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LGBTQIA: Lesbhian, Gay, Bisexual, Transgender,
Queer, Intersex, Asexual in the Workplace

LGBTQIA employees face a unique set of challenges in the workplace. Your
GuidanceResources Employee Assistance Program understands this and is
available to help, not just at work, but also at home or in your community. This
resource guide explains how the EAP can assist with LGBTQIA-specific challenges
and offers HelpSheets™, flyers and posters of varying length to help your
workplace LGBTQIA communities and your colleagues as a whole understand

and work together. The first section is directed at helping those in the LGBTQIA
communities at your workplace. The second section can help fellow employees
understand the issues they face.

Resources Available Through Your ComPsych® GuidanceResources Program
Your GuidanceResources program has been designed to give you and your colleagues simple, fast, direct
access to confidential services 24 hours a day, seven days a week by phone, online or via our mobile site.
To help you better understand how your Employee Assistance Program works, here is an overview of
typical services offered by an EAP:

Confidential Counseling

Life can be stressful. The EAP offers relief with short-term counseling services for you and your
dependents to help handle concerns constructively, before they become issues. You can call anytime
about marital, relationship and family problems; stress, anxiety and depression; grief and loss; job
pressures or substance abuse. Your call will be answered by our highly trained GuidanceConsultants™,
clinicians who will listen to your concerns and guide you to the resources you need.

Work-Life Solutions

Too much to do, and too little time to get it all done? Work-life specialists at ComPsych do the research
and provide qualified referrals and customized resources for child and elder care, moving, pet care, college
planning, home repair, buying a car, planning an event, selling a house and more.

Legal Support

With GuidanceResources, you have an attorney on call. You can speak with an expert about divorce,
custody, adoption, real estate, debt and bankruptcy, landlord/tenant issues, civil and criminal actions
and other legal issues. If you require representation, you can be referred to a qualified attorney for a free
30-minute consultation and will be given a 25 percent reduction in customary legal fees thereafter.

Financial Information

Everyone has financial questions. With GuidanceResources, you can get answers about budgeting, debt
management, tax issues and other money concerns from on-staff CPAs, Certified Financial Planners® and
other financial experts, simply by calling the toll-free number.

GuidanceResources® Online

Guidanceresources.com and the mobile app, GuidanceNow®, allow anytime, anywhere access to expert
information on thousands of topics, including relationships, work, school, children, wellness, legal, financial
and free time. You can search for qualified child and elder care, attorneys and financial planners, as well as
ask questions, take self-assessments and more.

GuidanceResources benefits are strictly confidential. To view the ComPsych HIPAA privacy notice, please go to www.guidanceresources.com/privacy.
If you have questions regarding your company’s program, please contact your internal benefits manager or ComPsych account manager.
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How the GuidanceResources Program Can Help

Parenting Needs Financial Issues

» Adoption for same-gender couples » Credit card debt and liability

» Understanding IVF and other options  |dentity theft

 Child care concerns * Retirement planning

* Step-parenting issues * Income tax questions

» Special needs children » Dos and don'ts of commingled finances
» Choosing schools and colleges * Budgeting help

* Homework and study habits * Insurance issues

» Support for children of same-gender parents . .
PP ¢ P Counseling Assistance

Work-Life Balance « Grief or depression

» Gay-friendly vacation planning e Chronic iliness

* Wedding and event planning » Substance abuse/addictions

e Finding LGBT-supportive vendors * Domestic violence

» Pet sitting services » Parenting or relationship issues
* LGBT-supportive health care » Social rejection and bullying

» Support groups and community resources » Coming out socially and at work

° Harassment
Legal Concerns

. * Gender and sexual identity
» Name changes after marriage

e Co-parenting and custody rights

» Transgender rights

» Divorce and child custody

* Wills and estate planning

» Real estate/landlord-tenant relations

Encouraging a Healthier, Happier,
Better-educated Workforce

Your EAP is more than a response to crises or personal issues. It is a tool to
promote a healthier, more productive and more cohesive workforce. As such, we
regularly provide educational materials on thousands of health, well-being and
life topics. These materials, along with the GuidanceResources Online website
and GuidanceNow mobile site, are designed to encourage easy distribution.

