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Acknowledgement of Country  

 
UNSW would like to acknowledge the Bidjigal (Kensington campus), Gadigal (City 

and Art & Design Campuses) and Ngunnawal people (Australian Defence Force 

Academy in Canberra) who are the traditional custodians of the lands where each 

campus of UNSW is located. 

 

UNSW pays respect to ancestors and Elders, past and present, and pays tribute to and 

honours the lives of Sistergirls, Brotherboys and Aboriginal and Torres Strait Islander 

transgender and gender diverse people. 

 

In some Aboriginal and Torres Strait Islander communities, Sistergirls and Brotherboys 

refer to transgender and gender diverse people. Sistergirls are considered people who 

were reported male at birth but have a feminine spirit, including taking on traditional 

cultural feminine practices; where brotherboys were reported female at birth but have a 

masculine spirit1. Sistergirls and Brotherboys can be anywhere on the gender spectrum 

from a feminine gay man or masculine woman to a non-binary person, to a trans woman 

or trans man. 

 

It is important to note that in broader Aboriginal and Torres Strait Islander communities, 

the terms Sistagirl and Brothaboy are used as terms of endearment, for women and 

men respectively, with no reference to gender diversity2. 

 

The acceptance of Sistergirls, Brotherboys and Aboriginal and Torres Strait Islander 

transgender and gender diverse people is part of the UNSW commitment to a 

culture which accepts and values diverse identities. 

 
 

 
1 Australian Institute of Family Studies, LGBTIQA+ communities Glossary of common terms, Child 
Family Community Australia, 2019 
2 TransHub, Trans Mob 

https://aifs.gov.au/cfca/sites/default/files/publication-documents/1911_lgbtiqa_communities_0.pdf
https://www.transhub.org.au/trans-mob


   

 

 

1. Aim of this  Guide  
 

The Guide is for members of the UNSW community who are wanting to learn more about 

gender affirmation or are supporting someone at UNSW who is undergoing gender 

affirmation. 

This guide is designed to support a person-centred approach to gender affirmation. As each 

person’s process is different, it is imperative that they decide how, when and to whom they 

wish to share any personal information. 

 

2. About gender affirmation  
 

Trans and gender diverse people identify their gender(s) as different to the one that was 

reported for them at birth. Gender affirmation is the process a person takes to live 

authentically as a gender other than their gender or sex assigned at birth. Some trans and 

gender diverse people may use the terms ‘gender transition’ or ‘transitioning’ but gender 

affirmation is the recommended language at this time and is the term used at UNSW. 

 

People affirm their gender in different ways. Some may change their name or pronouns, 

some may make social, medical, or legal changes, and others may not. All approaches are 

valid, and each person’s choices should be respected. 

 

To better understand the forms that gender affirmation may take, TransHub has developed a 

Gender Affirmation 101 to understand the basics, as well as three different processes 

someone may experience: Social Affirmation, Medical Affirmation and Legal Affirmation. 

 

Social affirmation 

Socially affirming can include using a chosen name and pronouns, coming out, wearing new 

clothing, changing hair, engaging in new activities, and more. Read more on TransHub 

about social affirmation. 

 

Medical affirmation 

Medical affirmation includes healthcare supported steps such as hormones or surgeries that 

help align your body with your gender. Read more on TransHub about medical affirmation. 

 

Legal affirmation 

Legal affirmation can include updating your name or gender marker on official and 

government forms of ID, at work and school, and your rights and protections in various 

settings. Read more on TransHub about legal affirmation. 

 

Since 1 July 2025, the rules for changing gender/sex markers with the NSW Births Deaths 

and Marriages Registry have become much easier, and no medical evidence is required for 

adults wishing to update their gender/sex marker with the Registry. Read more here: NSW 

Births Deaths and Marriages.  

