee records . For example, employers 
should consider which records must reflect 
employees’ name and sex at birth and which 
records can be modified to assist employees in 
the transition (e .g ., email addresses, nameplates, 
business cards, security badges) .

• Restroom Access: Employers should consider 
policies regarding access to restrooms, locker 
rooms, and other gender-specific facilities . 
Employers should consider employees’ full-
time gender presentation and identity when 
making decisions regarding restroom access . 
It should be explained to co-workers who take 
issue with sharing a restroom or locker room 

with transgender colleagues that transgender 
employees are entitled to use the facility that 
corresponds with their gender identity . If 
employers have a single occupancy restroom 
or private changing areas, objecting employees 
should be provided with the opportunity to use 
those facilities . In engaging in this discussion with 
objecting employees, a very helpful resource is 
the “Guide to Restroom Access for Transgender 
Workers” by OSHA .

• Health Insurance and Benefits: Employers are 
increasingly including in their benefits offerings 
coverage for transgender medical procedures, 
such as genital surgery . The limited studies to 
date reflect that employers who have expanded 
such coverage have seen very little increase in 
health premiums . Employers also may coordinate 
with their benefit plan administrator to remove 
limitations on gender-specific services (e .g ., 
mammograms) based on gender at birth or 
gender of record . Finally, employers might 
consider revising eligibility restrictions for 
infertility coverage by creating exceptions or 
otherwise amending benefits provisions that 
require employees to try to naturally conceive 
for at least a year (or some other period of time) 
before becoming eligible for infertility coverage .

• Leave Policy: Employers should consider 
modifying their leave policy to cover transition-
related services . While such a policy is not clearly 
required under the federal Family and Medical 
Leave Act (or most state leave laws), many 
employers have decided to treat transgender 
medical procedures the same as they treat any 
other medically necessary procedures .
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Checklist: Building an Inclusive Workplace 
for Transgender Employees and Applicants
Purpose: This checklist outlines policy areas that 
employers should consider to build an inclusive 
workplace for transgender employees and 
applicants while also helping to prevent employer 
EEO legal violations .

This checklist is adapted from the Transgender 
Issues in the Workplace Primer by Sam Schwartz-
Fenwick, Partner, Seyfarth Shaw LLP, and Ben Conley, 
Partner, Seyfarth Shaw LLP .

Revise Nondiscrimination Policies
 Consider revising equal employment, 
nondiscrimination, and anti-harassment policies 
to include gender identity and expression as 
protected categories .

Conduct Training
 Incorporate gender identity and expression 
into EEO and harassment training programs . 
(Training reduces the risk of misunderstanding 
by explaining what a gender transition is and 
by stressing the employer’s nondiscrimination 
policy .)

 Explain to employees that regardless of 
their personal beliefs about transgender 
individuals it is important that employees 
behave appropriately and continue to work 
cooperatively and respectfully with their 
transgender colleagues . 

 State clearly that failure to behave in this 
manner towards transgender colleagues 
could result in discipline, up to and including 
termination . 

 Consider conducting a more targeted training 
when transgender employees announce 
that they are transitioning . (Such training not 
only will support the employees and help 

manage the specifics of the transition process 
but also may foster respect, sensitivity, and 
understanding from other employees .) 

 Check in first with transitioning employees 
in planning a targeted training to determine 
whether or not they would like to attend .

Update Dress Codes 
 Consider employer policies that require 
professional business attire to be addressed 
irrespective of sex or gender .

 Allow employees to wear uniforms that comport 
with their gender identity if employers have a 
“male” and “female” version of uniforms .

Be Mindful of Pronouns
 Be mindful to use the appropriate pronouns 
consistent with transgender employees’ gender 
presentation .

 Communicate respectfully with employees about 
their gender preference if there is uncertainty 
about employees’ gender; such communication 
should occur in a confidential matter and 
there should be agreement with them on a 
communications plan for notifying co-workers  
and customers of any change to pronoun or  
name use .

