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[bookmark: _Toc482697895]Introduction
Trans is an umbrella term referring to people with diverse gender identities and expressions that differ from stereotypical gender norms.  It includes but is not limited to people who identify as transgender, trans woman (male-to-female), trans man (female-to-male), transsexual, cross-dresser, gender non-conforming, gender variant or gender queer. 
Identities are very important and language is continually evolving, making it challenging to use a single term to cover everyone. While acknowledging that individuals choose to identify in a number of ways, this document uses the term “trans,” consistent with the terminology used by the Ontario Public Service (OPS) Pride Network.
Trans people are represented in every social class, occupation, race, culture, religion and sexual orientation, and live in and contribute to communities across Ontario and around the world.[footnoteRef:1] They have the same rights and responsibilities as everyone else. Yet, trans people are one of the most disadvantaged groups in society, routinely experiencing prejudice, discrimination, harassment, hatred and even violence[footnoteRef:2] in their everyday lives.  [1:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014]  [2:  Ibid.] 

In the 2017 OPS employee survey[footnoteRef:3] respondents who self-identified as trans reported the high rates of harassment, discrimination and violence, as well as lower scores on the employee engagement index[footnoteRef:4] and inclusion index. [footnoteRef:5] These results highlight a priority area for our organization. Below are some key highlights from the survey. [3:  The 2017 OPS Employee Survey ran from February 22 to March 8, 2017 and had a 57 per cent response rate.]  [4:  The employee engagement index is used to measure overall engagement among employees. It is calculated using key indicators that measure aspects of engagement: organizational satisfaction, commitment, job satisfaction and motivation. The higher the score, the more engaged employees are.]  [5:  The inclusion index measures employees’ perceptions of how inclusive the organization is, on a scale of 0 to 100. The higher the score, the more included employees feel. 
] 

	2017 OPS Employee Survey Highlight
	Trans Respondents
	OPS 
Respondents

	In the past two years, have you experienced discrimination on the job? (percentage answering yes)
	59.10%
	12.60%

	In the past two years, have you been the victim of harassment on the job? (percentage answering yes)
	40.00%
	14.80%

	In the past two years, have you been the victim of workplace violence? (percentage answering yes)
	13.60%
	2.80%

	I am treated respectfully at work (percentage answering agree or strongly agree)
	69.60%
	78.40%

	Employee engagement index
	58.9
	69.9

	Inclusion index
	64.1
	74.3


With over 16,000 employees, the Ministry of the Solicitor General is the largest ministry in the OPS. Based on available estimates about the general population, the ministry may have somewhere between 48 and 800 employees who are trans.[footnoteRef:6] As an inclusive ministry, the ministry is committed to enabling all our employees to reach their full potential. [6:  These numbers are based on estimates that trans individuals represent somewhere between 0.3 to five per cent of the general population. See “Transgender Issues: A Fact Sheet,” Transgender Law and Policy Institute and “How many people are lesbian, gay, bisexual and transgender?” The Williams Institute (CLA School of Law), April 2011] 

To this end, this guidance document aims to outline best practices for transitioning gender in the workplace. It explains key terms and concepts, the trans experience, employment obligations, as well as practical step-by-step considerations for the transition period in the workplace.
[bookmark: _Toc482697896]About this document
This guidance document was created by the ministry in partnership with the OPS Pride Network (OPN).
[bookmark: _Toc437438034][bookmark: _Toc482697897]Aim
These best practices aim to help improve the experience of trans employees in the workplace by:
· Affirming trans people’s human rights and promote recognition of their inherent dignity and worth;
· Defining norms of appropriate conduct;
· Creating a climate of understanding and respect, so that trans people feel included in the workplace and can fully contribute to it;
· Helping prevent discrimination and harassment because of gender identity and/or gender expression.

[bookmark: _Toc482697898]Methodology
The best practices in this document were developed in consultation with trans employees in the OPS, who have lived experience of transitioning in the workplace, their managers, as well as human resources, human rights and legal stakeholders. 
They also draw on best practices identified through a jurisdictional scan of 21 public and private sector organizations.
The document supports the Ontario Human Rights Commission’s Policy on preventing discrimination because of gender identity and gender expression, the OPS Respectful Workplace Policy and the OPS Disability Accommodation Policy. 
[bookmark: _Toc482697899]Scope
This document aims to support the period of transitioning gender in the workplace.
[bookmark: _Toc482697900]Application
This document is intended for use in the ministry (excluding OPP[footnoteRef:7]) by: [7:  In December 2016, the Ontario Provincial Police (OPP) launched the OPP Gender Transitioning Guide (hyperlink accessible to OPP members only). The OPP guide was adapted from the ministry “Best Practices for Transitioning in the Workplace” and draws on additional best practices/lessons learned from experiences with gender transitioning in OPP workplaces.] 

· Trans employees who are transitioning in the workplace.
· Managers and HR practitioners who are supporting trans employees during their transition in the workplace.
· Any employee whose co-worker is transitioning in the workplace.
This document is not a policy. It does not purport to give legal advice or replace relevant:
· legislation - including but not limited to the Ontario Human Rights Code, 1990 (the Code), the Public Service of Ontario Act, 2006, the French Language Services Act, 1990, the Accessibility for Ontarians with Disabilities Act, 2005; 
· associated regulations, directives and policies - such as the OPS Policy on Preventing Barriers in Employment, the OPS Employment Policy, the OPS Respectful Workplace Policy and the OPS Disability Accommodation Policy;
· collective agreements; or 
· OHRC’s Policy on preventing discrimination because of gender identity and gender expression. 
[bookmark: _Toc482697901][bookmark: _Toc429752784]Understanding gender identity and gender expression 
Biological sex is the classification of people as male, female or intersex. The sex of a person is assessed and designated at birth by doctors, midwives, other health care practitioners, or parents, based on a baby’s physical characteristics (such as genitalia or chromosomes). Whereas biological sex is about a person’s physical characteristics, gender is about what it means to be a man or a woman in society. 
Gender identity, on the other hand, refers to a person's internal and individual sense of being a man, a woman, both, neither, or anywhere along the gender spectrum. The manner in which a person presents their gender publicly, such as the way they dress or style their hair, is known as gender expression. 
When a person’s gender identity or expression differs from their birth-assigned sex and/or from stereotypical ideas about what it means to be a woman or a man in society, they can be identified as transgender. When a person's gender identity and expression aligns with their birth-assigned sex, they can be identified as cisgender.
Sexual orientation refers to whom a person is attracted and with whom a person falls in love with. 
For more information about these key terms, please refer to the glossary in Appendix A.
Below is a diagram[footnoteRef:8] that illustrates the difference between biological sex, gender identity, gender expression and sexual orientation.  [8:  Diagram reproduced from It’s pronounced metrosexual and used in OPN Positive Space training.] 

[image: ]
Trans people may identify their gender in many ways beyond man or woman. People who have transitioned from one gender to another may identify as female or male. Some people may identify as trans and not use the labels “female” or “male.” Others may identify as existing between male and female or in different ways beyond the binary of male and female. Others may also identify as a trans woman or a trans man.
In terms of sexual orientation, trans people may self-identify as straight, lesbian, gay, bisexual or queer. For instance, a person who transitions from male to female and is attracted solely to men, may identify as a straight woman. A person who transitions from female to male and is attracted solely to men, may identify as a gay man. 


[bookmark: _Toc482697902]Understanding the trans experience
[bookmark: _Toc424545325]Trans people come from all walks of life and there is no single or universal experience of what it means to be trans. 
[bookmark: _Toc482697903]4.1	Demographic profile
Knowledge about the demographic profile of the trans community is evolving. According to available studies, trans people represent somewhere between 0.3 per cent to five per cent of the population.[footnoteRef:9] [9:  USA’s Transgender Law and Policy Institute. The number of people who identify as transsexual and undergo sex-reassignment is smaller. “How many people are lesbian, gay, bisexual and transgender?” The Williams Institute (CLA School of Law), April 2011 ] 

In a ground-breaking Ontario study, Trans PULSE[footnoteRef:10] found that trans people live in all regions of Ontario and present across a range of ages, sexual orientations and cultural and ethnoracial identities. Here are some highlights: [10:  Trans PULSE is a community-based research project that was created to respond to problems identified within Ontario trans communities regarding access to health and social services. To learn more, see transpulseproject.ca] 

· There is an almost equal split between the female-to-male individuals and male-to-female individuals.[footnoteRef:11]  [11:  Who are Trans People in Ontario? Trans PULSE E-Bulletin Volume 1, Issue 1 July 26, 2010 ] 

· Sixty-eight per cent of trans Ontarians live outside the metropolitan Toronto area.[footnoteRef:12]  [12:  Ibid] 

· Approximately six per cent identified as Indigenous and 21 per cent indicated a range of ethnoracial identities other than just white Canadian, American or European.[footnoteRef:13]  [13:  Experiences of Racism among Trans People in Ontario, Trans PULSE E-Bulletin Volume 3, Issue 1, March 7, 2013] 

· Twenty-seven per cent of respondents had children.[footnoteRef:14] [14:  Who are Trans People in Ontario? Trans PULSE E-Bulletin Volume 1, Issue 1 July 26, 2010] 

· While a high percentage of Ontario trans people (43%) have post-secondary education, their income levels do not reflect this and the majority live below the poverty line.[footnoteRef:15] [15:  Ibid.] 

The diversity of the trans community – based on gender, class, race, ethnicity, age, ability, language, origin, geographical location and family status - highlights the fact that individual experiences vary according to how these identities intersect with one another.

[bookmark: _Toc482697904]4.2	Transphobia
Transphobia is the aversion to, fear or hatred of trans people and communities.[footnoteRef:16] It is rooted in the notion that all people are - and should be - cisgender, or non-trans (cisnormativity). Transphobia includes acts of exclusion, discrimination and violence, as well as attitudes that trans people may themselves internalize. [16:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

Experiences of transphobia are nearly universal among trans Ontarians. Trans PULSE found that:[footnoteRef:17] [17:  Experiences of Transphobia among Trans Ontarians, Trans PULSE E-Bulletin Volume 3, Issue 2 March 7, 2013] 

· Ninety-eight per cent of trans Ontarians had heard that trans people are not “normal.”
· Nearly 75 per cent of trans people have felt that being trans hurt or embarrassed their family, have tried to pass as non-trans, and worried about growing old alone.
· Over 25 per cent have experienced physical violence because they were trans. 
· Trans women experience transphobia more often than trans men.
[bookmark: _Toc482697905]4.3	Impact of transphobia
The impact of transphobia is staggering. Trans PULSE[footnoteRef:18] found that among trans Ontarians:  [18:  Ontario’s Trans Communities and Suicide: Transphobia is Bad for Our Health, Trans PULSE E-Bulletin Volume 1, Issue 2 November 12, 2010] 

· Twenty per cent have been the targets of physical or sexual assaults. 
· Thirty per cent have experienced verbal harassment or threats because they were trans. 
· About 75 per cent have considered suicide. 
· Forty-three per cent had attempted suicide at some point in their lives.
· The incidence of physical or sexual assault due to being trans increased the risk of attempted suicide seven fold. 
Additionally, Trans PULSE also found that 31% of Indigenous and racialized trans people in Ontario reported feeling uncomfortable in trans spaces because of their race or ethnicity.[footnoteRef:19] These findings draw attention to how experiences of racism can intersect with transphobia and other forms of discrimination, leading to negative physical and mental health outcomes for racialized trans Ontarians. [19:  Experiences of Racism among Trans People in Ontario, Trans PULSE E-Bulletin Volume 3, Issue 1, March 7, 2013] 

Fear of inappropriate questions or comments, harassment, physical or sexual assault and negative encounters with security personnel leads many trans people to avoid public spaces that everyone else takes for granted, such as malls or clothing stores, washrooms, restaurants or gyms.[footnoteRef:20] Washrooms are the most commonly avoided space, which can have serious negative health consequences. Avoidance of multiple public spaces may lead to a general social isolation and further impact on an individual’s health and well-being.  [20:  Avoidance of Public Spaces by Trans Ontarians: The Impact of Transphobia on Daily Life, Trans PULSE E-Bulletin Volume 4, Issue 1 January 16, 2014] 

These staggering statistics highlight the importance of providing appropriate supports during an individual’s transition in the workplace.
[bookmark: _Toc482697906]Emerging protections
In the last few years, there have been broad social and legal changes for trans rights. 
[bookmark: _Toc482697907]Ontario 
The Government of Ontario has been responding to these societal changes. 
· In 2008, OHIP relisted sex reassignment surgery (also known as gender confirming surgery),[footnoteRef:21] after a 10-year hiatus.  [21:  “Sex reassignment surgery” (initialized as SRS) is the term currently used by OHIP. It is also known as gender reassignment surgery, sex affirmation surgery, gender confirmation surgery or sex realignment surgery.] 