 

https://www.transhub.org.au/101
https://www.transhub.org.au/social
https://www.transhub.org.au/medical
https://www.transhub.org.au/legal
https://www.nsw.gov.au/family-and-relationships/name-changes-and-corrections/change-of-sex
https://www.nsw.gov.au/family-and-relationships/name-changes-and-corrections/change-of-sex


   

 

 

3. Legal rights & protections  
 

3.1 Legal protections  
 

A person has the right to live and behave according to their gender identity, gender 

expression, or intersex status, including being addressed by the name and pronoun 

that corresponds to their identity. These rights are protected under Federal and State 

anti-discrimination legislation which applies to the UNSW community: 

• Sex Discrimination Amendment (Sexual Orientation, Gender Identity and Intersex 

Status) Bill 2013 to the Sex Discrimination Act 1984 (Cth) 

• Anti-Discrimination Act 1977 (NSW) 

• Standard for Sex, Gender, Variations of Sex Characteristics and Sexual 

Orientation Variables (Australian Bureau of Statistics) 

• Recognition of Sex and Gender (Australian Government Guidelines) 

• Fair Work Act 2009 (Cth) 

 

In accordance with the above laws: 

• Staff may request to have their university employment record amended to reflect a 

change in name, title, or gender. 

• Staff who request a change to their name, title or gender on UNSW’s systems will 

be recognised by their indicated name and pronouns and will be treated with the 

same courtesy as shown to others. 

• Mistakes using the incorrect pronoun or name may be made from time to time, 

however the intentional and persistent refusal to respect an individual’s name or 

gender identity (also known as ‘deadnaming’ and ‘misgendering’) may constitute 

bullying or harassment or both. These behaviours are not in line with the UNSW 

Code of Conduct, UNSW’s Values and UNSW’s complaint mechanisms may be 

invoked to address an individual’s concerns. 

• It is against the law to punish, harass or treat someone unfairly because they have 

made a complaint, helped someone else make a complaint or have provided 

evidence or information for a complaint. This is known as victimisation. 

Victimisation can be raised as a complaint under UNSW’s complaint mechanisms. 

 

3.2  Privacy & confidentiality, including university records  
 

In accordance with the law: 
 

• Staff are not obliged to provide reasons why a requested record change is needed 

or be asked to disclose private information relating to their gender affirmation (Sex 

Discrimination Act 1984 (Cth)).  

• UNSW may require proof of identity to verify/confirm the person’s change of 

identity for legal name changes, however evidence of gender affirmation surgery, 

medical or treatment information is not required 

• Information shared by the person affirming their gender is to be treated as 

confidential. Only with permission may information be shared with others in 

conversation or in communications. If information needs to be shared, the staff 

member is to be asked for consent, and it will be identified in their Gender 

https://www.aph.gov.au/Parliamentary_Business/Bills_Legislation/Bills_Search_Results/Result?bId=r5026
https://www.aph.gov.au/Parliamentary_Business/Bills_Legislation/Bills_Search_Results/Result?bId=r5026
https://www.legislation.gov.au/Details/C2013C00012
https://www.legislation.nsw.gov.au/view/whole/html/inforce/current/act-1977-048
https://www.abs.gov.au/statistics/standards/standard-sex-gender-variations-sex-characteristics-and-sexual-orientation-variables/latest-release
https://www.abs.gov.au/statistics/standards/standard-sex-gender-variations-sex-characteristics-and-sexual-orientation-variables/latest-release
https://www.ag.gov.au/rights-and-protections/human-rights-and-anti-discrimination/australian-government-guidelines-recognition-sex-and-gender
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf
https://www.jobs.unsw.edu.au/about-unsw/our-values-action
https://www.unsw.edu.au/complaints
https://www.unsw.edu.au/complaints


   

 

 

Affirmation Plan.  

 

3.3 Use of campus facilities  
 
Under the Sex Discrimination Act 1984, staff have the right to access campus facilities 

and participate in gender-based activities according to their gender identity or intersex 

status. Facilities include gyms, changerooms, showers, toilets or any other campus 

spaces that are gendered. 

 

It is inappropriate to assume that a trans or gender diverse person should use a 

different facility because of what they look like. Referring or expecting trans or gender 

diverse people to use designated accessible toilets is inappropriate. Whilst accessible 

toilets are available to everyone, they are not a substitute for trans and gender diverse 

people.  

 

To restrict any person from using the toilets that best affirms their gender may be 

unlawful. Requiring a person who is transgender to use a toilet that does not align with 

their gender identity may constitute unlawful discrimination. This includes people who 

have not legally affirmed their gender or engaged in any medical intervention. 

