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Examples of email communications for staff affirming their gender  
 

 

Example 1- Communication from staff member to their manager 

 

Dear [manager], 

I would like to speak to you regarding a decision I have made recently that will require your support 

and understanding as well as some changes in the workplace. 

You may or may not be aware of the concept of ‘gender affirmation’, what it means, and the process 

required for a staff member to affirm their gender in the workplace. UNSW’s Gender Affirmation 

Guideline is a useful guide, and I am hoping we can meet to discuss how to approach my gender 

affirmation at work. You can also learn more about Gender Affirmation by reading through 

Understanding Gender Affirmation, found on the UNSW LGBTQIA+ Hub Community and Support 

section. 

At the moment you know me as [insert name] and my gender as [insert gender]. My gender affirmation 

means that I am actually [insert gender] and use the name [insert name], and [insert pronouns] as my 

pronouns. 

I am appreciative of your support and open to sharing what this journey means to me. 

Affirming my gender at work will help me feel more comfortable in the workplace and will help me do 

my best work. I will send through a meeting request shortly – could you please let me know a suitable 

time to meet? I would prefer this meeting to be held [outline preference]. 

Kind regards  

[insert name] 

 

 

  

https://unsw.sharepoint.com/:b:/s/DiversityInclusion/IQB2tgNuR0AESp4o-EIfBAkJAel5uBYTZTtBsQzuHIQ7c-E?e=VejdSt
https://unsw.sharepoint.com/:b:/s/DiversityInclusion/IQB2tgNuR0AESp4o-EIfBAkJAel5uBYTZTtBsQzuHIQ7c-E?e=VejdSt
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
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Example 2 - Communication to immediate team  

 

Dear team, 

I am emailing to let you know about a personal decision I have made recently that will require your 

support and understanding as well as some changes in the workplace. 

UNSW has stated its commitment to fostering a culture of inclusion, understanding and respect so that 

all of us feel empowered to be our whole selves in the workplace. 

Those words are particularly significant to me. I am taking a very important life step and affirming 

my gender (or coming out as [gender]). I now use [pronouns] and [name].  

 

I appreciate that many of you may not have had direct experiences with anyone who has affirmed their 

gender, so this document ‘Understanding Gender Affirmation’ can be a great resource. UNSW is also a 

member organisation for Pride in Diversity who run LGBTQIA+ workplace inclusion sessions, which 

can be organised through the D&I Team via edi@unsw.edu.au. Sessions like these can be a great way 

for us as a team to get on the same page. 

 

There is also some great information on the UNSW LGBTQIA+ Hub, including some language guides 

and our UNSW Gender Affirmation Guidelines. External websites like TransHub are also a great place 

for information. 

If you have any questions, please don’t hesitate to contact me[/your Manager], I’m always happy to 

have a chat.  

 

Kind regards  

[insert name] 
  

http://www.prideinclusionprograms.com.au/about-pid/
mailto:edi@unsw.edu.au
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.transhub.org.au/allies
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Example 3 - Communication from the manager of colleagues / work team   

 

Dear colleagues / team, 

I am emailing to let you know about some information that a colleague would like to share with you all. 

You may know them as [insert name], but from this point onwards they now use [insert name and 

pronouns], as they are affirming their gender.  

Even if you don’t work directly with [name], news travels fast, so they would like [you/xxx Division] to know 

that they are taking a very important life step and affirming their gender at work. 

You may or may not be aware of the concept of ‘gender affirmation’ and what it means, and you can 

find more about it on the UNSW LGBTQIA+ Hub, including some language guides and our UNSW 

Gender Affirmation Guidelines. External websites like TransHub are also a great place for 

information. 

[Name] has the full support of [team] and I know that each of you will be respectful and considerate. We 

all have a role to play to ensure that all staff and students feel safe and welcome at UNSW. 

If you have any questions, please don’t hesitate to contact [me/your Manager at phone/email], your HR 

Business Partnering Team member [name] or the Diversity & Inclusion Team edi@unsw.edu.au for any 

extra information about gender affirmation and how you can support a colleague. 

Kind regards, 

[insert name] 

 

https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.transhub.org.au/allies
mailto:edi@unsw.edu.au