· In 2012, gender identity and gender expression were added as protected grounds in Ontario’s Human Rights Code, which prohibits discrimination. 
· In 2012, Ontario became the first jurisdiction in Canada to allow trans people to change the gender on their birth certificates without sex-reassignment surgery. 
· In 2014, the Ontario Human Rights Commission (OHRC) released a new “Policy on preventing discrimination because of gender identity and gender expression,” to fully address individuals’ right to define their gender identity and gender expression.
· In 2015, the ministry unveiled the “Policy for the Admission, Classification and Placement of Trans Inmates”, which is believed to be one of the most progressive policies on the management of trans inmates in North America.
· On September 24, 2015, the Ontario legislature voted unanimously in favour of a motion requiring the government of Ontario to replace gendered terminology with gender-neutral and inclusive language on all government forms. 
· As of June 13, 2016, Ontario health cards no longer display information about a person's sex on the face of the card.[footnoteRef:22] [22:  See “Ontario Boosts Gender Inclusivity with Changes to Official Documents,” June 29, 2016, Ministry of Government and Consumer Services news release.  ] 

· Starting in early 2017, Ontario driver's licence holders have the option to display an 'X' on their card, instead of an 'M' or an 'F', as their gender identifier if they do not exclusively identify as male or female.[footnoteRef:23]  [23:  Ibid.] 

· In 2017, the Ontario government launched a Gender Identity Policy to give consistent direction to all ministries in how to collect, use, retain and display a person’s gender identity or sex information on public-facing forms and products.
[bookmark: _Toc482697908]OPS 
As an award-winning,[footnoteRef:24] inclusive organization, the OPS has taken a number of steps to remove barriers for LGBTQ (lesbian, gay, bisexual, trans and queer) employees in the workplace, such as: [24:  The OPS has been recognized as one of Canada’s Best Diversity Employers for ten years in a row (2008 to 2017) for its efforts to create an inclusive workplace for every employee.] 

· Establishing the OPS Pride Network (OPN) in 2007 as an employee-driven network for employees who self-identify as lesbian, gay, bisexual, transgender, transsexual, intersex, two-spirit, asexual, queer, questioning or allies. 
· Creating the OPS Diversity Office in 2008 to oversee diversity and inclusion programs.
· Launching the Pride in Corrections network in 2009 to support LGBTQ employees and allies in Correctional Services.
· Implementing the ground-breaking Positive Space Program in 2010 by the OPN. The OPS is the first government in Canada to implement such a program.
· Creating the award-winning OPS Inclusion Lens to help staff identify barriers when developing or delivering policy, programs, legislation and services.
· Including gender identity and gender expression in the OPS Workplace Discrimination and Harassment Prevention Policy[footnoteRef:25] in 2012. [25:  The Workplace Discrimination and Harassment Prevention Policy was replaced by the Respectful Workplace Policy in 2016.] 

[bookmark: _Toc482697909]Understanding gender transition

[bookmark: _Toc482697910]The process
[bookmark: _Toc424545326]Gender transitions involve a series of activities that allow people to live in the gender consistent with their gender identity.
Trans employee voices: What transition means to me
Transition means finally coming out of hiding and showing the world the person I truly am. It’s about ending the social and emotional restrictions that others have always placed on me and taking control of my own life to be able to live it authentically. Transcending a world of others’ expectations to a world of freedom where my life is now my own, is a feeling like no other. We only have one life to live. I think I deserve to be happy.
OPS trans employee
Transitions may include changes to the person’s name, sex designation, gender marker, dress, or the use of specific pronouns.[footnoteRef:26] Each trans person has their own goals for transition that may or may not, for example, include medical treatments to align their bodies with their self-identified gender.  [26:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

The outcome, however, is strongly influenced by a person’s ability to maintain a stable job and income, and the support level in the work environment.[footnoteRef:27]  [27:  Ibid.] 

[bookmark: _Toc482697911]Timelines
There is no checklist or average time for a transition process and no universal goal or endpoint. Each person decides what meets their needs, depending on their circumstances. By the time an employee is ready to discuss their workplace transition with their manager, they have likely spent a number of years thinking it through.


A manager’s experience
We had hired an employee right out of school. The employee stayed for a year and then went back to graduate school for a few more degrees. I was thrilled to see this person's resume, in response to a competition, with additional degrees many years later. Almost immediately, it was obvious to us that things had been changing appearance-wise with this employee and I think it is fair to say that folks who were familiar with transgender issues could maybe see a progression taking shape. It was at least a year before the employee initiated a conversation with me about being transgender.
OPS Manager
Once the employee informs the manager of their intent to transition, planning for the workplace transition can begin. The focus of this planning is preparing the groundwork for the employee’s first day at work presenting in their self-identified gender. It is important to remember that each individual transitioning will have their own set of unique factors, which will require a customized plan. The illustration below shows these broad steps in the process of transition.[footnoteRef:28]  [28:  Adapted from “Transgender Inclusion In The Workplace 2nd Edition,” A Human Rights Campaign Foundation Report, Revised July 2008. The diagram does not mean to suggest that the process is linear.] 

[image: ]


[bookmark: _Toc429752785][bookmark: _Toc429752786][bookmark: _Toc429752787][bookmark: _Toc482697912]Understanding employment obligations
Everyone has the right to define their own gender identity. Trans people should be recognized and treated as the gender with which they live, whether or not they have undergone medically supportive treatments, or whether their identity documents reflect their lived gender identity.[footnoteRef:29] [29:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

Under Ontario’s Human Rights Code, as well as OPS collective agreements and policies, the employer has a legal duty to accommodate the needs of people because of their gender identity or gender expression to the point of undue hardship. Employment accommodation for all Code grounds is a fundamental part of the right to equal treatment and must be implemented in a timely manner to the point of undue hardship.
Employment accommodation is defined in the OPS as an individualized process by which the employer removes Code-related barriers in the workplace, which keep a qualified employee from participating equally in all aspects of work.[footnoteRef:30] Employment accommodation can be for any protected ground in the Code, including religion, disability, family status, gender identity or gender expression.  [30:  See OPS Wellness, Employment Accommodation ] 

Employment-related accommodations in the OPS are designed to ensure an employee’s full participation in all aspects of work. Effective employment accommodation prevents, removes or mitigates employment barriers and supports OPS organizational values and commitments, including diversity, accessibility, inclusion, fairness and collaboration.
The duty to accommodate applies to all aspects of employment including but not limited to recruitment, job performance, training and development, employment transition (redeployment) and return to work.
Accommodation is a process and a matter of degree. Different options can be seen along a continuum. The most appropriate accommodation is the one that best respects the employee’s dignity, meets their individual needs and promotes their inclusion and full participation.[footnoteRef:31] [31:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

Failure to recognize and respect a person’s lived gender identity, or to accommodate gender transition-related needs may lead to a finding of discrimination under the Code. In addition, it may constitute discrimination, contrary to provisions in a collective agreement and be found to violate the OPS Respectful Workplace Policy.
Employment obligations are broader than the duty to accommodate. For instance, employers have obligations under the Occupational Health and Safety Act, 1990 (OHSA) related to workplace violence and harassment prevention. 
Most importantly, organizations are required to take proactive steps to prevent problems and provide a safe, welcoming environment for all employees, including trans people. Managers can help enable trans-positive work environments verbally, emotionally and physically, by:
· proactively providing training to staff to raise awareness of trans issues (see Appendix F for training resources)
· marking trans days of significance in the workplace (see Appendix F for trans days of significance)
· promoting the use of respectful, trans-inclusive language in the workplace (see Appendix G for language tips). 
· adding positive and trans-inclusive visual symbols and images in the workspace (see Appendix F for trans-positive posters) 
· identifying barriers in the workplace and working to remove them (e.g. through a review of in-house forms to ensure they have gender-neutral language). See section 9 for additional best practices.


[bookmark: _Toc482697913]Managing gender transition in the workplace 
Each individual’s journey is unique and the transition and/or accommodation process must be customised appropriately. 
Privacy, confidentiality and control over the flow of information is of utmost importance and must be top of mind throughout the transition process.
Generally speaking, there are four main steps in the workplace gender transition process:
Step 1: The initial conversation, in which the employee speaks with their manager about their intention to transition into their self-identified gender identity at work (see section 7.1).
Step 2: The planning stage, in which a transition support team is mutually agreed upon to work together on a transition plan. The transition plan addresses both how the trans employee’s rights will be translated into action (e.g. name and pronoun changes, washroom use, dress code, etc.) and what, if any, accommodations may be needed in the workplace (e.g. employment accommodation for medical reasons). Additional considerations include: how co-workers will be informed, trans awareness training for the workplace and preparing for the employee’s first day at work presenting in their self-identified gender (see section 7.2). 
Step 3: The implementation stage, in which the items agreed upon in stage 2 are actioned. For instance, this stage may include informing co-workers, clients and stakeholders about the employee’s gender transition, trans awareness training and the employee’s first day at work presenting in their self-identified gender (see section 7.3).
Step 4: Ongoing monitoring and evaluation to determine whether the plan is working as intended (see section 7.4).
Each step is addressed in depth in the following pages, along with critical factors to consider. 