Develop Guidelines for  
Managing Workplace Transition

 Develop guidelines and procedures to manage 
situations where employees announce that they 
will be transitioning . (Such guidelines serve 
a number of functions, including: providing 
support and guidance to transgender employees; 
setting clear expectations for all employees to 
minimize the risk of a disruption in productivity 
when transgender employees transition; and 
developing the administrative processes needed 

https://www.bna.com/sam-shwartzfenwick-m57982093126/
https://www.bna.com/sam-shwartzfenwick-m57982093126/
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to ensure that when transgender employees 
transition their gender and name are modified 
in the company’s systems, including those for 
employee benefits .)

 Approach employees’ transitions as an 
interactive process . This may involve, for 
example, designating a key human resources 
official or manager to serve as a liaison and 
point of contact for transitioning employees .

 Have an open and continuous dialogue 
with employees and set clear expectations 
regarding how the transition will occur, the 
steps that need to take place (e .g ., notification 
to clients, co-workers, and others), and the 
information employers will require from the 
transitioning employees .

Ensure Employee Privacy  
and Confidentiality

 Be mindful that although a transgender 
employee’s transition may become a matter of 
public knowledge in the workplace, personal 
details about any employee’s transition are private 
and entitled to confidentiality .

Update Administrative  
and Personnel Records

 Prepare to update or change transgender 
employees’ names and gender in certain 
employee records . For example, employers 
should consider which records must reflect 
employees’ name and sex at birth and which 
records can be modified to assist employees in 
the transition (e .g ., email addresses, nameplates, 
business cards, security badges) .

Provide Restroom Access
 Consider policies regarding access to restrooms, 
locker rooms, and other gender-specific facilities .

 Consider employees’ full-time gender 
presentation and identity when making 
decisions regarding restroom access . 

 Explain to co-workers who take issue with 
sharing a restroom or locker room with 
transgender colleagues that transgender 
employees are entitled to use the facility that 
corresponds with their gender identity . 

 Provide objecting employees the opportunity 
to use a single occupancy restroom or private 
changing areas, if employers have those 
facilities . 

Amend Health Insurance and Benefits
 Offer benefits coverage for transgender medical 
procedures, such as genital surgery . (The limited 
studies to date reflect that employers who have 
expanded such coverage have seen very little 
increase in health premiums .) 

 Coordinate with benefit plan administrators to 
remove limitations on gender-specific services 
(e .g ., mammograms) based on gender at birth or 
gender of record . 

 Consider revising eligibility restrictions for 
infertility coverage by creating exceptions or 
otherwise amending benefits provisions that 
require employees to try to naturally conceive 
for at least a year (or some other period of time) 
before becoming eligible for infertility coverage .

Revise Leave Policies
 Consider modifying leave policies to cover 
transition-related services . (While such policies 
are not clearly required under the federal Family 
and Medical Leave Act (or most state leave 
laws), many employers have decided to treat 
transgender medical procedures the same as they 
treat any other medically necessary procedures .)
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Model Policy: Equal Employment 
Opportunity
Adapted from Bloomberg Law’s HR Policy 
Handbook . This policy complies with federal law .  
Be sure to check local and state requirements  
before using .

Model Policies
EMPLOYER complies with all federal, state, and 
local equal employment opportunity laws . In all 
hiring and employment practices, employer makes 
every effort to ensure that it doesn’t discriminate 
against employees and applicants . This policy 
addresses EMPLOYER’s commitment to providing 
equal opportunity employment for all employees 
and applicants and to promoting diversity in the 
workplace . 

General Nondiscrimination Pledge 
EMPLOYER complies with all laws prohibiting 
discrimination against employees and applicants 
based on race, color, religion, sex, sexual  
orientation, gender identity, gender expression,  
age, national origin, citizenship status, disability, 
genetic information, or veterans’ status .  
[Employers that are federal contractors can add: 
EMPLOYER complies with all federal government 
contracting laws and is committed to providing  
equal employment opportunities for qualified 
employees and applicants, such as women, 
minorities, persons with disabilities, and certain 
groups of veterans. For more information, see 
EMPLOYER’s affirmative action policy.] 