The following materials are examples of what is provided and can be used to
educate and inform your colleagues. New materials are produced regularly, so
talk with your internal benefits manager about what else may be available to you.

Contact us anytime for confidential assistance.
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Coming Out at Work

Lesbian, gay, bisexual, transgender, queer, intersex and asexual (LGBT) people who wish to be open
about themselves may find that “coming out” is an easier process to do in their personal lives than at the
workplace. However, some LGBTQIA people would like to come out at work in order to relieve the daily
stress of hiding their “true self.” There is usually fear of discrimination or losing their jobs. In states where
there are clear laws in place to protect these workers, the may be minimal or no repercussions. But that is
not universally the case. You may want to use the following information to understand this situation.

Coming Out at Work

The benefits to employees coming out at work, including:

* Increased morale

e Elimination of daily stress caused by hiding or misleading

» Possibility of trusting professional relationships

e The breakdown of barriers to understanding diversity

Here are some ideas and practical steps that employees may want to consider prior to coming out at work:

« Inquire if your employer has a written policy of non-discrimination based on sexual orientation or gender
identity.

If possible, network with other LGBTQIA people at work who have come out. Ask for their advice about

and insight into how they approached the process and about their experiences afterward.

e Decide who to tell and what to say. It may be easier to find another LGBTQIA person or an ally to talk to.

» Consider visiting a counselor or an LGBTQIA organization for support. Additionally, your employee
assistance program (EAP) can connect people with local experts.

» Coming out at work does not require making a major announcement. Many times subtle hints are
appropriate. For example, employees might refer to their partners, or inquire about domestic partner
benefits offered by the company for those who are not married.

« If employees decide to tell co-workers in stages, they should be sure to communicate that some

colleagues may not be aware. Ask them to keep the information confidential. It may be best to begin with

a manager, as that implies a level of trust and may have a positive impact on the professional relationship.

Join an LGBTQIA professional organization, if there is one in the workplace or in the industry as a whole.
Many organizations exist on the local and national level. They offer workshops, conferences, networking
and provide labor law information for creating safe and equitable workplaces for LGBTQIA people.

Resources
* American Library Association Gay, Lesbian, Bisexual, and Transgendered Round Table: www.ala.org/ala/
magrps/rts/glbtrt/index.cfm

» Association of Gay and Lesbian Psychiatrists: www.aglp.org

* Human Rights Campaign: www.hrc.org

e Financial Services Industry Exchange: www.f-six.org

» Gay, Lesbian and Straight Education Network (GLSEN): www.glsen.org

» Gay, Lesbian, Bisexual and Transgender Employee Association of the U.S. Department of Justice: http://
dojpride.org

» Gays and Lesbians in Foreign Affairs Agencies: www.glifaa.org

» Gay and Lesbhian Medical Association: www.glma.org

Lesbian and Gay Veterinary Medical Association: www.lgvma.org
» Out and Equal Workplace Advocates: www.outandequal.org

National Lesbian and Gay Journalists Association: www.nlgja.org

National Organization of Gay and Lesbian Scientists and Technical Professionals: www.noglstp.org

National Lesbian and Gay Bar Association: www.lgbtbar.org
Contact us anytime for confidential assistance.
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Coping with Discrimination at School:
Tips for Parents of Gay and Transgender Children

In addition to the usual stressors of adolescence, many lesbian, bisexual and transgender youth also face
discrimination because of their sexual orientation or gender expression. Recent studies have shown that over
a third of LGBT students experienced physical harassment at school on the basis of sexual orientation and
more than a quarter on the basis of their gender expression. Discrimination against LGBT youth in school is a
serious matter. The following guidelines can help you assist your gay teenager deal with discrimination they
may face at school.