[bookmark: _Toc482697914]Step 1: Initial conversations
At this stage, the employee informs their manager that they intend to transition in the workplace. Typically, this is a very difficult step for an employee and they have likely spent a number of years thinking it through. The key at this point is for the manager to establish trust, respect and open communication. 
The manager should consult with their HR advisor for supports, tools or assistance. 
Privacy, confidentiality and control over the flow of information is very important in managing the transition process. The employee should be reassured that the information they share will be treated confidentially and shared only as necessary. The employee has probably taken great care to safeguard their status and wants to be sure this information will be disclosed at an appropriate time and in a respectful manner. 
After the employee has approached management, the manager can open the door to communication by suggesting and arranging a follow-up confidential meeting with the employee (and bargaining unit representative, if applicable) as soon as possible, to lay the foundations for a workplace transition plan and address various factors in the workplace (e.g. informing co-workers, name changes, etc.). They may also show support by sending a confidential letter to the employee (see sample in Appendix B). 
Throughout the process, the manager should demonstrate support for the employee’s smooth transition at work, offer assistance, listen to the employee’s concerns and commit to working together to facilitate the workplace transition. It is often with great anxiety that the individual has come to this point, so this assurance is important.
A manager who is knowledgeable about trans issues will greatly assist the transitioning employee. However, if they have little or no trans awareness, they should consider educating themselves first. To build trust and be proactive, managers can take training offered by the OPS Pride Network to become a Positive Space Champion. Managers can also refer to Appendices F and G for further learning resources and tips on language use.
[bookmark: _Toc424652852]

[bookmark: _Toc482697915]Step 2: Develop a workplace transition plan
Once the employee has made contact with their manager, the next goal is to develop a plan detailing how the transition will unfold in the workplace and how potential issues in the workplace will be handled. 
The manager should reassure the transitioning employee that they will be integrated and have full participation into planning each step of their transition at work. The transition plan must use an individualized approach that recognizes the unique identity of each person, without relying on preconceived notions, assumptions or stereotypes.
[bookmark: _Toc482697916]Transition support team
An early step in the transition plan is to establish a transition support team and a main point of contact.
In assembling the transition support team, the trans employee and their manager should ensure they each have appropriate levels of technical expertise and emotional support. The confidentiality and privacy requirements should be communicated to each member of the team from the outset (see section 7.2.2 below). Depending on individual circumstances, members of the transition support team could include the bargaining unit representative (if applicable), a personal support person (if applicable), the HR advisor, the Chief OPS Positive Space Champion, a WDHP advisor, an employee relations advisor or a disability accommodation specialist (only if employment accommodation for medical reasons is needed). Everyone should work together cooperatively and respectfully to explore and implement appropriate solutions. 
The main point of contact is responsible for managing the transition from the employer’s perspective. Typically, the main point of contact would be the manager to whom the trans employee reports. 
In follow-up meetings, the manager, employee and agreed-upon transition support team members can address the key workplace considerations listed below, agree on roles and responsibilities, as well as timelines. These discussions will form the workplace transition and/or accommodation plan. 
A transition plan template is included in Appendix C and it can be customized to suit individual circumstances.
[bookmark: _Toc482697917][bookmark: _Toc424545337][bookmark: _Toc424545335]Confidentiality and privacy
The manager should request only information that is necessary to clarify the nature and extent of any accommodation needed for the purposes of the workplace transition. They should also make sure that information related to the employee’s gender transition is retained in a secure location (e.g. locked cabinet or an electronic drive that has restricted access) and shared only with people who need the information for their role in implementing the transition. Emails and meeting invitations related to a transition should be marked “private” to ensure that support staff who have access to managers’ mailboxes cannot access confidential communications.
Information related to a person’s trans history is considered personal information under the Freedom of Information and Protection of Privacy Act, 1990. Managers should ensure that staff who have access to this information on a need-to-know basis are aware of privacy protection requirements and that they have completed the appropriate training. In the ministry, Privacy and You is a mandatory training module for all employees. 
From a records management perspective, records related to an individual’s gender transition at work are considered HR records and should be managed in accordance with the applicable records schedule.
In cases where employment accommodation for medical reasons applies, medical information is considered personal health information under the Personal Health Information Protection Act, 2004. Managers should adhere to the mandatory privacy and record management requirements set out under the OPS Disability Accommodation Policy and Health Information Program (HIP). 
The trans employee has the right to control all aspects of their personal information, including what information is shared. The manner in which co-workers and stakeholders are informed about the employee’s transition and the timing of this disclosure are critical in helping to make the transition as smooth as possible. Individuals differ in how public they want to be as they transition. Some prefer that very few people know they are about to transition and hope that after the transition they can quietly blend in as members of their self-identified gender. Others are committed to educating the public about transitioning and are eager to answer questions. Work situations vary, too. The type of workforce, the nature of work being done, the amount of interaction the individual employee has with co-workers, clients or stakeholders and the surrounding culture all impact how the gender transition should be communicated in the workplace. 
For all these reasons, there is no single formula for managing transitions in the workplace. It is important that the manager work closely with the employee to ensure respect for their privacy and their preference on the amount, timing and manner in which the information is shared with others. 
[bookmark: _Toc482697918]Trans employee’s integration and full participation 
Each person’s needs are unique and must be considered during the transition process. The manager should reassure the trans employee that they will have input into planning the steps of their transition at work, to the greatest extent possible. 
The employee should always have the main voice in the timing of their transition to their self-identified gender role, as well as any workplace communication about their transition in the workplace.
Managers should be open-minded and discuss the transitioning individual’s needs or concerns and ask their opinion on matters that impact them. 
[bookmark: _Toc482697919]Support
Employees who have decided to transition may be under various levels of stress. It is important that the manager provide information on the Employee Assistance Program for the employee to seek one-on-one counselling during the transition process, if they so wish.
[bookmark: _Toc482697920]Timing
Usually the employee will have a date or timeframe in mind for presenting themselves in their self-identified gender. The employee may also have an idea about when they may need to take some time off for medical reasons, if at all. These dates can change, depending on the person’s readiness at each stage. 
The HR advisor can provide advice on the applicable types of leaves that may be required under the collective agreements or OPS policies and guidelines (e.g. special compassionate leave, employment accommodation for medical reasons, etc.).
Again, the employee should always have the main voice in the timing of their transition to their self-identified gender identity.
[bookmark: _Toc482697921]Name and pronoun changes 
[bookmark: _Toc424545338]Trans employees have a right to be referred to by their self-identified name and/or pronoun (e.g., he, she, ze, etc.) or form of address (e.g. Miss, Ms., Mrs., Mr., Mx[footnoteRef:32], etc.) verbally and in written documents, such as emails or correspondence.  [32:  The gender-neutral honorific Mx (pronounced "Mix" or "Mux") can be used in place of gendered honorifics (such as Mr, Ms, Mrs and Miss). In 2015 “Mx” was added to the Oxford English Dictionary, where it is defined as “a title used before a person's surname or full name by those who wish to avoid specifying their gender or by those who prefer not to identify themselves as male or female.” Adoption of the Mx honorific has been relatively rapid in the UK. Mx is used broadly across institutions, including the Royal Mail, government agencies responsible for documents such as passports and drivers' licenses, and several other major banks.] 

Trans employees should not be required to provide proof of completing a legal name change before this happens. Legal name changes can be complicated and can sometimes take months or even years, depending on the circumstances.
[bookmark: _Toc482697922]Identification documentation and records
Begin by listing all administrative records/documentation that have to be updated to reflect the employee’s self-identified name and/or pronoun (e.g. email, INFO-GO, phone display, corporate cards, photo ID card, name plate, name tag on uniform, business cards, internal phone lists or directories, org charts, training records, etc.) 
A number of administrative records can be changed at work without proof of legal name change. The manager should update the trans employee’s self-identified name and/or pronoun on most documentation [e.g. email, INFO-GO, phone display, photo ID card, name plate, name tag on uniform, business cards, internal phone lists and directories, organizational charts and so on]. For advice regarding updates financial records (e.g. to the travel card), please contact the ministry’s Business and Financial Planning Branch. The timing of these administrative changes should coincide with the employee`s first day at work expressing their gender identity.
There are some key areas, where – due to factors outside a manager’s control – administrative records must match the employee’s legal name. These records are: payroll and benefits (WIN), purchasing card (P-card), pension and other insurance documents. Upon the trans employee’s legal change of name, the manager can submit a WIN Employee Contact Data form to Ontario Shared Services (OSS) to change information in WIN. Supporting documents will be required by OSS, such as an updated SIN (letter) and additional forms will require completion (i.e. pension). Internal systems, insurance carriers and the pension administrators’ systems will then be updated. Purchasing card (P-card) information is linked to WIN and name and gender marker information can only be changed on a P-card after the employee’s WIN information is updated. Some of the relevant OPS forms needed are listed in Appendix F.
[bookmark: _Toc482697923]Dress code
According to the OHRC, dress code policies should be flexible and inclusive of everyone and should not prevent trans or gender non-conforming people from dressing according to their expressed gender.[footnoteRef:33] [33:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

A trans employee should be able to wear a work uniform that corresponds with their gender identity. In workplaces where uniforms are not required, trans employees should be able to wear business attire that corresponds with their gender identity. 
[bookmark: _Toc424545336]A manager has a right to require all employees to wear work-appropriate clothing. Assessment of safety risk should be based on evidence and not speculation or stereotypes.
[bookmark: _Toc482697924]Affected job duties
In most work situations, job duties will not be affected by an employee’s gender transition.
In a Correctional Services setting, the transition support team should discuss how to handle situations where the gender of a correctional officer may be a factor, such as during inmate strip-search situations, interacting with inmates with particular religious beliefs or shower supervision, etc.. The overarching principle is that the employee should be carrying out all duties in accordance with their lived gender identity. 
According to the OHRC, accommodation options should consider both their safety as well as the safety of all inmates/offenders.[footnoteRef:34] Assessment of safety risk should be done in conjunction with HR experts and be based on evidence, not speculation or stereotypes. [34:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

[bookmark: _Toc482697925]Washroom, dormitory, changing room and locker access
According to the OHRC, trans people have a right to access washrooms, change rooms, dormitories, locker and other gender-specific services and facilities based on their lived gender identity.[footnoteRef:35] [35:  Ibid.] 

Managers should communicate this right to co-workers (at an agreed upon time) and ensure that a trans person will not be pressured or required to use a separate facility because of the preferences or negative attitudes of others.[footnoteRef:36]  [36:  Ibid.] 