 

All Gender toilets have been implemented at the UNSW Sydney and Paddington 

campuses and will continue to be implemented at new building sites where possible.  

 

 

4. Respectful behaviours  
 

All staff at UNSW are required to behave in accordance with UNSW’s Values in Action 

and the UNSW Code of Conduct.  

 

Equity, diversity and inclusion are essential to UNSW’s strength and success.  UNSW 

values diversity of thought, culture, gender, identity, sexual orientation, disability status 

and experience.  We believe that an equitable, accessible, inclusive and collaborative 

culture underpins the student experience, research and teaching excellence. The 

UNSW: Equitable, Diverse, and Inclusive Strategy further articulate our commitments. 

 

4.1 Inclusive language  
 
UNSW acknowledges that language is dynamic and evolving, particularly as more 

people embrace gender identities that fall outside the traditional male-female binary. 

 

People in trans and gender diverse communities may describe themselves using one 

(or more) of a wide variety of terms. It is respectful to always use the term the 

individual uses or mirror their language. If you are unsure, politely ask the person. We 

have included some common terms below. For more language and terminology, refer 

to the Transhub language and terminology guide. 

 

https://www.edi.unsw.edu.au/lgbtiq-inclusion/trans-and-gender-diverse/gender-inclusive-bathrooms
https://www.jobs.unsw.edu.au/about-unsw/our-values-action
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf
https://www.transhub.org.au/language


   

 

 

Term Definition 

Gender affirmation  The personal process or processes a trans or gender diverse person 

determines is right for them to live as their defined gender and so that 

society recognises this. Gender affirmation may involve social, 

medical, and/or legal steps that affirm a person’s gender. Affirming 

gender does not mean ‘changing gender’, ‘having a sex change’ or 

‘becoming a man or a woman’, and transition is not the same as 

being trans. A trans or gender diverse person who 

has not medically or legally affirmed their gender is no less the man, 

woman, or non-binary person they have always been. 

Trans and gender 

diverse 

This is an inclusive umbrella term that describe people whose gender 

is different to what was reported for them at birth. This term is used 

throughout this Guideline. 

 

Trans and gender diverse people may position ‘being trans’ as a 

history or experience, rather than an identity, and consider their gender 

identity as simply being women, men, or a non- binary identity. Some 

people connect strongly with their trans experience, whereas others do 

not. Processes of gender affirmation may or may not be part of a trans 

or gender diverse person’s life. 

 

Binary Something that is binary consists of two things or can refer to one of a 

pair of things. When talking about genders, binary genders are men 

and women, and non-binary genders are any genders that are not just 

men or women or are not men or women at all, or somewhere in 

between. 

 

Non-binary This is an umbrella term for any number of gender identities that sit 

within, outside of, across or between the spectrum of the male and 

female binary. A non-binary person might identify as gender fluid, 

genderqueer, agender, trans masculine, trans feminine, bigender etc. 

 

Deadname A term used by some trans people to describe the name they were 

given and known by prior to affirming their gender and/or coming out. 

 

Some trans and gender diverse people feel uncomfortable or upset by 

their old name and it may have significant negative impacts, including 

contributing to gender dysphoria. 

 

Misgendering Referring to someone by words or language that is not affirming for 

them, such as using a former name or pronoun, or making 

assumptions about their appearance. 

 

Gender dysphoria 

(experience) 

The experience of distress or unease from being misgendered or not 

treated as the gender someone is. 

 



   

 

 

Term Definition 

Dysphoria The distress or unease sometimes experienced from being 

misgendered and/or when someone’s gender and body personally do 

not feel connected or congruent. Many trans and gender diverse 

people do not experience gender dysphoria at all, and if they do, may 

cease with access to gender affirming healthcare and/or peer support. 

With or without the presence of gender dysphoria, being trans and/or 

gender diverse is not a mental illness. Gender dysphoria does not 

equal being trans or gender diverse. 

 

 

Language is a powerful tool for building inclusion (or building exclusion) in the 

workplace. Inclusive language is not about being ‘politically correct’ – it is about being 

accurate and acknowledging the dignity of other human beings and respecting 

difference.  

 

Tips on gender inclusive language: 

• Use gender neutral terms and phrases 

e.g. use “humankind, scientist, best person for the job” instead of “mankind, 

female scientist, best man for the job”. 