Helpful Tips

It is crucial that your teenager knows you are there for him or her. Ask how he or she is doing in school,
especially if you suspect he or she might be having a hard time. Let your child know you are available to talk
and listen.

Find out whether your teenager’s school has a Gay-Straight Alliance. There are over 3,000 Gay-Straight
Alliance clubs in schools throughout the United States. These organizations provide support for LGBT youth
and help address discrimination in schools. If your school does not have a club, you may want investigate
how your teenager can start one.

Contact the Gay, Lesbian and Straight Education Network. GLSEN is an organization that tries to ensure
that individuals within a school are valued and respected regardless of sexual orientation or gender identity.
GLSEN can provide you, your teenager and the school’s administration with support and advocacy tools to
help create a safer and more tolerant school environment. GLSEN can also help you set up a Gay-Straight
Alliance at your teenager'’s school.

If your child is being bullied at school, you might want to:

* Meet with school official to plan a course of action to prevent any further harassment. Parents might want
to invite the school psychologist, guidance counselor, principal or vice principal to attend.

* Hold a meeting with the parents of the bully or bullies to understand if they are receptive to intervening.

» Find out if the school has an anti-discrimination policy. If the school does not, you can lobby for one to be
created.

e Document all harassment and take legal action if necessary.

Resources

» Gay, Lesbian and Straight Teachers Network (GLSEN): www.glsen.org

» Gay-Straight Alliance (GSA): http://gsanetwork.org/

* PFLAG: Parents, Families, & Friends of Lesbians and Gays: www.pflag.org

Contact us anytime for confidential assistance.
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Tips for Coming Out

For lesbhian, gay, bisexual, transgender, queer, intersex or asexual (LGBTQIA) people, the
decision and process of coming out is very personal. Each person’s situation is unique and
there are no definite right times or ways to come out to family, friends or co-workers.

« It is usually easier to talk to one person at a time than a group.
» Choose a time to have the conversation when everyone is relaxed and has time to talk.
» Give people time to react.

» Be prepared for any questions the person might have, but know you aren’t obligated to
answer them.

» Be prepared for both good and bad reactions.

Here when you need us.

Call:

TTY: 800.697.0353

Online: guidanceresources.com
App: GuidanceNow*"

Web ID:

Contact us anytime for confidential assistance.

Copyright © 2013 ComPsych Corporation. All rights reserved. This information is for educational purposes only.
ComPsych complies with applicable federal civil rights laws and does not discriminate on the basis of race, color, national origin, age, disability or sex.
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Educating the Wider Workforce on LGBTQIA Issues

- Understanding Lesbian, Gay, Bisexual and Transgender Terms
- Coming Out

- Workplace Diversity: Standing Together

- What does transgender mean?

- \What does it mean to be a transgender person?
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Understanding Lesbian, Gay, Bisexual and
Transgender Terms

Many common terms and symbols used by people in the gay and lesbian community may not be easily
understood by everyone. Comprehending the terminology helps facilitate communication between gay,
lesbian, bisexual, transgender, queer, intersex and asexual people and their friends, relatives and co-workers.
Ally

An ally is a straight, or cisgender, person who supports equality and acceptance for LGBTQIA people and
their causes.

Asexual/Asexuality

These terms refer to a lack of sexual attraction to others, or little desire for sexual contact with others.
Bisexual or Bi

These terms refer to a person who is physically attracted to both men and women. Bisexuals can be in
relationships with either an opposite- or same-gender partner.

Cisgender

A term used by some to describe people who identify with the gender they were assigned at birth.

Civil Union

A civil union typically gives same-sex couples legal rights and protections as determined by the country, state
or county law. Some countries that legally recognize same-sex marriage and/or civil unions include Belgium,
Canada, Denmark, Finland, France, Germany, Iceland, Netherlands, New Zealand, Norway, South Africa,
Spain and Sweden.

In the Closet/Not Out

People who are not open about being gay or leshian are considered to be “in the closet” or “closeted.” Gays
and lesbians who do not keep their sexuality secret are “out of the closet.”