Equal opportunity extends to all aspects of 
the employment relationship, including hiring, 
promotions, training, working conditions, 
compensation, and benefits . [Employers that are 
federal contractors can add: EMPLOYER won’t 
discharge or otherwise discriminate against 
employees and applicants for asking about, 
discussing, or disclosing their compensation or 
other employees’ and applicants’ compensation. 

Employees who have access to other employees’ 
and applicants’ compensation information (as part 
of their essential job functions) can’t disclose this 
information to anyone who doesn’t otherwise have 
such access unless their disclosure is in response 
to formal complaints or charges; in furtherance 
of investigations (including investigations by 
EMPLOYER), proceedings, hearings, or lawsuits; or 
consistent with EMPLOYER’s legal duty to provide 
information.] 

EMPLOYER’s policies and practices are to reflect 
EMPLOYER’s commitment to nondiscrimination 
in all areas of employment, including contracting 
opportunities for vendors and suppliers . 

Promoting Diversity 
EMPLOYER values and promotes diversity in its 
workplace . Diversity refers to human differences 
that exist in the workplace, including those based 
on culture, ethnicity, gender, and age . EMPLOYER 
believes that promoting diversity plays an important 
role in attracting the widest pool of qualified 
applicants, fostering greater innovation and 
creativity, and enhancing our communication and 
relationships with customers and the community . 

EMPLOYER is committed to enhancing our diversity 
and demonstrating that commitment to our 
employees, customers, and community .  
EMPLOYER promotes diversity by developing 
policies, programs, and procedures that foster 
a work environment in which differences are 
respected and all employees are treated fairly . 
[Employers that are federal contractors can add: 
EMPLOYER complies with federal affirmative action 
guidelines in all employment opportunities for 
qualified employees and applicants, such as women, 
minorities, persons with disabilities, and certain 
groups of veterans. For more information, see 
EMPLOYER’s affirmative action policy.] 
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Anti-Harassment 
EMPLOYER strives to keep its workplace free from 
all forms of harassment . Some examples of conduct 
that can be considered harassment include ethnic 
slurs, racist jokes, pornographic emails, unwelcome 
touching, displaying offensive pictures, or any other 
verbal or physical conduct that has the purpose 
or effect of creating an intimidating, hostile, or 
offensive work environment . 

EMPLOYER considers harassment in all forms to 
be a serious offense that violates EMPLOYER’s 
EEO policy . EMPLOYER also prohibits harassment 
against anyone involved in reporting EEO violations 
or in investigations of EEO complaints . For more 
information, see EMPLOYER’s harassment and 
sexual harassment policies . [Employers that are 
federal contractors can add: Under EMPLOYER’s 
affirmative action policy, employees and applicants 
are protected against harassment based on disability 
or certain veterans’ status. For more information, see 
EMPLOYER’s affirmative action policy.] 

Complaint Procedures 
If employees or applicants believe that they have 
faced discrimination or if employees or applicants 
are aware of any actual or suspected workplace 
conduct that could be regarded as discriminatory, 
they should report such conduct immediately to 
[Employers can indicate to whom employees should 
report discrimination] in one of several ways, such as: 

• emailing reports to [indicate to whom to email 
reports of discrimination]; 

• calling EMPLOYER’s reporting hotline at [indicate 
telephone number for reporting discrimination]; or 

• sending written reports to [indicate to whom to 
send written reports of discrimination] .

EMPLOYER investigates all discrimination 
complaints promptly and supports employees’ 
cooperation with investigations . Anyone involved  
in reporting EEO violations or in investigations of 
EEO complaints can expect confidentiality to the  
full extent afforded by law . Any information obtained 
during investigations also is kept confidential to the 
full extent possible under law . 