• Ask what terms people use  

Avoid asking what terms people prefer (“what pronouns do you prefer?”) Having a 

preference can sound as if it’s a choice and most people do not feel as if they 

have a choice 

• Avoid asking intrusive questions  

e.g. avoid asking about body parts, medical history, relationship history and sexual 

activity 

• Don’t assume titles or pronouns (unless already known)  

Avoid using titles or pronouns on the phone or email, such as using ‘Miss’ or ‘Mr’, 

unless explicitly used in correspondence previously. Use their name instead. 

• Avoid gendered stereotypes 

e.g. “men are better providers for their families” or “you’re dressed like a man 

today”, or “women aren’t as good at maths” or “she did really well, for a woman”. 

• Avoid using only heteronormative examples 

e.g. refer to multi-gender relationships and/or use gender neutral terminology like 

“partner/s” or “spouse/s” 

 

Find out more about inclusive language:  

• UNSW’s LGBTQIA+ Hub  

• Diversity Council Australia (DCA) Guide: #WordsatWork: Building Inclusion 

Through the Power of Language. 

 

  

https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/learning-opportunities
https://www.dca.org.au/sites/default/files/dca_wordsatwork_overall_guide.pdf
https://www.dca.org.au/sites/default/files/dca_wordsatwork_overall_guide.pdf


   

 

 

4.2 Names  
 
Most people are given a name when they are born, and use it, or a variation of it for 

life, without ever needing to legally change it. Changing and experimenting with 

shortened versions of names, or nicknames or adopting different names altogether is 

considered common and normal.  

 

As part of gender affirmation, some trans and gender diverse people may use a new 

name that they feel aligns with their gender. They may try out new names to see what 

feels right for them and/or change names to see which ‘fits’. 

 

Using correct names is an important and validating part of gender affirmation and is 

ultimately a sign of respect. 

 

4.3 Pronouns  
 
Pronouns are used to refer to people when we are not using their name. Using the 

correct pronoun shows respect. In the English language pronouns often indicate 

gender. For many trans and gender diverse people, using the correct pronouns is an 

important and validating part of their gender affirmation. 

 

A person who is exploring or affirming their gender may take some time to figure out 

what's true for them and may change their pronouns along the way. 

 

Some trans and gender diverse people may use gender-neutral pronouns, rather than 

binary male-female pronouns. The most used pronouns are listed below. This list is not 

exhaustive. 

 

Gendered pronouns include: 

• he/him/his 

• she/her/hers 

 

Gender neutral pronouns include: 

• they/them/theirs 

• Some people may also use a combination of gendered and gender-neutral 

pronouns such as: 

o she/they 

o he/they  

 

People may also use neo-pronouns, an alternatives to ‘they/them/theirs’, such 

as: 

• xe/xem/xyr 

• ze/hir/hirs 

• ey/em/eir 

 

This Minus18 video explains the importance of pronouns. Minus18 is an Australian 

NGO championing LGBTQIA+ youth. 

https://www.minus18.org.au/resources/video:-guide-to-pronouns


   

 

 

 

Role model the use of pronouns  

Irrespective of whether trans or gender diverse people are present in your 

environment, use and display your name and pronouns, for example: 

• When introducing yourself in a meeting or class 

• On your desk / plaque  

• On the corner of a whiteboard when presenting 

• On your email signature 

• On Zoom or Teams and other digital platforms 

 

Appropriately and Respectfully Ask for Pronouns 

Never assume which pronouns someone uses. The easiest way to ask someone about 

their pronouns is to share your own. By opening the conversation with your pronouns, 

you are normalising the act of sharing of pronouns in public spaces and interactions. 

Example: “Hello, my name is Charlie and I use ‘she, her’ pronouns. What pronouns do 

you use? 

 

Be careful not to “OUT” or single out trans & gender diverse staff 

If a staff member shares their gender identity with you, do not share it with others 

unless you have their expressed permission. 

 

Own your mistakes 

Acknowledge when you have made a mistake about someone’s pronoun and correct 

yourself. Unlearning habits takes time, and you are bound to make mistakes. Model 

the behaviour you expect. Example: “Oh she’s a great friend. I’m sorry, I meant they 

are a great friend. They always send me funny videos to cheer me up.” 

