UOW Gender Affirmation Plan

INTRODUCTION
This Gender Affirmation Plan template for staff should be read in conjunction with the ‘Gender Identity and Affirmation Guideline’ and ‘Gender Affirmation – Support and Resources for Staff’ documents to aid understanding and to promote a positive experience.
Staff are encouraged to develop a plan with their manager and/ or their People & Culture Business Partner if comfortable in doing so. A support person may also be helpful, such as a friend, colleague, or Ally Network member. 
Each person’s gender affirmation is unique and will require different support. Not all aspects of this plan may need to be completed, and the plan should be developed to reflect the needs of the staff member and the organisational unit. Please contact the Diversity and Inclusion team at UOW if you have any questions, or would like more information and support.

	GENDER AFFIROMATION PLAN (TEMPLATE)



It is recommended the staff member affirming their gender consider these questions before commencing discussions, even if they do not wish to involve their manager. Only disclose information you feel comfortable with and is relevant to ensure you are supported at work during your journey. 

STAFF MEMBER DETAILS
	Staff ID
	

	Department
	

	Position title
	

	What is your affirmed name?
	

	What are your affirmed pronouns?
	

	What date (approx) will you be living as your affirmed gender?
	



COMMUNICATION
	Would you like other staff members to be advised about your gender affirmation? 
	

	Who should be informed?
	

	Who will communicate this information and how?
	

	When will this occur?
	

	What information would you like to be included in this communication?
	

	Managers will respect the staff member’s right to privacy at all times and will only share information with the consent of the staff member affirming their gender.
	



leave
	Item
	Dates and Details

	Leave to be taken
	

	Return to work arrangements
	

	Workload arrangements 
	



Support
The manager and the staff member are aware of the support and guidance available in relation to staff affirming their gender at UOW.
	UOW Gender Identity and Affirmation Guideline
	

	Gender Affirmation – Support and Resources for Staff
	

	Diversity and Inclusion team 
	

	Workplace training on gender affirmation for teams – contact the Diversity and Inclusion team to organise this
	

	Ally Network
	

	UOW EAP
	

	Will additional resources be made available to other staff who have questions about gender affirmation?
	









CHANGING PERSONAL DETAILS at uow

	Details
	Process

	Gender
	Log into Staff intranet > Unified > Home (house icon on top right) > Me > Personal Details > Demographic Info > Edit (pencil icon) > update your gender in the dropdown > Submit

	Preferred name and title
	Log into Staff intranet > Unified > Home (house icon on top right) > Me > Personal Details > Edit (pencil icon) > enter your updated details > Submit

	Legal name
	NOTE: Certified documentation is required for legal name change (passport, marriage certificate or drivers license).

To change your name: 
Log into Staff intranet > Unified > Home (house icon on top right) > Me > Personal Details > Edit (pencil icon) > Change your First Name > Submit

To upload your certified documents: 
Log into Staff intranet > Unified > Home (house icon on top right) > Me > Document Records > Add (plus icon) > select document type > upload your document > Submit


	Staff directory
	Updates once legal name is processed in Unified

	Moodle display name
	Log into Moodle > on the dashboard, click your name (top right) > Profile > Edit Profile > enter your First Name > press Update Profile (bottom of screen)

	Voicemail
	Your voicemail message can be changed using Webex. Access this Knowledge Base article for detailed instructions (ensure you have logged onto the staff intranet first). 

	Zoom name and pronouns
	You can update your personal information directly from your Zoom profile. For troubleshooting, call IMTS on 4221 3000 or log a ticket.

	Webex
	You can update your personal information directly from your Webex profile. For troubleshooting, call IMTS on 4221 3000 or log a ticket.



Other considerations: 
· Department contact list
· Business cards and name badge
· Name signage on your door/desk
· Any webpage which lists your name and contact details
· Organisational charts

These requests will likely need to be made internally through your department/faculty. 
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