Having accessible, gender-neutral washrooms and privacy options in change rooms and dormitories is good universal design that offers greater options to anyone who wishes to use them. Newer facilities already incorporate such universal design options. However, older facilities may not have these options available.
A trans employee may request access to a private washroom/changing space and such requests need to be accommodated short of undue hardship. 
It is important to recognize that there may be some strong emotional responses from co-workers sharing such facilities. This can often be a difficult topic that can be addressed through trans awareness training in the workplace. 
Co-workers who still have personal concerns about sharing a washroom, change room or other facilities with a trans employee should be invited to have a discussion with their manager. For more information on how to handle objections, please refer to the section entitled “Addressing concerns of co-workers and clients/stakeholders” in section 7.4.1.
[bookmark: _Toc424545339][bookmark: _Toc482697926]Employment accommodation for medical reasons
Each trans person defines their own gender transition goals and may or may not require employment accommodation for medical reasons. 
Where accommodation for medical reasons applies, managers must provide sufficient flexibility to meet the individual’s needs for sick time, in accordance with the applicable collective agreements and OPS Disability Accommodation Policy. For further guidance on these issues, managers should work with their disability accommodation specialist, HR advisor or bargaining unit representative, if applicable.
[bookmark: _Toc482697927]Benefits
To confirm specific health benefits entitlements under the collective agreements or relevant policy, the trans employee can refer to the HR Services Benefits Portal, speak with their HR Advisor, the OSS Contact Centre or bargaining unit representative, if applicable. 
[bookmark: _Toc482697928]Informing co-workers
The trans employee should have the main voice in the amount, timing and manner in which co-workers are informed about their gender transition. Factors to consider and plan for include:
Format
Based on past practice, a group meeting may work best to inform co-workers and answer questions. Another option is to hold individual one-on-one meetings or inform co-workers in writing. The trans employee should have the main voice in determining the manner in which co-workers are informed about their gender transition.
Advance notice(s) 
If the employee would like to hold personal confidential discussions with close co-workers in advance, this should be arranged as part of the plan. Planning could include situations where a trans employee wishes to make personal announcements on social media, such as Facebook, especially when co-workers can see such announcements.
Timing 
Recognizing that each situation will vary, co-workers could be informed a week or two before the trans individual begins presenting themselves in their self-identified gender. If the employee is planning a leave in relation to their transition, they may wish that co-workers be informed just prior to their leave. This approach can give co-workers some time to adapt before the employee’s first day at work presenting in their self-identified gender identity.
Participants
While not everyone in the workplace needs to be informed, co-workers, managers and other employees with close contact should be included. 
If the trans employee wishes to inform co-workers through a group meeting, the employee may choose to be present at the beginning of the meeting and may wish to speak either personally or in the form of a letter that they can read out loud or hand out. A sample letter is available in Appendix D. The trans employee may choose not to be present for some parts of the meeting, so that other employees can feel comfortable asking questions or raising concerns. However, they may alternatively wish to be present to participate in the discussion. Alternatively, some trans employees may not necessarily want to be present at such a meeting at all.
Training
The transition team should evaluate what training has happened to date and whether a refresher or further training is needed. 
Typically, a best practice is to include a trans awareness training session to help co-workers better understand the issues at hand. A further consideration is whether the training should happen in advance, at the same time or after informing co-workers.
It is strongly recommended that the manager work closely with an expert on trans issues (such as the OPS Chief Positive Space Champion or outside vendors such as The 519, It’s OK2BME or TG Innerselves). If retaining external consultants, the manager should contact their procurement advisor and follow the appropriate procurement rules.
People’s lives involve multiple interrelated identities (e.g. race, ancestry, class, etc.) and marginalization and exclusion based on Code grounds may exist because of how these identities intersect. Trans people can also be vulnerable because of their identification with other Code grounds, such as race, family status, sex or disability. Particular stereotypes develop around intersecting identities that can put trans people at significant disadvantage. 
To address these risk factors, the transition team should consider whether intersectional factors need to be addressed (e.g. race, ancestry, disability, etc.). Managers should determine whether their staff have cultural competency skills and possess the ability to interact comfortably with people of diverse cultural backgrounds and identities and take corrective action through additional training, if necessary. 
Key messages and communication materials
The transition support team should prepare speaking notes and other communications products (such as Q&As), ensuring they meet the employee’s preference for the amount and manner in which the information is shared.  To protect privacy and confidentiality, review the considerations outlined in section 7.2.2. earlier.
The key messaging from management should stress to all employees the need for respectful communication about the trans employee. The manager should reinforce the OPS commitment to inclusion and human rights and the need to be supportive of the employee. 
Managers should stress that trans people have the right to live in their self-identified gender without discrimination, to be recognized and to use facilities based on their lived gender and to be accommodated in the workplace. 
If answering ad-hoc questions, managers should be cautious and not divulge personal information. Stick to the prepared speaking notes and Q&As. If unable to answer questions, managers can say “we will get back to you.”
If some co-workers express discomfort, managers can reiterate the trans employee’s rights and the values that we uphold in the OPS. Objecting employees can be encouraged to examine their feelings privately and reach out to the Employee Assistance Program if they wish. At the same time, they should be encouraged to behave professionally and treat everyone with dignity and respect.


Senior management support
Another factor to consider is whether senior management will write a supportive letter and/or attend a group meeting to express support. Based on past practice, trans employees, managers and co-workers have found senior management support helpful. A letter of support for the transitioning individual, as well as restating the commitment to inclusion and human rights will help lower the stress on the employee transitioning and avoid potential backlash from fellow employees. A sample executive letter of support is available in Appendix E.
[bookmark: _Toc482697929]Informing stakeholders
Begin by listing all possible stakeholders (i.e. individuals inside and outside the organization with whom the trans employee interacts on an irregular basis) and determine which stakeholders need to be informed. The employee and manager should agree on a long-term strategy about how to inform stakeholders (who should inform which individuals, whether the information will be shared verbally or in writing and ways to keep the employee aware of who in the organization has been informed). A best practice is to do this verbally, because electronic material could be forwarded indiscriminately.
Communicating with stakeholders may require difficult conversations, so the transition support team should discuss and agree on how certain situations should be handled in advance, as well as craft a script that can be used for these conversations.
[bookmark: _Toc482697930]Informing correctional client/inmate populations 
For trans employees who work in a correctional setting, the transition plan should include an agreed upon way in which inmates or clients, with whom the trans employee interacts with on a daily basis, should be informed. 
As with stakeholders, begin by listing all those who need to know about the transition. The employee and manager should agree on a long-term strategy about how to inform inmates or clients (who should inform which individuals and ways to keep the employee appraised of those inmates or clients who have been informed).
Based on best practice, organizing a trans awareness training session for inmates might also be helpful. An expert on trans issues (such as the OPS Chief Positive Space Champion or outside vendors such as The 519 or It’s OK2BME) should be retained to deliver the training session. If retaining an external consultant, the manager should contact their procurement advisor and follow the appropriate OPS procurement rules.
[bookmark: _Toc482697931]Websites/corporate communications considerations
The transition support team should consider how to handle existing information in corporate communications products (e.g. stories on the intranet, internal newsletters) that identify the employee by their previous name, birth-assigned gender and/or pre-transition picture. A quick keyword search on the intranet using the previous name will identify documents for practical consideration. 
After co-workers are informed, the trans employee can request, through their manager, to remove existing pictures and other identifying personal information pre-dating the transition. The employee’s manager can contact the Corporate and Internal Communications Unit manager to discuss the employee’s request. The trans employee, their manager and Communications manager can identify what changes, if any, can be made to existing communications products. Based on the outcome of these discussions, the Communications Branch can proceed to make the changes agreed on. It should be noted that depending on the form of communications, changes may not always be possible. For instance, it may not be feasible to recall a printed newsletter distributed throughout the province. Each situation will be different and should be addressed based on its specific details.
On a going forward basis and consistent with the approach described so far, the employee should be identified in future corporate communications by their self-identified gender identity (name and pronoun). Pictures pre-dating the transition should not be used in future corporate communications (e.g. reports, newsletters, posters), without the trans employee’s written consent. An individual’s trans-history is considered personal information[footnoteRef:37] under FIPPA and privacy must be protected accordingly. [37:  Under section 2 of the Freedom of Information and Protection of Privacy Act.] 

[bookmark: _Toc482697932]The employee’s first day expressing their gender identity
The transition support team should also plan for the trans employee’s first day at work, when they will be expressing their gender identity. The main goal for the day is to ensure that the trans employee feels respected and included in the workplace. 
Being accompanied on arrival by a trusted co-worker or the manager may make things easier for the trans employee. 
In situations where the employee is changing their name, having most record changes completed to reflect the self-identified name and/or pronoun will help affirm the employee`s gender identity (e .g. name tag, name plate, identity card, email address, INFO-GO, etc.). 
Another best practice is to organize a social session in the workplace (e.g. coffee/tea) to provide an opportunity for co-workers to welcome the trans employee and express their support.
[bookmark: _Toc482697933]Step 3: Implement workplace transition plan
Once a workplace transition plan is in place, the manager should implement it in cooperation with the employee and other key players identified. 
During implementation, the manager should tactfully and effectively address co-worker cooperation.
If any changes occur, the employee should report the new circumstances immediately to the manager. Together, with the bargaining unit representative (if applicable), they should alter the workplace transition plan accordingly.
[bookmark: _Toc482697934]Step 4: Monitor and evaluate
At this stage, the transition team should review progress/results, barriers and solutions to determine whether the plan is working as intended.
[bookmark: _Toc482697935]Addressing concerns of co-workers and clients/stakeholders
Co-workers may sometimes feel resentful of the trans employee. They may believe that the trans employee is being given special privileges, is being allowed to “get away” with things they could not, or is being given more attention and consideration than they are. 
Should anyone raise concerns, managers can explain that:
· While employees are entitled to their beliefs, they are required to treat the transitioning employee with respect. 
· Everyone is expected to conduct themselves in accordance with OPS values and comply with the Code and the Respectful Workplace Policy. 
· Everyone is protected by the same laws and policies that protect the trans employee. 
· Employees are expected to work cooperatively with their colleagues regardless of their gender identity or gender expression.
· Anyone can contact the Employee Assistance Program if they wish.

[bookmark: _Toc482697936]Harassment and discrimination
Under the Code and the Respectful Workplace Policy, the OPS has a duty to maintain an environment free from harassment and discrimination, to be aware if a poisoned environment exists and to take steps to respond and eliminate any Respectful Workplace Policy and/or Code violations.
Harassment is defined in the OPS Respectful Workplace Policy as “engaging in a course of vexatious comment or conduct against an employee or other worker in the workplace that is known or ought reasonably to be known to be unwelcome or, workplace sexual harassment (defined below).” 
Discrimination is defined in the OPS Respectful Workplace Policy as “any practice or behaviour, whether intentional or not, which has a negative impact on an individual or group based on one or more of the prohibited grounds of discrimination in employment under the Code, except where the conduct is permitted under the Code.”
A poisoned work environment is defined in the OPS Respectful Workplace Policy as a “negative, hostile or unpleasant workplace due to harassing or discriminatory comments or conduct as defined in this policy. A poisoned work environment may result from a serious and single event, remark or action”
While harassment generally involves a series of incidents, in some cases, one incident could be severe or serious enough to constitute a breach of the Respectful Workplace Policy and/or the Code. Failing to address discrimination and harassment may in itself cause a poisoned work environment and could be deemed a further violation of the Respectful Workplace Policy and the Code. 
A poisoned work environment can happen because of comments or actions of any person, regardless of their position of authority or status. Whoever is involved, the person in charge has a duty to address it.
It is the responsibility of all employees to report alleged Respectful Workplace Policy violations they have witnessed or experienced to a management representative or WDHP advisor. Managers should contact their WDHP advisors for specific advice.
Monitor the workplace
The trans employee may be reluctant to report inappropriate behaviour because they could believe it might increase the harassment and might be afraid of reprisal. As such, managers should be proactive in monitoring behaviour toward the trans employee in the workplace and extensions of the workplace (e.g. online, off-site training course, travelling for business purposes). 
Managers should provide a way for the trans employee – or any employee – to report harassment confidentially and without fear of reprisal, in accordance with the Respectful Workplace Policy. 
Any harassment that is taking place should be dealt with immediately to send a clear message to all employees that the behaviour is unacceptable and will have consequences for the employees involved. 
Signs of harassment and discrimination
The OHRC has identified the following as possible signs of harassment and discrimination for trans individuals:[footnoteRef:38] [38:  Please note that these examples are not an exhaustive list. ] 

· derogatory language toward trans people or trans communities.
· insults, comments that ridicule, humiliate or demean people because of their gender identity or expression.
· refusing to refer to a person by their self-identified name and proper personal pronoun.
· jokes related to a person’s gender identity or expression including those circulated in writing or by email or social media.
· spreading rumours.
· intrusive comments, questions or insults about a person’s body, physical characteristics, gender-related medical procedures, clothing, mannerisms.
· other threats, unwelcome touching, violence and physical assault.[footnoteRef:39] [39:  OHRC, Policy on preventing discrimination because of gender identity and gender expression, 2014] 

Refusing to work with or interact with a trans employee in a professional capacity at work is another sign of harassment and discrimination that managers should watch for and address in a timely manner.
Examples of sexual harassment include:
· intrusive or offensive questions or comments about a trans person’s sexual characteristics, sexual identity, romantic relationships or sexual activity, or sexual orientation.
· jokes that objectify a trans or gender non-conforming person in a sexual way including those circulated by email, social media or otherwise on the Internet.
· displaying or circulating explicit images about trans people including through the internet.
· leering or inappropriate staring.
· other threats, unwelcome touching, violence and physical assault.[footnoteRef:40] [40:  Ibid.] 