 

Call out misgendering 

Honouring staff names and pronouns includes making sure that other people also use 

the correct names and pronouns. If someone else misgenders a staff member, politely 

provide a correction whether the person is present or not. Example: “Someone says, 

“Oh she’s a great friend.” Your response can be, “You’re right, they are a great friend. 

Also, just so you know and for next time, Sam uses ‘they/them/theirs’ pronouns.” 

 

 

5. For managers supporting staff affirming their gender  
 

Managers have various responsibilities to ensure they are supporting a team member 

who is affirming their gender.  

 

Responsibility 1: Provide support to staff members affirming their gender 
As a manager, you may be asked to provide support and guidance to a staff member 

affirming their gender in the workplace. Everyone has a different level of knowledge and 

confidence about gender affirmation and how to best assist staff through the process. 

To learn more, refer to the Gender Affirmation Guidelines.  

 

If a staff member comes to you seeking guidance and/or support: 



   

 

 

• Take them seriously, allowing them the time and space to have a serious 

conversation with you. 

• Be calm and supportive, knowing that the staff member will be sensitive to your first 

reaction/response. 

• Be honest, open, and respectful, remembering that the staff member is also likely to 

be feeling vulnerable and uncertain about how their gender affirmation will impact 

on their work and their relationship with you as their manager. 

• Listen closely and carefully, checking in with them as they explain and discuss their 

needs. 

• Allow the staff member to drive the process. They are the expert of their own 

experience and are to be included in every decision made and every action taken 

related to their gender affirmation. It is essential that no assumptions are made. 

• Be mindful that some staff may not feel comfortable approaching someone in a 

management or leadership position and may ask to bring a support person or seek 

alternative channels for support before coming to you. 

 

Responsibility 2: Seek advice from Diversity & Inclusion and HR throughout the 
process 
As a manager, you can receive advice from Diversity & Inclusion and your HR Business 

Partnering Team (find your designated HR contact on the HR Hub) to assist you to 

better understand the process and guide you.  

 

Ensure you are familiar with this the Gender Affirmation Guidelines, your legal 

responsibilities and the areas within a Gender Affirmation Plan which may need to be 

addressed. 

 

Responsibility 3: Know the relevant UNSW Employment Policies and Processes 
As a manager, you Diversity & Inclusion and your HR Business Partnering Team (find 

your designated HR contact on the HR Hub) to assist you to better understanding where 

to find relevant policies and processes, such as Gender Affirmation Leave, Flexible 

Working Policy, and complaints procedures.  

 

These can also be found in the Gender Affirmation Guidelines.  

 

Responsibility 4: Offer to collaborate on drafting a Gender Affirmation Plan 
Managers can encourage and guide their staff to draft a Gender Affirmation Plan. Note 

that information shared by a person affirming their gender is given in confidence and 

may only be shared with their permission. Managers should adopt a case-by-case, and 

person-centred approach and allow the staff member who is affirming their gender to 

drive the process.  

 

A staff member may choose not to have a plan, or not to share their plan. If the staff 

member prefers to develop the plan independently, offer to review the plan and discuss 

it with them afterwards. See Gender Affirmation Plan Template on the UNSW 

LGBTQIA+ Hub. 

 

The following areas are likely to be included in a Gender Affirmation Plan: 

• administrative matters including change of name, title, gender, email address and 

mailto:access_equity_inclusion@unsw.edu.au
https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx
mailto:access_equity_inclusion@unsw.edu.au
https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support


   

 

 

UNSW staff identity card; noting that if the staff member would like to change their 

given name in UNSW systems, evidence of legal name changes are required 

• communications/information to be shared with colleagues, clients and other relevant 

people 

• a gender affirmation awareness session for colleagues or team, and the timing of 

this session 

• changes to work arrangements 

• gender affirmation leave entitlements 

• supports available to the staff member for personal and work-related matters 

• timeframes for changes to legal documents and/or any hormones/medical 

treatment/procedures which may affect the staff member’s working life. 

 

Responsibility 5: Discuss Plan with Diversity & Inclusion and/or HR Business 
Partnering Team 
If a plan is drafted, and the staff member gives consent, managers may discuss the 

implementation of the plan with Diversity & Inclusion and/or with their Human Resources 

Business Partner (see directory on HR Hub). If the staff member prefers, this 

conversation can be in confidence without revealing the details of the staff member. 