Informal Dispute Resolution 

Where appropriate, informal resolution of 
discrimination complaints is used . Such an  
approach can include counseling those who  
commit discrimination or serving as a mediator 
between the two parties . 

When a discrimination complaint can’t be resolved 
informally, a written report of the investigation that 
includes recommendations for further action is 
prepared and delivered to [indicate who receives 
the report]  Recommendations can include discipline 
for those who commit discriminatory actions and 
restoration of the terms, conditions, or opportunities 
that were lost or denied employees or applicants 
because of discrimination . 

Anti-Retaliation 
EMPLOYER ensures that employees and applicants 
who complain about discrimination, oppose 
any discriminatory practice, or participate in 
investigations of such complaints are protected 
against retaliation . EMPLOYER doesn’t discourage 
or obstruct employees and applicants from filing 
complaints with the federal Equal Employment 
Opportunity Commission or state or local EEO 
agency . 

Employees also are protected against retaliation 
for talking about discrimination in response 
to questions that come up during internal 
investigations . No adverse employment actions are 
taken against employees and applicants who file 
EEO complaints, oppose discriminatory actions, 
or participate in investigations of such complaints .
[Employers that are federal contractors can add: 
Employees and applicants are protected against 
retaliation if they exercise any rights under the 
federal Rehabilitation Act or the federal Vietnam-Era 
Veterans’ Readjustment Assistance Act. For more 
information, see EMPLOYER’s affirmative action 
policy.] 
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Discipline 
All employees, including supervisors and 
managers, who engage in discriminatory conduct 
or harassment are subject to immediate disciplinary 
action, up to and including termination . 

Communications 
All government nondiscrimination posters 
and EMPLOYER’s EEO policies are displayed 
permanently in conspicuous locations in all facilities 
and on EMPLOYER’s internal homepage . Notices, 
advertisements, forms, job descriptions, and other 
specifications relating to employment don’t indicate 
any preference, limitation, or discrimination based 
on race, color, religion, sex, sexual orientation, 
gender identity, gender expression, age, national 
origin, citizenship status, disability, genetic 
information, or veterans’ status . [Employers that 
are federal contractors can add: EMPLOYER’s 
affirmative action policy is displayed permanently 
in conspicuous locations at all worksites in a format 
accessible to employees and applicants with 
disabilities and employees and applicants who are 
disabled veterans.] 

Training 
EMPLOYER requires all new hires, including 
managers and supervisors, to undergo training on 
complying with EMPLOYER’s EEO policy . Thereafter, 
training on the policy is provided annually for all 
employees, including managers and supervisors . 
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Adapted from Bloomberg Law’s HR Policy 
Handbook . This policy complies with federal law .  
Be sure to check local and state requirements  
before using .

EMPLOYER is committed to promoting diversity 
in the workplace and affirming equal opportunity 
for all employees and applicants . As expressed 
in EMPLOYER’s EEO policy, EMPLOYER doesn’t 
discriminate based on gender identity or gender 
expression in any aspect of the employment 
relationship, including hiring, promotions, training, 
working conditions, compensation, and benefits . 

EMPLOYER recognizes that an employee may  
wish to transition his or her gender . This policy 
addresses issues concerning employees who are 
transgender, wish to transition, or are transitioning . 
At any time, employees can contact their manager 
or the Transition Resource Coordinator (TRC) about 
any questions or concerns they have regarding  
this policy . 

Definitions 
The following definitions apply to EMPLOYER’s 
gender transition policy:

Cisgender refers to a person who identifies as the 
same gender that he or she was assigned at birth . 

Gender identity refers to a person’s inner sense of 
gender (being male, female, both male and female, 
or neither male nor female), regardless of the sex 
assigned to him or her at birth . Gender identity isn’t 
the same as a person’s sexual orientation or gender 
expression . 

Gender expression refers to a person’s gender-
related behavior or appearance, whether or not it 
conforms to traditional gender stereotypes or to the 
sex assigned to him or her at birth . It can include 

manner of dress, grooming, mannerisms, and 
speech patterns . Gender expression isn’t the same 
as a person’s gender identity or sexual orientation . 