Ongoing co-worker concerns
Co-workers who raise concerns about a trans employee should be coached to differentiate personal beliefs from appropriate workplace behaviours where necessary. Everyone is protected by the same laws and policies that protect the trans employee. All employees need to respect human rights and work cooperatively with co-workers of all gender identities. Failure to do so could result in disciplinary action, up to and including dismissal for cause. 
The manager should also provide the concerned co-worker with a copy of the Respectful Workplace Policy and contact information for the Employee Assistance Program (EAP). 
Managers can speak with their HR advisor, the bargaining agent if applicable, or EAP.
[bookmark: _Toc482697937]Continued privacy protection
An individual’s trans history is personal information[footnoteRef:41] and must not be shared without the employee’s explicit consent.  [41:  Under section 2 of the Freedom of Information and Protection of Privacy Act.] 

[bookmark: _Toc482697938]Ongoing responsibilities in the workplace
Changes in management 
If there is a change in management, the outgoing manager, employee, HR advisor and bargaining agent representative (if applicable) should discuss the need to brief the incoming manager and consider:
whether the incoming manager needs to know about the transition; 
the nature of the information to be shared (i.e. are there ongoing workplace issues that need to be monitored or addressed);
who will brief the incoming manager and when;
the custody transfer of the files related to the transition and the need for continued privacy protection.
Employment references
If the trans employee moves to a new job, they alone should decide whether to disclose any information about the gender transition to their new manager. 
Prior to providing the names of their references, the trans employee should contact all those providing references to discuss the name and pronoun to be used for the purposes of providing employment reference checks. The manager should not disclose the employee’s transition or trans history.
Employment security checks
If the trans employee does not wish to disclose any information about the gender transition to a hiring or new manager and requires a security check for a new or existing job, the employee should take some time to understand how security checks work and what steps they need to take to safeguard the confidentiality of their transition information. A good starting point is to review the OPS Employment Screening Checks Policy and related brochures listed in Appendix F. 
Gender transition history might require disclosure (such as birth-assigned gender, date of transition, date of transition and previous name) to HR practitioners in the Transition and Security Office (TSO), HR Service Delivery Division, Ministry of Government and Consumer Services. The information will depend on the type of employment security screening check required under the OPS Employment Screening Checks Policy: whether it is a general screening check or an enhanced screening check. 
All personal information collected as part of the employment security screening check process will be maintained in confidence by the TSO and will only be used for the purpose of assigning an employment screening clearance. The TSO will only communicate an employee’s employment screening clearance decision to the manager or ministry representative and will not provide any information obtained as part of the employment security screening check process. Transition-related information, if collected, will not be shared with the trans employee’s manager.
To discuss specific concerns, trans employees can contact the Transition and Security Branch directly at Askemploymentscreening@ontario.ca.


[bookmark: _Toc482697939]Case studies

[bookmark: _Toc482697940]Employee experiences of transitioning at work
The story below is reprinted here with the express permission of the employee who transitioned in Ontario’s Correctional Services. The story first appeared in the Correctional Services Special Pride Edition, August 2014.
My journey to where – and who – I am today has, just like for everyone else, been lifelong. We are who we are, and for me, I reached a point where I could no longer hide who I needed to be. It was time to express my true gender identity and be true to myself, my family and everyone around me.
I was so afraid that I would lose everything. At home, I was looking at a marriage breakdown and my family alienating me. The likelihood of my friends standing by me seemed non-existent. At work, I had seen how transgender inmates were mistreated by general population inmates.
After two suicide attempts, I finally mustered up the courage to tell my employer that I was diagnosed with a Gender Identity Disorder. Together, we developed and implemented an action plan for my transition from male to female in the workplace.
I was invited to a Halloween party by one of my colleagues from work. We decided “Andréa” would make her introductions and plant the seed for my future transition. I dressed in the appropriate attire, including leather skirt, satin blouse, nylons and heels under my ladies’ overcoat.
I had my wig, make-up and nails done to perfection, and feminine jewellery. I was a hit with the ladies; the men, however, were reluctant to approach me. By the end of the evening, I was voted “best dressed” female and male in costume.
One of the females commented on my dancing ability in four-inch heels. She then said, “This can’t be your first time doing this.” By Monday morning, the rumour at work was going around that I had come out as gay. Even though I was not gay, it got people talking about me and how I passed as a female.
My employer and I sent out letters to staff informing them of my need to change genders. My letter asked for support and understanding and the employer’s letter reminded staff of the OPS Respectful Workplace Policy. I was surprised at how many of my colleagues approached me to give me support, commending me for being a “trail blazer.” My employer reassured me that help and support were there for me and that they wanted my transition to be successful. I was their first for Corrections.
Don’t get the wrong impression that it was all easy for me. I continued to have significant issues with some staff and inmates. My biggest problem was that officers were not enforcing proper inmate behaviour in my presence. Inmates would verbally assault me when I entered units. Officers often would claim they didn’t hear the comments. I felt like quitting on many occasions.
I have great admiration for Steve Small, Assistant Deputy Minister of Institutional Services; he was instrumental in resolving problems. Through negotiation, it was decided that my role as a correctional officer would come to an end and I became an operational manager. The organization and its leadership recognized the need to give me the power to help change the culture and behaviours of staff and inmates toward transgender people.
Since then, more officers have declared themselves as transgender. I have been involved in many committees to bring forward the challenges that trans people face in our workplace, including transgender inmates. I know that much work is underway to continue to improve things for staff and offenders, including specific policy change. I am proud to be an active member of Pride in Corrections, Serving with Pride, the OPS Pride Network and Speakers’ Bureau.
I am grateful to those who supported me on this difficult journey and grateful to be part of an organization where positive space continues to increase and where everyone is protected and supported in bringing their whole selves to work. 
Andréa Roussel
Sergeant, Ontario Correctional Services/
Pride in Corrections Steering Committee Member


The employee is identified in the narrative below with their express consent.
When my notice went out some people came up to me privately and congratulated me on my courage and bravery. I then informed them if they ever wanted to talk about it or ask questions I would do the best I could. Gradually I have been more open about my process as people are asking how I am doing as they see the physical changes taking place.
Once people have been advised of the transitioning employee, it is their responsibility to make every effort to use the proper pronouns and name change. For the employee who forgets or makes a mistake, it’s the intent that matters. The transitioning individual can tell if the intent was malicious or not and if people are making an effort.
What will also impact the transitioning employee is how often they interact with their peers in a certain area. For example, there are fellow employees I see daily. Then there are those I see periodically and it could be months before I see them again. Using proper pronouns can have a huge impact on the transitioning person’s mental health. The sooner people make the effort to use the proper pronouns, the better adjusted the transitioning employee will be in the workforce
Joseph Hart-Day
Correctional Officer, Ontario Correctional Services


[bookmark: _Toc482697941]A manager’s experience of supporting a transitioning employee
The anonymized narrative below is included here with the express consent of the employee and their manager.
As context, we had had a fairly long history with this staff person. We had hired her out of school. She had stayed with us for a year and been very productive before going back for additional graduate degrees. As you can imagine, we were pleased to hire her again about seven years later. Over that time, her presentation of herself had begun to progress and change but it was about a year before she felt comfortable disclosing her gender identity to me and three years before she was ready to transition at work. I think this reflects the amount of stress and worry that the transition process represented for her. 
Both my ADM and I each separately had an idea of what was going on with this person upon seeing the changes in her over the years she was away and so we had time to educate ourselves. Though we didn't discuss it, I know that we both did some reading about transgender issues. There are certainly lots of materials these days for folks who want to sensitize themselves (movies, books, etc.) As a member of the queer community, I have had friends and acquaintances at various stages of transition for several years. When we moved floors, my boss made sure that we had an accessible washroom. 
After about a year, the staff person initiated a dialogue with me, and I expressed my support and my enthusiasm for her transition but also, I hope, expressing some compassion on how stressful the process could be for her. I asked her to let me know when she would like to make changes at work. I noted that likely I would make mistakes in terminology or otherwise and asked for her patience with me and for her to feel free to correct me, if she felt comfortable with that. I let her know that we would certainly be flexible if she needed time off for any reason. 
Many months later, she expressed an interest in transitioning at work; I asked her if I could research best practices and find some material that we could read together. The Internet really did have lots of great material. I also talked to HR, EAP and folks at the Diversity Office. Between my staff person and I, we agreed on a roll out for the transition. Then we waited for the staff person to give us the green light. 
We started with a letter for staff from the ADM noting the courage of the staff person and confidence in staff’s sensitivity and compassion. We also hired a training consultant. It was important that we chose someone that my staff person felt comfortable with - in terms representing the transition and what it might look like. While my staff person took a day off, the consultant led a session for about 35 co-workers. She had been through a transition herself, on a trading floor at a bank and based her session on providing information but also telling her story and answering questions. I think her personal story and frankness gave folks a window into the inner struggle, but also all the potential consequences of transition including potential economic ones. Staff were very receptive. I am sure they were nervous about saying the wrong thing. I think they were very interested in gaining a perspective on transgender issues and transition. 
As far as I know, I am the only one who ever used the wrong pronoun. I made a face at myself and apologized right away. What else are you going to do?!
When my staff person returned, we had changed the name on her door and on her email, etc., and I had some pastries in the boardroom so that folks could welcome her back and express their support. I also wrote to key contacts in other ministries, noting the transition and expressing our support for the transition. 
Generally, things went well. My staff person had her transition on the timeframe and in the manner that she wanted. She has become quite a bit more outgoing - participating in the OPS Pride Network, volunteering for office initiatives, more confident in her interactions. Her work continues to be dazzling. We not only retained an excellent employee, we got a more confident and engaged one.
For me - I am sure supporting my employee was about the best thing I have ever done at work. I will always be grateful for had the opportunity to support my staff person. My employee nominated me for various workplace awards for diversity. 
I am proud of my staff and my work environment. The OPS is changing so dramatically around diversity issues.  Now, managers can expect to talk about supporting diverse staff and clients in virtually every job interview at the SMG level. We can build teams with an emphasis on diverse skillsets, which celebrate and have compassion for differences.  It is amazing. 
OPS Manager


[bookmark: _Toc482697942]Tips
[bookmark: _Toc482697943]
Manager tips
In addition to the obligations that managers have under the applicable legislation, collective agreements and OPS policies, here are some additional tips: 
1. Proactively prepare the workplace environment and culture to ensure it is welcoming, respectful and inclusive of trans and gender non-conforming employees, even in the absence of a workplace gender transition. This can be achieved by:
· Displaying trans-inclusive or LGBTQ posters, marking days of significance and using inclusive language. See Appendix F for resources and Appendix G for tips on language use.
· Taking Positive Space training and becoming a Positive Space Champion.
· Learning about trans issues on an ongoing basis (see Appendix F: Resources).
2. Respect an individual’s gender identity and gender expression by using the proper pronouns and name.
3. Consider requests for accommodation in good faith and provide accommodation up to the point of undue hardship. 
4. Ensure that accommodation promotes the employee’s full participation in the workplace, as well as their independence, self-esteem and reputation. 
5. Act in a timely way and take an active role in looking for solutions.
6. Make reasonable requests for only that information necessary to clarify the nature and extent of the accommodation needed for the situation. It is never appropriate to ask for specifics about medical diagnosis or procedures.
7. Protect the privacy of information related to someone’s gender transition and trans-history (e.g. obtain the employee’s explicit consent to obtain, use and share their information, retain the information securely and ensure its secure destruction, in accordance with the applicable records retention schedule).
8. Monitor behaviours in the workplace and address incidents of harassment or discrimination in the workplace. 

