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Transgender Equality: 
Transgender, non-
binary and gender 
variant identities 

Summary 
 

The Council is committed to creating a safe environment for all employees and does not 

discriminate in any way on the basis of sex, sexual orientation, gender identity, or gender 

expression. Under the Equality Act (2010) and the Public Sector Equality Duty (PSED), the 

Council is committed to eliminating discrimination and to advance equality of opportunities for 

all. This policy is designed to create a safe and productive workplace environment for all 

employees. 

This Transgender Equality Policy does not form part of any employee’s contract of 
employment and is entirely non-contractual. It may be amended, withdrawn, suspended or 
departed from at the discretion of the Council at anytime. Everyone should ensure that they 
take the time to read and understand the content of this policy and procedure and act in 
accordance with its aims and objectives. If you need support reading and/or understanding this 
policy and procedure, please speak with your line manager. All staff must ensure that they are 
familiar with and comply with and support the council’s policies, procedures and guidance.  

 
The HR, Recruitment, Payroll and Pensions Service for Gloucester City Council is provided by 
Gloucestershire County Council and as such Gloucestershire County Council is the data 
processor for the personal information collected from you with Gloucester City Council being 
the data controller.  Gloucestershire County Council processes personal data collected in 
accordance with its data protection policy on processing special categories of personal data. 
Data collected in relation to this policy is held securely and accessed by, and disclosed to, 
individuals only for the purposes of managing your employment and/or where the Council is 
otherwise under a statutory obligation to do so. Inappropriate access or disclosure of employee 
data constitutes a data breach and should be reported in accordance with the Council’s 
Information Security Incident Management Policy immediately to 
informationsecurity@gloucestershire.gov.uk or via 01452 324000. It may also constitute a 
disciplinary offence, which will be dealt with under the Council's disciplinary procedure.  You 
can find the Council’s privacy notice on the intranet via the HR A-Z index and Data Protection 
tab. 
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Quick Glance   Who does this policy apply to? 

                                   What does it mean to be transgender or gender variant? 

                                   What is gender transition? 

                                   Can I change my name on all records? 

                                   Can I change my ID security photo to reflect my identity? 

                                   Can I choose how I am addressed at work? 

                                   Can I choose which restroom to use while at work? 

                                   Can I choose to wear clothing that corresponds to my gender identity? 

                                   What should I do if I am transitioning at work? 

                                   Am I entitled to time off for medical procedures related to my transition? 

                                   What support it available to me? 

                                   Glossary 

  

   

 

Who does this policy apply to? 

 

This policy applies to all employees. Although not covered directly by 

this policy document, the same principles apply in respect of elected 

members, visitors and anyone carrying out duties on behalf of the 

council.  

 

 

What does it mean to be 

transgender or gender variant? 

 

 

Transgender individuals are those who identify with a gender which 

is different to that which they were assigned at birth. 

Gender variant is an umbrella term which encompasses any person 

who does not fully identify with the gender they were assigned at 

birth. 

There are a number of ways in which a transgender or gender variant 

employee may identify and a glossary of terms is provided at the end 

of this policy. 

 

What is gender transition? 

 

 

Gender transition is a process by which an individual will begin to 

present as the gender with which they identify. This may or may not 

include changes to the individual’s name, preferred pronouns and 

mode of dress. For some individuals this will be a social transition, 
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while some may also transition medically which may require time 

away from work (see guidance below on medical leave in these 

circumstances). 

 

 

Can I change my name on 

records? 

 

  
Yes, all employees can change their name on internal records to 

what they would prefer to be known as.  Email addresses and 

usernames can also be changed by emailing the ICT Service Desk 

where no questions will be asked about why you are changing your 

name. 

 

Changing your name and username on SAP, our internal HR and 

payroll system can be requested by contacting Contact Us on 

contactus@gloucestershire.gov.uk or on 01452 425888 or by 

contacting your Human Resources Business Partner.  

 

Can I change my gender on HR 

and payroll records? 

 

The SAP system is the payroll system that links to HMRC and 

therefore has to meet the requirements of the HMRC with regards to 

gender as it is linked to the NI number and other personal details and 

entitlement to benefits such as pension etc.  It therefore still operates 

under the rules of the Gender Recognition Act 2004 which only 

defines gender as male or female.  We fully recognise that the law is 

insufficient in its terminology but are still bound by what it contains.  If 

the HMRC rules change then the SAP system will be updated 

accordingly with any new categories. We are therefore currently only 

able to change your gender on receipt of Gender Recognition 

Certificate.  Our SAP system also only recognises pronouns of Mr / 

Mrs / Miss / Rev or Dr.  This is something we are working on 

improving to also include Mx. 

 
Can I change my ID security 

photo to reflect my identity? 

 

Yes, on request we will update photographs so your identity and 

expression are represented.  

 

  

mailto:contactus@gloucestershire.gov.uk
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Can I choose how I am 

addressed at work? 

 

Yes, all employees have the right to request to be addressed by the 

name and pronoun that they prefer.   

 

Can I choose which toilet to 

use while at work? 

 

Yes, you are able to access any toilet that corresponds to the gender 

you identify as or that you feel most appropriate using, regardless of 

sex assigned at birth. We are aiming to identify our toilets by symbols 

rather than words as part of our ongoing refurbishments. We’ll never 

expect you or ask you to use the disabled toilets instead, unless you 

should wish to do so.  

 

 

Can I choose to wear clothing 

that corresponds to my gender 

identity? 

 

 

We will not restrict clothing choices, including those who wear a 

uniform, based on gender unless there is a specific health and safety 

requirement.  

 

What should I do if I am 

transitioning at work? 

 

 

 

 

 

 

 

 

 

 

 

Transitioning is the process people may go through to align their 

physical identity to their chosen gender identity.   