Sexual orientation typically refers to a person’s 
physical, romantic, or emotional attraction to people 
of the same and/or opposite sex . Sexual orientation 
isn’t the same as a person’s gender identity or 
gender expression . Transgender people, like 
cisgender people, can identify as having any sexual 
orientation (such as heterosexual, gay, lesbian, 
bisexual, or asexual) . 

Transgender refers to a person whose gender 
identity or gender expression is different from that 
typically associated with the sex assigned to him 
or her at birth . Specifically, a “transgender woman” 
can refer to a person who was designated male at 
birth but identifies or expresses herself as female, 
and a “transgender man” can refer to a person who 
was designated female at birth but identifies or 
expresses himself as male . The term also includes a 
person who identifies as androgynous or nonbinary 
(being both male and female, neither male nor 
female, or gender fluid) . 

For purposes of this policy, a transgender employee 
is referred to as “him or her .” However, employees 
can instead choose to be addressed and referred 
to by other nongendered pronouns such as “they,” 
“ze,” or “hir .” 

Transition is the process by which a person begins 
living as a different gender . It often refers to the 
process by which a transgender person begins 
living as the gender with which he or she identifies, 
rather than the sex assigned to him or her at birth . 
It can include undergoing medical treatment or 
procedures (such as hormone therapy or surgery), 
using a different name or pronoun, and using 
different facilities (such as restrooms or locker 
rooms) . The process varies for each person, and 

Model Policy: Gender Transition
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while some people might choose to undergo 
medical treatment or procedures, these steps  
aren’t necessary for a person to transition his  
or her gender . 

Transition Resource Coordinator (TRC) is a 
designated employee who is responsible for 
handling employees’ gender transition concerns . 

Nondiscrimination and Confidentiality 
EMPLOYER strives to create a workplace where 
employees who are transgender can be their full 
selves without fear of discrimination, harassment, or 
retaliation . EMPLOYER is supportive of transgender 
employees who are considering or undergoing 
gender transition . Any discriminatory, harassing, 
or retaliatory actions taken against employees 
based on their gender identity, gender expression, 
or gender transition are considered violations 
of EMPLOYER’s EEO policy and are subject to 
EMPLOYER’s disciplinary policy . 

EMPLOYER also recognizes that some employees 
may wish to keep information about their gender 
transition private . EMPLOYER respects employees’ 
preferences regarding when and with whom to 
share such information . EMPLOYER only shares 
information about employees’ gender transition 
as needed to implement changes they request 
and otherwise to the extent they agree to share 
such information . Transitioning employees are 
encouraged to inform their manager and  
coworkers about their transition to the extent  
they feel comfortable . 

Transition Planning 
EMPLOYER recognizes that there are specific 
workplace issues to be addressed throughout 
the gender transition process . Transitioning 
employees are encouraged to discuss their needs 
and expectations with EMPLOYER before, during, 
and after their transition . EMPLOYER addresses 
each employee’s needs and expectations on 
an individualized basis . EMPLOYER also offers 
benefits — such as medical benefits, Employee 

Assistance Program (EAP) services, and employee 
support groups — to assist transgender employees 
who are considering or undergoing gender 
transition . 

Employees can contact their manager or the TRC if 
they wish to inform EMPLOYER about their gender 
transition or if they have specific requests, questions, 
or concerns regarding their transition . Managers 
who are notified of any transition-related workplace 
requests should promptly notify the TRC, after 
obtaining employees’ permission to do so . 

If employees need EMPLOYER’s assistance to 
implement workplace changes based on their 
gender transition, they should meet with the TRC 
to develop a transition plan that outlines these 
changes and the steps and time periods for their 
completion . The TRC coordinates with employees 
to establish this plan and discusses with them 
what they can expect from EMPLOYER during the 
transition process, including a review of relevant 
leave, benefit, and other policies . Employees also 
are encouraged to contact EMPLOYER’s EAP or any 
employee support group for assistance as needed . 