[bookmark: _Toc482697944]Trans employee tips 
In addition to the obligations that employees have under the applicable legislation, collective agreements and OPS policies, here are some additional tips to facilitate a smooth transition: 
1. Inform your manager about Code-related needs that require accommodation.
2. Determine at what stage to include the bargaining unit representative in the transition and/or accommodation process (if applicable).
3. Cooperate with requests for information about your employment needs, including information about restrictions and limitations in the workplace. In order to support an employment accommodation, management will require clear and sufficient information.
4. Collaborate with the manager in developing an individualized transition plan and cooperate in the accommodation process to the best of your ability.
5. Meet any agreed-upon standards once accommodation has been provided.
6. Adhere to the transition plan, monitor how well it is working and advise the manager immediately about any difficulties encountered.
7. Advise the manager promptly of any changes that may require altering the transition plan and/or accommodation.
8. Inform the manager of incidents of harassment or discrimination in the workplace.


[bookmark: _Toc482697945]Co-worker tips
In addition to the obligations that employees have under the applicable legislation, collective agreements and OPS policies, here are some additional tips for co-workers: 
1. Create a welcoming, respectful and inclusive work environment for trans and gender non-conforming co-workers (e.g. display trans-inclusive posters in your work space, participate in marking days of significance, use gender-neutral language). See Appendix F for resources and Appendix G for tips on language use.
2. Respect an individual’s gender identity and gender expression by using the proper pronouns and name. 
3. Recognize the right of trans co-workers to use the washrooms and change rooms based on their gender identity.
4. Learn about trans issues on an ongoing basis (see Appendix F: Resources).
5. Show your support by taking Positive Space training and becoming a Positive Space Champion.
6. Participate in trans awareness training provided in the workplace.
7. Protect the trans co-worker’s right to privacy.
8. Inform your manager of incidents of harassment or discrimination in the workplace.
9. Contact the Employee Assistance Program for additional support.
10. 

[bookmark: _Toc482697946]Appendix A: Glossary
Note: The terms in this glossary[footnoteRef:42] are reproduced from the OHRC’s “Policy on preventing discrimination because of gender identity and gender expression” and are for the purposes of this document only. [42:  The two exceptions are the definitions of harassment, sexual harassment and discrimination, which are reproduced from the OPS Respectful Workplace Policy. ] 

Sex: the classification of people as male, female or intersex. Sex is usually assigned at birth and is based on an assessment of a person’s reproductive systems, hormones, chromosomes and other physical characteristics.
Sex and gender: whereas “sex” is a person’s physical characteristics, “gender” is about what it means to be a man or woman in society. It is the expectations and stereotypes about behaviours, actions and roles linked to being a “man” or “woman.” Social norms related to gender can vary depending on the culture and can change over time.
Gender binary: a social system whereby people are thought to have either one of two genders: man or woman. These genders are expected to correspond to birth sex: male or female. In the gender binary system, there is no room for interpretations, for living between genders, or for crossing the binary. The gender binary system is rigid and restrictive for many people who feel that their natal sex (sex they were labelled with at birth) does not match up with their gender or that their gender is fluid and not fixed.
Gender norms: the gender binary influences what society considers “normal” or acceptable behaviour, dress, appearances and roles for women and men. Gender norms are a prevailing force in everyday lives. Strength, action and dominance are stereotypically seen as “masculine” traits, while vulnerability, passivity and receptiveness are stereotypically seen as “feminine” traits. A woman expressing masculine traits may be stereotyped as overly “aggressive,” while a man expressing “feminine” traits may be labeled as “weak.” Gender norms can contribute to power imbalances and gender inequality in the home, at work and in communities.
Gender identity: each person’s internal and individual experience of gender. It is a person’s sense of being a woman, a man, both, neither, or anywhere along the gender spectrum. A person’s gender identity may be the same as or different from their birth-assigned sex.
For most people, their sex and gender identity align. For some, it does not. A person may be born male but identify as a woman, or born female but identify as a man. Other people may identify outside the categories of woman/man, or may see their gender identity as fluid and moving between different genders at different times in their life.
Gender expression: how a person publicly presents or expresses their gender. This can include behaviour and outward appearance such as dress, hair, make-up, body language and voice. A person’s chosen name and pronoun are also common ways people express their gender. Others perceive a person’s gender through these attributes.
All people, regardless of their gender identity, have a gender expression and they may express it in any number of ways. For trans people, their chosen name, pronoun and apparel are common ways they express their gender. People who are trans may also take medically supportive steps to align their body with their gender identity.
Trans or transgender: an umbrella term that describes people with diverse gender identities and gender expressions that do not conform to stereotypical ideas about what it means to be a girl/woman or boy/man in society. “Trans” can mean transcending beyond, existing between, or crossing over the gender spectrum. It includes but is not limited to people who identify as transgender, transsexual or gender non-conforming (gender variant or gender queer).
“Trans” includes people whose gender identity is different from the gender associated with their birth-assigned sex. Trans people may or may not undergo medically supportive treatments, such as hormone therapy and a range of surgical procedures, to align their bodies with their internally felt gender identity.
People who have transitioned from one gender to another may simply identify as female or male. Others may also identify as trans, as a trans woman or a trans man. Some people may identify as trans and not use the labels “female” or “male.” Others may identify as existing between male and female or in different ways beyond the binary of male/female.
Trans people may identify their gender in many ways. There is no single or universal experience of what it means to be trans. As a result, different trans people face distinct forms of discrimination in society and this may relate to whether they identify as male, female, a person with a trans history, a person in the process of transitioning, a trans man, trans woman, transsexual, or gender non-conforming. 
Gender non-conforming/gender variant/gender queer: individuals who do not follow gender stereotypes based on the sex they were assigned at birth. They may identify and express themselves as “feminine men” or “masculine women” or as androgynous, outside of the categories “boy/man” and “girl/woman.” People who are gender non-conforming may or may not identify as trans. 
Trans man and trans woman: A person whose sex assigned at birth is “female” and identifies as a man may also identify as a trans man (female-to-male FTM). A person whose sex assigned at birth is “male” and identifies as a woman may also identify as a trans woman (male-to-female MTF). 
Transsexual: a person whose gender identity differs from their sex assigned at birth. They may or may not undergo medically supportive treatments to align their bodies with their gender identity, such as hormone therapy, sex reassignment surgery or other procedures. They may also undertake other changes to align their external attributes and appearance with their gender identity. 
Transitioning: refers to a host of activities that some trans people may pursue to affirm their gender identity. This may include changes to their name, sex designation, dress, the use of specific pronouns and possibly medically supportive treatments such as hormone therapy, sex-reassignment surgery or other procedures. There is no checklist or average time for a transition process, and no universal goal or endpoint. Each person decides what meets their needs. 
Intersex: a term used to describe a person born with reproductive systems, chromosomes and/or hormones that are not easily characterized as male or female. This might include a woman with XY chromosomes or a man with ovaries instead of testes. Intersex characteristics occur in one out of every 1,500 births. Typically intersex people are assigned one sex, male or female, at birth. Some intersex people identify with their assigned sex, while others do not. Some choose to identify as intersex. Intersex people do not typically identify as transgender or transsexual.
“Lived” gender identity: the gender a person internally feels (“gender identity” along the gender spectrum) and publicly expresses (“gender expression”) in their daily life including at work, while shopping or accessing other services, in their housing environment or in the broader community.
Sexual orientation and gender identity are different: sexual orientation describes human sexuality, from gay and lesbian to bisexual and heterosexual orientations. A person’s gender identity is fundamentally different from and not related to their sexual orientation. Because a person identifies as trans does not predict or reveal anything about their sexual orientation. A trans person may identify as gay, lesbian, queer, straight or bisexual, just as people who do not identify as trans.
Two-Spirit: a term used by Indigenous people to describe from a cultural perspective people who are gay, lesbian, bisexual, trans or intersex. It is used to capture a concept that exists in many different Indigenous cultures and languages. For some, the term Two-Spirit describes a societal and spiritual role that people played within traditional societies, such as: mediators, keepers of certain ceremonies, transcending accepted roles of men and women and filling a role as an established middle gender.
Cisgender and cisnormativity: most people are “cisgender” (not trans); that is, their gender identity is in line with or “matches” the sex they were assigned at birth. Cisnormativity (“cis” meaning “the same as”) refers to the commonplace assumption that all people are cisgender and that everyone accepts this as “the norm.” The term is used to describe prejudice against trans people that is less overt or direct and more widespread or systemic in society, organizations and institutions. This form of systemic prejudice may even be unintentional and unrecognized by the people or organizations responsible.
Transphobia: the aversion to, fear or hatred or intolerance of trans people and communities. Like other prejudices, it is based on stereotypes and misconceptions that are used to justify discrimination, harassment and violence toward trans people.
Discrimination is defined in the OPS Respectful Workplace Policy as “any practice or behaviour, whether intentional or not, which has a negative impact on an individual or group based on one or more of the prohibited grounds under the Human Rights Code, except where the conduct is permitted under the Human Rights Code. Discrimination may arise due to unequal treatment or from the same treatment which has an unequal effect on an individual or group protected from discrimination under the Human Rights Code.”
Gender discrimination happens when a person experiences negative treatment or impacts, intentional or not, because of their gender identity or gender expression. It can be direct and obvious or subtle and hidden, but harmful just the same. It can also happen on a bigger systemic level such as organizational rules or policies that look neutral but end up excluding trans people. Friends, family or others who face discrimination because of their association with a trans person are also protected.
Harassment is defined in the OPS Respectful Workplace Policy as “engaging in a course of vexatious comment or conduct against an employee or other worker in the workplace that is known or ought reasonably to be known to be unwelcome.” According to the OHRC, harassment is a form of discrimination. It can include sexually explicit or other inappropriate comments, questions, jokes, name-calling, images, email and social media, transphobic, homophobic or other bullying, sexual advances, touching and other unwelcome and ongoing behaviour that insults, demeans, harms or threatens a person in some way. Assault or other violent behaviour is also a criminal matter. Trans people and other persons can experience harassing behaviour because of their gender identity or expression (gender-based harassment) and/or their sex (sexual harassment).
Sexual harassment is defined in the OPS Respectful Workplace Policy as “engaging in a course of vexatious comment or conduct against an employee or other worker in the workplace because of sex, sexual orientation, gender identity or gender expression, where the course of comment or conduct is known or ought reasonably to be known to be unwelcome; or making a sexual solicitation or advance where the person making the solicitation or advance is in a position to confer, grant or deny a benefit or advancement to the employee or other worker and the person knows or ought reasonably to know that the solicitation or advance is unwelcome.” 