 

Diversity & Inclusion and P&C will work with managers and the staff member through all 

stages of the gender affirmation process at UNSW. This includes offering confidential 

support to help guide managers who may find the process new and challenging. 

 

To support the staff member’s team, Diversity & Inclusion can organise a gender 

affirmation awareness workshop for the team (and other colleagues where appropriate). 

This allows a safe space for Q&A, for better understanding gender affirmation and the 

gender affirmation process, practical tips for respectful behaviour, and a reminder of 

workplace and legal obligations. 

 

You can also find educational resources and internal and external community networks 

and support services here: Community & Support | Equity, Diversity & Inclusion - UNSW 

Sydney 

 

There may also be opportunity to connect with other managers who have successfully 

supported staff through the gender affirmation process at UNSW. Specialist advice and 

guidance can also be sought by managers through UNSW’s workplace inclusion partner 

Pride in Diversity.  

 

Responsibility 6: Communicating gender affirmation 
It is important that workplaces are comfortable and welcoming for all staff, especially 

those who are affirming their gender. Managers have a responsibility to ensure that 

team members understand, are aware of the situation and know how to appropriately 

respond. This is especially true for those who work closely with the staff member on a 

regular basis. 

 

It is recommended that the manager and the staff member who is gender affirming, 

discuss the preferred method of communicating their gender affirmation, for example, an 

email to the team outlining the situation, giving staff concrete advice about inclusive 

mailto:edi@unsw.edu.au
https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support


   

 

 

language and appropriate behaviour (what to say or not to say) and reminding them of 

their legislative obligations, the UNSW Code of Conduct and the UNSW Values in 

Action. 

 

References to resources, the UNSW LGBTQIA+ Hub Lived Experience Collection, 

information on TransHub, and videos like ABC’s You Can’t Ask That and BBC’s Free 

Speech could be included so colleagues can seek more information about gender 

affirmation, and how best to support the staff member.  

 

Managers can work with the staff member to decide on email content, the recipient list 

(based on working relationships) and timing. Managers must only send communications 

with the permission of the staff member affirming their gender. See Email 

Communications Templates on the UNSW LGBTQIA+ Hub. 

 

In addition to email communication, people may like to set up face-to-face or video team 

briefings (as a group), or 1:1 briefings, to share the news of their gender affirmation 

(with or without the staff member present at the briefings). Managers may be asked to 

organise these briefings on behalf of the staff member. 

 

Responsibility 7: Be informed – Professional Development for Managers and 
Teams 
 

A lack of knowledge and awareness of gender affirmation can create general 

discomfort, tension, and anxiety in a workplace where a staff member is gender 

affirming. 

 

While everyone is expected to behave in accordance with policies, there also needs to 

be opportunity for asking questions, clarifying expectations, and receiving accurate and 

timely information. As noted in Recommendation 4 above, managers can contact the 

Diversity & Inclusion to organise gender affirmation awareness training for teams 

through UNSW’s partnership with ACON’s LGBTQIA+ workplace inclusion partner Pride 

in Diversity. These sessions can be conducted without the staff member present. 

 

Team members who are in regular contact with the staff member affirming their gender 

are also encouraged to seek further information.  

 

Responsibility 8: Addressing and reporting harmful & disrespectful behaviour  
UNSW encourages reporting of behaviour that is harmful and disrespectful so it can be 

addressed to ensure UNSW is a safe and respectful workplace for everyone. If expected 

standards of behaviour are not being shown toward the staff member affirming their 

gender, managers may address the issue in consultation with the HRBP team and 

Diversity & Inclusion team. Failing this, staff can act according to UNSW’s complaint 

mechanisms. 

 

If anyone ignores the Equity, Diversity & Inclusion Policy (specifically Principles 2.3, 2.4 

and 2.5), they may be disciplined under the UNSW Code of Conduct. 