A transition plan can include any or all of the 
following considerations:

• A list of employees who need to be advised of 
the transition in order to implement requested 
workplace changes (HR personnel, the 
transitioning employee’s manager, etc .) or as 
requested by the transitioning employee (other 
managers, coworkers, etc .) . 

• A plan for when and how those employees should 
be informed of the transition (through a staff 
meeting, email, etc .) and who will inform them  
(the transitioning employee, the TRC, etc .) . 

• The date on which the employee will begin to 
present in a manner consistent with his or her 
gender identity (which might be immediately), 
including the date(s) when the employee will 
begin using a different name or pronoun and 
different facilities (restrooms, locker rooms, etc .) . 
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• A list of the employee’s records that will need to 
be changed to reflect his or her gender identity 
and new name (if applicable), any documentation 
the employee will need to provide to effectuate 
these changes, and the expected date(s) on which 
these records will be changed . 

• Any anticipated leave that the employee will take 
for transition-related medical treatment and any 
relevant benefits available to the employee during 
the transition . 

Employees should work with the TRC to track 
the progress of their transition plan through a 
checklist or other document that can be shared with 
appropriate HR personnel and managers as needed 
and with employees’ permission . The TRC should 
ensure that the plan is implemented in a timely 
manner . 

EMPLOYER recognizes that employees’ needs may 
change during their gender transition . The TRC 
works with employees to adapt their transition plan 
to accommodate additional requests that might arise . 

Implementing Transition Plan 
EMPLOYER utilizes the following procedures to 
implement transitioning employees’ requested 
workplace changes: 

Access to facilities. Employees are permitted to 
use facilities (restrooms, locker rooms, etc .) that 
correspond with their gender identity . It is a violation 
of EMPLOYER’s EEO Policy to prevent transgender 
or transitioning employees from using facilities that 
correspond with their gender identity . EMPLOYER 
doesn’t ask or require transgender or transitioning 
employees to use facilities that don’t correspond 
with their gender identity or to use unisex/single-
occupant restrooms instead of common restrooms 
designated for employees of one sex . 

Dress and grooming standards. Employees are 
permitted to present themselves in accordance with 
their gender identity and/or gender expression or 
in a gender-neutral manner . Presentation includes 
their manner of dress or grooming . If employees 

are required to wear a uniform, transitioning or 
transgender employees are permitted to dress in the 
uniform that corresponds with their gender identity . 
EMPLOYER doesn’t restrict any aspects of employees’ 
appearance based on gender or gender stereotypes . 

Employee records. EMPLOYER will update HR 
records as needed to accurately reflect transitioning 
employees’ gender identity and new name (if 
applicable) when they choose to begin identifying 
with that gender and name . EMPLOYER also will 
update employees’ ID badge, nameplate, email 
address, business cards, staff directory entry, and 
any other records or places bearing their name 

For certain types of records, such as payroll and 
retirement records, EMPLOYER can’t make updates 
until employees provide official documentation 
of their gender and/or name change . The TRC 
will coordinate with employees to determine 
what documentation is needed to make these 
changes . Employees aren’t required to provide 
documentation to change their name on records 
or in places where supporting documentation isn’t 
necessary (for example, their nameplate) . 

Name and pronouns. Employees can choose to 
be addressed and referred to by the name and 
pronoun of their choice (including “they,” “ze,” or 
“hir”), both verbally and in writing . If employees’ 
chosen name differs from their legal name, they 
should sign legal or official documents using their 
legal name at the time of signing . 

EMPLOYER encourages employees to take 
reasonable steps to inform their coworkers of 
their chosen name and pronoun . If a coworker is 
unsure of the name or pronoun to use in reference 
to a transgender or transitioning employee, the 
coworker can respectfully ask the employee how 
he or she wants to be addressed . Any intentional 
misuse of transgender or transitioning employees’ 
name or pronoun is considered a violation of 
EMPLOYER’s EEO Policy . 
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