[bookmark: _Toc482697947]Appendix B: Sample letter from manager to trans employee 
This sample letter provides an outline of information that some managers may wish to communicate to an employee who has signalled their intent to transition gender in the workplace. A letter will not be necessary in all cases. The content should address the specific circumstances.
CONFIDENTIAL
Dear [employee name],
Thank you for sharing your personal plans to transition your gender in the workplace. Please know that you have my full support.
Our ministry is committed to a workplace that is free from harassment and discrimination. Under Ontario’s Human Rights Code and the OPS Respectful Workplace Policy, you are protected from harassment and discrimination because of your gender identity and gender expression. 
I will schedule confidential follow up meetings with you and your bargaining unit representative (if applicable) as soon as possible, to lay the foundation for a workplace transition plan. I look forward to your full participation on how to address various factors in the workplace, such as name changes, a communication plan and/or education sessions to sustain a climate of understanding and mutual respect in the workplace. 
Please do not hesitate to contact me if any workplace concerns surface.
Sincerely,
[Manager name]


[bookmark: _Toc482697948]Appendix C: Workplace gender transition plan template
This template will help users detail how the gender transition process will unfold in the workplace. It should be customized according to specific circumstances.

[bookmark: _Toc482626252]Summary
Employee’s birth-assigned first name:
Employee’s self-identified first name (as of X date) [if applicable]:
Date when legal name change to take effect [if applicable]: 
Self-identified gender pronoun (e.g. she/he/they/ze, etc.) [if applicable]:
Self-identified honorific (e.g. Ms., Miss, Mrs., Mr., Mx., etc.) [if applicable]:
Manager name:
Date when employee notified manager of intent to transition:
Date of planned announcement in the workplace:
Date when employee will express gender identity in the workplace:	
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[bookmark: _Toc482626253]Transition support team & main contact
List the main contact and the members of the transition support team, such as HR advisor, bargaining agent representative (if applicable), Chief OPS Positive Space Champion, WDHP advisor, employee relations advisor, disability accommodation specialist (if applicable).
	Name & Title
	Phone #
	Reason for involvement
	Role on support team
	Date when informed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc482626254]Confidentiality and privacy
Please tick the boxes below to confirm all members of the transition support team understand these requirements
☐ Requests are only for the necessary information to clarify the nature and extent of the workplace transition and/or accommodation needed for the situation.
☐ Information related to the transition and/or accommodation is retained securely (e.g. locked cabinet or an electronic drive with restricted access), used for the purposes for which it was collected and disposed of securely, in compliance with the applicable records retention schedules. 
☐ Information is shared only with staff who need it for their role in implementing the transition and/or accommodation.

[bookmark: _Toc482626255]Key workplace considerations
[bookmark: _Toc482626256]Identification documentation and records
List all administrative records/documentation that have to be updated to reflect the employee’s self-identified name and/or pronoun (add or remove rows as necessary).
	Item
	Lead
	Target date
	Status 

	Email address
	
	
	

	Update GAL
	
	
	

	Change name on phone display
	
	
	

	Update all phone and contact lists 
	
	
	

	ID card (photo)
	
	
	

	Name plate
	
	
	

	Name tag on uniform
(if applicable)
	
	
	

	Order new business cards
	
	
	

	Update name on travel card (T card)
	
	
	

	Update organizational chart (if applicable)
	
	
	

	WIN, insurance/benefits, pension, purchasing card (after legal name change)
	
	
	

	Other databases (e.g. TEI)
	
	
	


[bookmark: _Toc482626257]Dress code
Please explain what, if any, changes will occur and when.
· 
[bookmark: _Toc482626258]Affected job duties
The employee should be carrying out all duties in accordance with their lived gender identity. Please explain what if any job duties are affected (e.g. inmate strip-search situations, inmate shower supervision, etc.) and how they will be handled
· 
[bookmark: _Toc482626259]Washroom, dormitory, changing room and locker access
Trans people have a right to access washrooms, change rooms, dormitories, locker and other gender-specific services and facilities based on their lived gender identity. Please include details of how this legal right will be achieved, the preparatory work needed and when access will take effect.
· 

· 
[bookmark: _Toc482626260]Communication plan 
	Audience
	Information Needs
What? Include information to be communicated, level of senior support, training needs
	Format 
How? Explain method (speaking points, letter, Q&As, classroom training).
	Target date
	Lead
Who? Identify who will provide information

	Coworkers
	
	
	
	

	Stakeholders
	
	
	
	

	Clients/inmates
	
	
	
	



[bookmark: _Toc482626261]Websites/corporate communications considerations
Describe how corporate communications products (newsletters, intranet pictures, group photos, individual photos) can be amended if they identify the employee by their previous name and birth-assigned gender.
	Product
	Change to be made
	Target date
	Lead
	Status/ completion date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc482626262]Implementation
Describe how the implementation of the workplace transition plan unfolded 
[bookmark: _Toc482626263]Informing co-workers, clients/inmates (if applicable), stakeholders 
· 
[bookmark: _Toc482626264]Training session(s) (if applicable)
· 
[bookmark: _Toc482626265]Trans employee’s first day at work expressing their gender identity
· 


[bookmark: _Toc482626266]Monitoring and evaluation
All workplace parties should review progress, barriers and solutions to determine whether the transition plan is working as intended.
[bookmark: _Toc482626267]Progress/Success
· 
[bookmark: _Toc482626268]Barriers
· 
[bookmark: _Toc482626269]Solutions
· 
[bookmark: _Toc482626270]

Maintaining a workplace free from harassment and discrimination
Describe a simplified process to deal quickly and effectively with any harassment or discrimination the trans employee may experience. The process must comply with the OPS Respectful Workplace Policy.
· 
[bookmark: _Toc482626271]

Changes in management
Explain whether the incoming manager needs to know about the transition, the nature of the information to be shared (i.e. are there ongoing workplace issues that need to be monitored or addressed), who will brief the incoming manager and when, the custody transfer of the files related to the transition (record location and applicable records retention schedule)
· 


[bookmark: _Toc482697949]Appendix D: Sample letter from trans employee to co-workers
This sample letter provides an outline of information that some trans employees may wish to disclose to their co-workers. If a trans employee wishes to send a letter to their co-workers, the content should be based on the preferences of the employee. A letter will not be necessary or appropriate in all cases.
Dear colleagues,
I am writing to share some big changes in my life and ask for your support.
I have reached the point where I cannot continue in the gender role assigned to me at birth. I am away for [X timeframe] and will return on [date]. From then on, I will be living and working as a woman. 
My appearance and the way I dress will change and I will no longer be known as [previous name] but as [self-identified name]. Pronouns are tricky, but I am sure I can count on you all to refer to me as “she.” My honorific will be “Ms.”
I am still the same person and I will continue to do the same job. In that respect, nothing will change.
We have great values in our organisation; we celebrate our differences and we treat each other as equals and I am confident that I can count on your support at this time. 
I ask that you [forward]/[do not forward] this letter [with]/[without] my permission.
Please feel free to ask me questions. If you have uncertainties, I would much rather you spoke to me directly about them. 
Thank you,
[Name]
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[bookmark: _Toc482697950]Appendix E: Sample executive letter of support
This sample letter provides an outline of information that some executives may wish to communicate in the workplace to support the gender transition of an employee. A letter will not be necessary in all cases. The content should address the specific circumstances and should be written and set out only in consultation with the transitioning employee. 
Dear [staff]
I am writing to let you know that a staff member of the [X Branch, Y Division] has made a decision that has resulted in a change in their gender and name. 
As of today, [old name] will be [self-identified name] and her pronouns will be “she,” “her,” and “hers.” Her honorific will be “Ms.” 
I am pleased to let you know that [self-identified name] has the full support of management during this time. The Ontario Public Service (OPS) is committed to supporting and enabling its diverse workforce. I am sure you can each appreciate the courage and depth of character that is showing through this process and I have every confidence in your sensitivity and compassion.
Under Ontario’s Human Rights Code and the OPS Respectful Workplace Policy, individuals are protected from harassment and discrimination because of their gender identity and gender expression. 
In the coming weeks, we are arranging for a trans awareness workshop, which will be conducted by [X]. The date and time will be posted shortly. I encourage you to attend.
If you are looking for ways to further support [self-identified name], consider becoming a Positive Space Champion. 
If you need additional supports, you can call the Employee Assistance Program at 1-800-268-5211. 
Personally, I feel very honoured to be a part of such an important time for X. I am sure that you will join me in making X’s transition as smooth as possible by supporting a climate of understanding and mutual respect.
Sincerely
[Executive Name]


[bookmark: _Toc482697951]Appendix F: Resources
[bookmark: _Toc482697952]
Legislation, OPS Policies and Directives
Ontario’s Human Rights Code
Occupational Health and Safety Act, 1990
Public Service of Ontario Act, 2006 
OHRC’s Policy on preventing discrimination because of gender identity and gender expression 
OHRC’s Gender identity and gender expression (brochure)
OPS Respectful Workplace Policy  
OPS Disability Accommodation Policy
OPS Employment Accommodation and Return to Work Guidelines
OPS Workplace Violence Prevention Policy
OPS Sexual Harassment Prevention Action Plan
OPS Employment Screening Checks Policy
General Screening Check brochure
Enhanced Checks brochure
Vulnerable Services Sector Check brochure
[bookmark: _Toc482697953]Contacts
Find your HR Advisor 
Find your WDHP Advisor
Find your Disability Accommodation Specialist
Employee Assistance Program (available 24 hours a day, seven days a week)
1-800-387-4765 for service in English.  TTY 1-800-363-6270
1-800-363-3872 service en Français.  ATS/ATME 1-800-263-8035
WorkHealthLife, your EFAP service provider website
WDHP Information Line: 1-877-298-8851
Find your Employee Relations Advisor (PKI log in required).
HR Services Benefits Portal
OSS Contact Centre
OPS Pride Network
Pride in Corrections
Find Positive Space Champions in your area. There were 312 positive space champions in the ministry as of May 2, 2017.
[bookmark: _Toc482697954]Forms
[bookmark: _Toc434489243]Where proof of legal name change IS NOT required
Email address can be changed through a S.ODO request: Product: Accounts and Email > Add “Account and Email for Individual User” to cart > Select “Modify Account” > Fill out form and choose to Modify “Name” as part of your request > Enter in self-identified name information and submit to manager for approval
Name change for INFO-GO listing can be done through a direct request to INFO-GO: Choose “Employee Update” tab > Edit an Employee > Enter current First Name and Last Name > Enter any changes to employee details on next page and “Submit”.
Phone display name change can be requested through a S.ODO request: Product: Voice Products and Services > Landline Telephones and Services > Telephone Services > Add “Telephone + Voicemail + Hardware” to cart > Choose Telephone + Voicemail + Hardware bundle > Request Type: “Change Phone Service” > Fill out form and select “Change Name Display” as part of your request. > Submit to manager for approval
Changes to the (photo) ID card can be requested by contacting security services for the workplace location. 
Changes to an engraved name plate can be ordered through the Facilities Branch and Capital Planning Branch. 
A travel card (T-card) with a self-identified name can be requested by the employee directly via manual form (see below) > Complete Parts 1 and 2.A > Get manager approval > Email into account on form.