 

Emergencies 

https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf
https://www.jobs.unsw.edu.au/about-unsw/our-values-action
https://www.jobs.unsw.edu.au/about-unsw/our-values-action
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/lived-experience-collection
https://www.transhub.org.au/allies
https://iview.abc.net.au/show/you-can-t-ask-that/series/1/video/LE1517H003S00
https://www.youtube.com/watch?v=pvBwWeG4Rpc
https://www.youtube.com/watch?v=pvBwWeG4Rpc
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.unsw.edu.au/complaints
https://www.unsw.edu.au/complaints
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/equitystatement.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf


   

 

 

If you are on campus, call UNSW Security Rapid Response on 9385 6666 as your first 

contact point for any incident or emergency on campus 24 hours a day, 7 days a week. 

Security will contact emergency services and can direct them to your location on 

campus.  

 

At any time in any place in Australia, if you or others feel at risk, or consider the 

situation to be an emergency, call the Police or an ambulance on 000. 

 

There are also Help Points strategically placed around campus which directly connect to 

the Security Rapid Response control room. Find the Help Points on this map. 

 

You can also download the SafeZone app to your smart phone for direct access to: 

• Emergency contacts 

• Request a safety escort 

• Track the night security bus 

• Use the Friends Walk feature 

 

How to make a complaint 

If expected standards of behaviour are not being shown toward the staff member, the 

Manager should address the issue at local level in consultation with the Human 

Resources Business Partner and Diversity & Inclusion. Failing this, managers can act 

according to the University’s complaint mechanisms. 

 

Managers will be aware of complaint management processes at UNSW. 

 

Any staff member, including managers, may lodge complaints for themselves or for/on 

behalf of others. All complaints can be made through the UNSW Staff Complaints 

Portal. For more information, refer to the Staff Complaints Procedure. 

 

For confidential assistance on making a complaint or to discuss the complaints process, 

contact your HR Business Partner. 

 

How to report gendered violence 

The UNSW Gendered Violence Portal allows anyone to report an incident of sexual 

assault or harassment, whether they are directly affected, are witness to an incident or 

they are support person. 

Reports can be made anonymously. Anyone can report gendered violence here. 

 

Managers are to lodge all reports / allegations of gendered violence as soon as they are 

informed of them, in order to get timely assistance. 

 

Managers should note that breaches of the UNSW Equity Diversity & Inclusion Policy 

(specifically Principles 2.3, 2.4 and 2.5) may result in disciplinary action under the 

UNSW Code of Conduct. Managers need to be aware that any staff member can also 

lodge complaints externally if unsatisfied with the outcome from the UNSW complaints 

process.  

 

https://www.estate.unsw.edu.au/security/emergencies
https://www.estate.unsw.edu.au/sites/default/files/documents/KENC-Help-Points.pdf
https://www.unsw.edu.au/safezone
https://www.unsw.edu.au/planning-assurance/conduct-integrity/complaints-unsw/staff/staff-complaints
https://www.unsw.edu.au/planning-assurance/conduct-integrity/complaints-unsw/staff/staff-complaints
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/staffcomplaintproc.pdf
https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx
https://www.unsw.edu.au/planning-assurance/conduct-integrity/gendered-violence/make-report
https://www.unsw.edu.au/planning-assurance/conduct-integrity/gendered-violence/make-report
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/equitystatement.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/equitystatement.pdf
https://www.unsw.edu.au/content/dam/pdfs/governance/policy/2022-01-policies/codeofconduct.pdf


   

 

 

External complaints 

All staff have the right to lodge complaints externally if unsatisfied with the outcome by 

the UNSW complaints process. External complaints can be lodged with any of the 

following agencies: 

• NSW Ombudsman 

• NSW Anti-Discrimination Board 

• ACT Human Rights Commission 

• Australian Human Rights Commission 

• Independent Commission Against Corruption 

• NSW Police Force Information and Privacy Commission 

 

 

6. For staff supporting a colleague who is a ffirming their gender  
 

Supporting a colleague through gender affirmation processes can be a new experience 

for many people. The below recommendations can provide some guidance to help you 

support a colleague.  

 

Recommendation 1: Provide support to staff members affirming their gender 
Colleagues can be great source of support for individuals affirming their gender. 

 

Some people affirming their gender may want to confide in someone or have a ‘buddy’ 

they feel safe with to support them through their gender affirmation. Taking the time to 

have a conversation, be a sounding board, and having a regular ‘check in’ can be both 

helpful and reassuring. 