 

Ideally we would hope any employee would feel comfortable 

speaking to their line manager should they wish to transition at work.  

However we understand that this is a personal process and if you do 

not feel comfortable talking to your line manager we would 

encourage you to speak to a senior member of staff within your own 

department or your HR Business Partner for assistance in this 

process.   

 

We recognise that the process of transitioning is very personal and 

different for every individual.  Therefore, at the beginning of this 

process, your manager (or other alternative agreed person) will meet 

with you to develop an action plan together. The pace of the action 

plan would be agreed with you.  During the process, you will be able 

to regularly meet with your manager (or other alternative agreed 

person) to discuss how things are going and how you are 



HR Policy and Guidance 
   

 
 

HR Policy & Guidance           Version Control:  
City/Transgender/v1 

          Oct 2018  
 
 

 progressing through your action plan.  

 

An action plan may include aspects such as whether or not you wish 

others to know about the process and what information is given to 

people and when; whether or not you would like to start using a 

different name and how and when you would let other people know 

about this; whether or not you will start to dress differently at work 

and when and any other aspects you wish to be considered. 

 

Am I entitled to time off for 

medical procedures related to 

my transition? 

 

Absence for transition related medical procedures will be managed in 

accordance with the Sickness and Absence Procedure in the 

Sickness Absence Policy and the normal entitlements relating to sick 

leave and sick pay. 

 

What support is available to 

me? 

 

The Employee Assistance Programme (EAP) is an independent 

advisory service and anyone can contact them for support. 

Freephone 0800 030 5182 or visit https://healthassuredeap.co.uk/. 

This service is available 24 hours a day, seven days a week. 

(Username: “Gloucester” ” and Password: “Council”).  

 

Prism, the Council’s LGBT+ network, is a supportive network 

employees can join and can be contacted on 

prismnetwork@gloucestershire.gov.uk.  Prism has access to 

resources around gender transition and can also provide contact 

details for local organisations which provide support to transgender 

and gender variant individuals.  

  

What should I do if I experience 

any discrimination, bullying or 

harassment? 

 

We want to ensure that every employee is comfortable being who 

they are at work.  We will not tolerate bullying, harassment or 

discrimination in the workplace.  If you experience discrimination, 

bullying or harassment, there is support available for you.  You can 

report any incidents through the routes identified in the Dignity and 

Respect at Work – Anti Bullying policy available in the HR A-Z index 

on the intranet.  The initial point of contact is to report the matter to 

https://healthassuredeap.co.uk/
mailto:prismnetwork@gloucestershire.gov.uk
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your line manager and/or HR. 

Glossary We have used definitions within this policy that were current and 

available through Stonewall as of September 2018.  We understand 

that definitions are ever changing and will ensure that this policy is 

updated annually in line with any updates available from Stonewall.  

Please do refer to Stonewall if actively using this policy for the latest 

terminology. 

 
Gender 
Often expressed in terms of masculinity and femininity, gender is 

largely culturally determined and is assumed from the sex assigned 

at birth. 

 

Gender dysphoria 
Used to describe when a person experiences discomfort or distress 

because there is a mismatch between their sex assigned at birth and 

their gender identity.  This is also the clinical diagnosis for someone 

who doesn’t feel comfortable with the gender they were assigned at 

birth. 

 
Gender expression 
How a person chooses to outwardly express their gender, within the 

context of societal expectations of gender. A person who does not 

confirm to societal expectations of gender may not, however, identify 

as trans. 

 
Gender identity 
A person’s innate sense of their own gender, whether male, female 

or something else (see non-binary below), which may or may not 

correspond to the sex assigned at birth. 

 
Gender Recognition Certificate (GRC) 
This enables trans people to be legally recognised in their affirmed 

gender and to be issued with a new birth certificate. Not all trans 

people will apply for a GRC and you currently have to be over 18 to 

apply.  You do not need a GRC to change your gender markers at 

work or to legally change your gender on other documents such as 
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your passport. 

 
Non-binary 
An umbrella term for people whose gender identity doesn’t sit 

comfortably with ‘man’ or ‘woman’. Non-binary identities are varied 

and can include people who identify with some aspects of binary 

identities, while others reject them entirely. 

 
Person with a trans history 
Someone who identifies as male or female or a man or woman, but 

was assigned differently at birth. This is increasingly used by people 

to acknowledge a trans past. 

 
Trans 
An umbrella term to describe people whose gender is not the same 

as, or does not sit comfortably with, the sex they were assigned at 

birth.  Trans people may describe themselves using one or more of a 

wide variety of terms, including (but not limited to) transgender, 

transsexual, gender-queer (GQ), gender-fluid, non-binary, gender-

variant, crossdresser, genderless, agender, nongender, third gender, 

two-spirit, bi-gender, trans man, trans woman,trans masculine, trans 

feminine and neutrois. 

 
Transgender man 
A term used to describe someone who is assigned female at birth but 

identifies and lives as a man. This may be shortened to trans man, or 

FTM, an abbreviation for female-to-male. 

 
Transgender woman 
A term used to describe someone who is assigned male at birth but 

identifies and lives as a woman. This may be shortened to trans 

woman, or MTF, an abbreviation for male-to-female. 

 
Transitioning 
The steps a trans person may take to live in the gender with which 

they identify. Each person’s transition will involve different things. For 

some this involves medical intervention, such as hormone therapy 

and surgeries, but not all trans people want or are able to have this. 
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Transitioning also might involve things such as telling friends and 

family, dressing differently and changing official documents. 

 
 
Transsexual 
This was used in the past as a more medical term (similarly to 

homosexual) to refer to someone who transitioned to live in the 

‘opposite’ gender to the one assigned at birth. This term is still used 

by some although many people prefer the term trans or transgender. 

 