[bookmark: _Toc434489244]

Where proof of legal name change IS required 
A name change in WIN can be requested by the manager by filling out the WIN Contact Data form. 
A name change on the purchasing card (P-card) can be ordered by the employee by going to MyOPS > Business Services > Procurement > Purchasing Card > Under “My Pcard”, select “Submit a change to, or cancel my Pcard” > Select the Pcard account you want to change > Select “Make changes to this PCard (Create a new version of this application and archive the old one immediately)” and hit GO > Fill out form and submit to manager. The card number will not change but a new card will be issued to the Card Coordinator at MGCS with the self-identified name and they will forward to the cardholder at their business mailing address.
[bookmark: _Toc482697955]Training
· Privacy and You (ministry course)
· OPS Respectful Workplace Policy and the WDHP Program: Digital Awareness Module
OPS Positive Space Program (OPS Pride Network)
Contact the OPN Chair to make arrangements for trans awareness training
· OPS Pride Network
· The 519 (external expert - Toronto)
· It’s OK2BME (external expert - Toronto)
· TG Innerselves (external expert - Sudbury)
· Preventing discrimination because of gender identity and gender expression (OHRC webinar)
· Preventing sexual harassment at work (OHRC and HRPA webinar)
[bookmark: _Toc482697956]Trans-inclusive days of significance
April 13, 2016: Day of Pink
May 17: International Day Against Homophobia, Transphobia and Biphobia
June: Pride Month
November 20: Transgender Day of Remembrance 
December 10: Human Rights Day
[bookmark: _Toc482697957]Posters
Bring your whole self to work poster (OPS Pride Network)
Trans inclusion poster (ministry) 
Pride poster (ministry) 
Anti-hate posters  (ministry, Correctional Services)
2016 Day of Pink poster/ Journée Rose affiche
International Day Against Homophobia, Transphobia and Biphobia poster
Check out additional ministry inclusion posters  
[bookmark: _Toc482697958]Further reading
Andre to Andrea: Don Jail guard thrives on job after sex change, Toronto Star, 15 May 2012
· Life in TRANSition, OPS Topical, 31 August 2015 
· Dispelling Myths About Transgender, OPS Pride Network
· Terminology Brochure, OPS Pride Network
· Fact Sheet Gender, OPS Pride Network
Creating Authentic Spaces: A Gender Identity and Gender Expression Toolkit, The 519, 2015
· The Social Justice Advocate Handbook: A Guide to Gender (2nd edition), Sam Killermann
· The Gender Book, Mel Reiff Hill and Jay Mays
· Tips for Allies of Transgender People, GLAAD
· Trans 101* – Primer and Vocabulary, New Jersey State University
· Avoidance of Public Spaces by Trans Ontarians: The Impact of Transphobia on Daily Life, Trans PULSE E-Bulletin, Volume 4, Issue 1, 16 January 2014
· Experiences of Racism among Trans People in Ontario, Trans PULSE E-Bulletin Volume 3, Issue 1, 7 March 2013
· Who are Trans People in Ontario? Trans PULSE E-Bulletin Volume 1, Issue , 26 July 2010
· Why Aren't Women Advancing At Work? Ask a Transgender Person, New Republic, August 28, 2014
· The Gender Revolution, National Geographic – Special Issue, January 2017
· Beyond “He” or “She”, Time Magazine, March 2017
[bookmark: _Toc482697959]Gender transition guidelines in other organizations
Ontario Association of Chiefs of Police, “Best Practices in Policing and LGBTQ Communities in Ontario,” 2013
Toronto District School Board, “TDSB Guidelines for the Accommodation of Transgender and Gender Non-Conforming Students and Staff,” 2011
Ernst & Young Global Limited, “Workplace Gender Transition Guidelines,” (year not listed)
Chevron Corporation, “Transgender @ Chevron,” 2005-08 
Homewood Human Solutions, “Managing Transgender in the Workplace,” (year not listed)
Canadian Labour Congress, “Workers in Transition: practical guide about Gender Transition for Union Representatives,” (year not listed)
Government Equities Office (UK), “The recruitment and retention of transgender staff: Guidance for employers,” 2015
OPP, “A Guide for Gender Transitioning in the Workplace,” 2016
[bookmark: _Toc482697960]Videos
· Transforming Gender (CBC Doc Zone documentary, 2015, 40 minutes duration)
· Transgender Basics Video (The Lesbian, Gay, Bisexual & Transgender Community Centre, hosted by the Ontario Correctional Services College) 
· Toilet Training - Law and Order in the Bathroom (Film by Tara Mateik and the Sylvia Rivera Law Project, 2003, 30 minutes duration)


[bookmark: _Toc482697961]Appendix G: Use of language tips
Language is a powerful tool that can influence and reinforce perceptions. These tips are intended to make communication and interactions with or about trans people more successful, by helping employees choose language that is neither demeaning nor hurtful. 
· Respect an individual’s gender identity. Ask the person how they would like to be addressed/what pronoun they would prefer used. Here are some ways in which you can ask for pronouns: “My name is John and my pronouns are he and him. What about you?” Alternatively, you can ask “How would you like to be addressed?” or “What pronouns do you use?”
If you mistakenly use the wrong pronoun or name, just follow the mistake with the right term and continue what you were saying. E.g. “Her books are—I’m sorry, hir books are over there.” Privately you can apologize later: “I’m sorry I used the wrong pronoun earlier. I’ll be more careful next time.”
If you want to correct others’ use of pronouns, you can say: “I think Sam uses she and her pronouns. And yes, I’m going to her house later too!”
· Ask respectful and appropriate questions. Do not ask questions about surgeries and former names.
· Avoid the phrase “sex change” and overemphasizing the role of surgeries in the transition process. Someone’s gender identity and expression is not dependent on their physical sex. Also, transitioning is not a one-step procedure, but a complex process that occurs over a long period of time. 
· Do not refer to someone as being "pre-op" or "post-op." Not all trans people undergo medically supportive steps to align their body with their gender identity. 
· Do not “out” a trans person. If you see a person on the street that you know to be trans, it is a private matter and not appropriate to tell your friends that the person is trans. It is also not appropriate to mention anything that would “out” a trans person if you are with that person in a public setting.
· Do not make assumptions about a trans person’s sexual orientation. Also, don’t assume that this person wants to educate you about trans issues or even discuss them. If the person wants to talk about trans issues, they will make it known that they are open and willing to discuss them 
· Do not say “You pass really well.” While some trans people may take this as a compliment, especially in the early stages of transition, “passing” implies that a person is not what he or she seems to be – that the person is “passing” for something else. 
· Transgender is an adjective and should never be used as a noun. For example, rather than saying “John is a transgender,” say “John is a transgender person.” And transgender never needs an “-ed” at the end, so do not say “John is transgendered.”
· Avoid referencing gender when talking about the past by using other frames of reference, for instance "last year", "when you were a child", "when you were in high school", etc. If you must reference the gender transition when talking about the past, say "before you came out", or "before you began transitioning" (if applicable).
· Do not shorten LGBTQ to “gay and lesbian” or “gay,” because it leaves out trans people.
· Use gender-neutral language in the workplace. 
· Use the singular “they” instead of “he or she” (e.g. “A researcher has to be completely objective in their findings,” instead of “A researcher has to be completely objective in his or her findings”).
· Refer to someone’s gender (“man” or “woman”) rather than their biological sex (“male” or “female”) (e.g. “Women in the civil service,” rather than “Female civil servants”).
· If biological sex (“male” or “female”) must be referenced, ensure it is used as an adjective not noun (e.g. “Female Elders attended the event,” rather than “Elder females attended the event”).
· Avoid “ladies and gentlemen”, “sir,” “ma’am” as forms of address.
· Set a trans-inclusive tone in meetings. As a best practice, ask everyone to introduce themselves by their name and pronoun and provide the option for people to opt out from saying their pronouns if they wish. You can also add pronouns to name tags, as shown in the image below:
[image: ]
If pronouns have not been established at the beginning of a meeting, it’s best to identify participants by other non-gendered identifiers (e.g. “the person in the blue shirt,” instead of “the woman in the blue shirt”).
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		Request for Change/Cancellation


BMO Corporate Travel Card



		Once the required sections have been correctly completed submit the form to your Ministry Card Administrator.



		Part 1 Cardholder Information (You must complete all information in this section)



		Travel Card No.


     

		Ministry


     



		First Name (Please print)


     

		Last Name (Please print)


     

		WIN ID No.


     



		E-mail Address (Please print)


     

		Telephone – Business (incl. Area Code)


     
ext.      



		Part 2 Maintenance (Complete sections A, B, C or D as required)



		A.
Name Change

		



		Cardholder Name as it appears now (Current)


     

		Cardholder Name as it should appear (New) (max. 20 characters)


     



		B.
Address Change

		



		New Home Address


 FORMCHECKBOX 
 Check this box to change statement mailing to home address

		New Business Address 

 FORMCHECKBOX 
 Check this box to change statement mailing to business address



		Unit/Apt. No.

     

		Street No., Name or PO Box

     

		Suite/Unit No.

     

		Street No., Name or PO Box

     



		City/Town
Province

     
  

		Postal Code


     

		City/Town
Province

     
  

		Postal Code


     



		Telephone – (incl. Area Code)


     

		Telephone – (incl. Area Code)


     
ext.      



		C.
Change Statement Address (if necessary)



		 FORMCHECKBOX 
 Home
 FORMCHECKBOX 
 Business



		D.
Card Replacement



		 FORMCHECKBOX 
 Embossing Error (specify)      



		Cardholder’s Signature (Mandatory for “Part 2”)

		Date (yyyy/mm/dd)


     



		Part 3 Card Profile Changes Requiring Manager Approval



		Per the DOA guidelines, the individual approving changes identified in “Part 3” must have the proper level of delegated authority and must have considered the risk associated with this approval.


*Cardholders requiring a daily cash advance limit greater than $200, must complete the “Cash Advance Limit Request” form 
7540-2089 available from their Ministry’s Controllership Office.



		E.
Cancellation



		 FORMCHECKBOX 
 Cancellation
Reason (optional):      



		F.
Cardholder Transfer within the Same Ministry (New IFIS coding information)



		Balancing Unit (3 digits)




		Program (6 digits)

		Business Unit (4 digits)

		Cost Centre (6 digits)

		Initiative (4 digits)




		



		

		     

		

		

		

		



		G.
Changes to Limits and Optional Features



		Card Limit (Max. $50,000)


$      

		 FORMCHECKBOX 
 Permanent


 FORMCHECKBOX 
 Temporary, ending ►      
(yyyy/mm/dd)

		Off Road Vehicle Insurance 


 FORMCHECKBOX 
 Add
 FORMCHECKBOX 
 Remove



		*Cash Advance (see note above)

 FORMCHECKBOX 
 Add
 FORMCHECKBOX 
 Remove

		*Cash Advance Monthly Limit


$      

		 FORMCHECKBOX 
 Permanent

 FORMCHECKBOX 
 Temporary, ending ►      
(yyyy/mm/dd)



		Financial Reporting Manager Approval (Mandatory for “Part 3”)



		Manager’s Name (Please print)


     

		Signature

		Date (yyyy/mm/dd)


     



		To submit your Travel Card Change/Cancellation for processing, please complete one of the following:


Option 1 - Send a scanned copy of your application to the following email address travelccu@ontario.ca or



2 - Send a copy via fax no. 416 314-0366 with a cover letter. Please make attention to the CCMU your Card Administrator.



		Card Coordinator Use Only



		Hierarchy “Reports To” No.


   

		Div_Tbl No.


   



		Name


     

		Signature

		Date (yyyy/mm/dd)


     



		The personal information you are providing is necessary for the purpose of issuing you a Government of Ontario Corporate Travel Card, for card administration and audit purposes. Your information will be provided to the Bank of Montreal for processing, which is the Government of Ontario’s Corporate Travel Card provider. The Government will be entitled to obtain your personal and financial information regarding your card transactions from the Bank of Montreal for card administration and audit purposes. If you have any questions concerning this notice please call the OSS Contact Centre at 416 326-9300.





7540-2087 (2011/05)
© Queen’s Printer for Ontario, 2011
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