 

You may have varying levels of knowledge and may not be able to answer questions 

about processes or procedures immediately; however, it is ok to ask for advice or take 

more time to get better informed. 

 

If you are their first point of contact, refer them to this Guideline and suggest they 

develop a Gender Affirmation Plan (see Gender Affirmation Plan Template) as a first 

step. You can assist with this as far as you and they feel comfortable. 

 

You can also offer to accompany the staff member to meetings and make referrals to 

resources and services based on their needs. 

 

You do not need to have completed LGBTQIA+ Allyship @UNSW training to be an 

effective ally to someone affirming their gender. Being an effective ally means caring 

about others, valuing difference and human dignity, offering informed support and 

guidance, using inclusive language, and taking a stand on the use of inclusive and 

respectful behaviours in the workplace. Allies can be an immensely positive influence 

and help alleviate stress and anxiety for people affirming their gender. 

 

Tips for being an active Ally 

• Encourage others to use the correct names and pronouns for staff affirming 

their gender.  

https://www.ombo.nsw.gov.au/
https://antidiscrimination.nsw.gov.au/
https://hrc.act.gov.au/complaints/
https://www.humanrights.gov.au/
http://www.icac.nsw.gov.au/
https://www.police.nsw.gov.au/
https://www.ipc.nsw.gov.au/
https://www.edi.unsw.edu.au/sites/default/files/documents/Staff%20Gender%20Affirmation%20Plan%20Template.pdf


   

 

 

If someone else misgenders the staff member by using an incorrect name or 

pronoun, politely correct them (if the staff member is present or not). You can find 

further guidance in our LGBTQIA+ Hub Inclusive Language Guide. 

• Be conscious of your own language 

It is okay to make a mistake. If you do, correct yourself and move on, being mindful 

not to make a big deal out of it. Consider adding your own pronouns to your email 

signature or next to your name in online digital platforms like Moodle, Zoom and 

Teams. 

• Be patient, kind and respectful and avoid giving advice or tips 

Someone who is affirming their gender may experiment with different ways of self- 

expression (such as language, dress, and naming) as they discover what works for 

them. 

• ATP (Ask the person) or Don’t Ask! 

If you are unsure or concerned about an aspect of gender affirmation, do not be 

afraid to ask the individual, making sure your questions are respectful and relevant. 

It is inappropriate, for example, to ask about someone’s genitalia, surgery, or sex 

life. 

• Listen with an open mind 

Everyone is the expert on their own lives and one of the most important roles of an 

Ally is to listen and respect without judgement or criticism. 

• Be informed 

Check out the UNSW LGBTQIA+ Resource Hub for current and relevant 

information. Do not expect the person affirming their gender to take on the extra 

role of educating you about gender affirmation. Being positioned as the ‘expert’ on 

all things trans and gender diverse is an additional burden. 

• Be careful about confidentiality, information sharing, and ‘outing’ 

What someone tells you is not necessarily something they want everyone to know. 

Always keep information in confidence, unless you’ve been given explicit 

permission to share. 

 

Recommendation 2: Seek support for yourself 
If you are in the immediate team or work closely with the individual affirming their 

gender, your manager may organise a gender affirmation awareness session for the 

team to provide an opportunity to ask questions and better understand gender 

affirmation. 

 

You may also contact your Human Resources Business Partner and/or Diversity & 

Inclusion for confidential support. UNSW’s Employee Assistance Program (EAP), 

Converge International, is a confidential and free counselling service for all UNSW 

staff and their immediate family members. Converge International maintains 

complete confidentiality and privacy and does not share any identifying data with 

UNSW. Find out more about the EAP and how to book an appointment here. 

 

There are also many resources available for you can check out on the UNSW 

LGBTQIA+ Resource Hub. 

 

 

https://www.unsw.edu.au/content/dam/pdfs/edi/2025-12-lgbtqia-hub/2025-12-UNSW-Inclusive-Language-Guide.pdf
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx#built-environment
mailto:edi@unsw.edu.au
mailto:edi@unsw.edu.au
https://www.wellbeing.unsw.edu.au/eap
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support
https://www.unsw.edu.au/edi/diversity-inclusion/lgbtqia-community/lgbtqia-resource-hub/community-and-support

