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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/ 




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  
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