Coming Out

This phrase refers to the process of a person publicly identifying him or herself as gay, lesbian, bisexual or
transgender. This term is a shortening of the phrase “coming out of the closet.” The “coming out process”
refers to the time it takes for a person to be honest about his or her sexuality to friends, relatives and co-
workers (also see outed).

Domestic Partner (or Partner)

This term is sometimes used to refer to the significant other when both people in a couple commit to each
other but are not married. The couple does not have to be united in a civil union or marriage to be considered
partners. These individuals may live together, share living expenses, and/or have a child or children together.
Don’t Ask, Don’t Tell

This is a shortened version of the military policy “Don’t Ask, Don't Tell, Don't Pursue, Don't Harass.”
According the policy, instituted in 1993, the military was not to ask service members about their sexual
orientation and allowed them to serve as long as their orientation was not public. Don’t Ask, Don't Tell
(DADT) was the official United States policy on homosexuals serving in the military from December 21, 1993
to September 20, 2011. On July 6, 2011, a ruling from a federal appeals court barred further enforcement of
the U.S. military’s ban on openly gay service members. The official end of DADT was September 20, 2011
and the new law allows gays and lesbians to serve openly.

Drag

Drag refers to dressing in costumes (and acting in a manner) commonly associated with the opposite gender.
Drag shows often present men who dress as women. However, both women and men may adopt a drag
look.

Family

Often this term used is used by individuals in the LGBTQIA community to describe their close circle of
friends. Sometimes, this is a reaction to having been ostracized by their biological family.

Contact us anytime for confidential assistance.
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Femme

This word is typically used to describe a leshbian who has feminine traits. Another term is lipstick lesbian. The
opposite to this term is butch, which is generally considered pejorative.

Gay

This term usually refers to men who are emotionally and sexually attracted to men. In recent decades, the
term being “out” has become more acceptable.

Gay Pride

June is celebrated as “Pride month"” in the United States and Europe. The month was originally designated
to commemorate The Stonewall Riots. During Pride month, communities hold dances, parades, film festivals,
street fairs and other special events. The focus is on LGBT awareness, celebration, support and progress
toward equal rights (also see Stonewall).

Genderqueer

A term used to describe people who experience their gender identity and/or gender expression as falling
outside the categories of male and female. This may mean they define gender as somewhere in between
male and female, or that they identify as completely different from these terms. This is not a synonym for
transgender and should only be used if the person self-identifies as genderqueer.

LGBTQIA

LGBTQIA is the abbreviation for Gay, Lesbian, Bisexual, Transgender, Queer, Intersex and Asexual.
Homophobia/Homophobic

These terms refer to a fear of LGBTQIA people. It is often displayed as intolerance or hatred.
Homosexual

An outdated and derogatory term for someone who is emotionally and physically attracted to people of the
same gender. The terms “gay” and “lesbian,” in the appropriate cases, are preferred.

Lesbian
A lesbian is a woman who is physically and romantically attracted to other women.
National Coming Out Day

National Coming Out Day (held every October 11) is an awareness day that encourages people to be open
and honest about their sexuality and demonstrate their presence in all walks of life.

Outed

Being “outed” is a slang term used when an LGBTQIA person'’s sexual identity is disclosed by another
person. This most commonly happens in the media when a celebrity’s sexual identity is made public.
However, it can occur in the workplace or other situations when someone’s sexual identity is made known
without his or her consent (also see closet).

Pansexual
Someone who is attracted to others regardless of sex or gender.
Pride Flag (or Rainbow Flag)

A flag with stripes in a rainbow of colors (red, orange, yellow, green, blue, purple, brown and black) is
considered a universal symbol of the LGBT community. It signifies diversity and inclusiveness.

Queer

Formerly a derogatory slur, the term has been embraced and reclaimed by many in the LGBTQIA community
to identify people who are not heterosexual.

Sexual Orientation

This term is used when referring to the words heterosexual, gay, lesbian or bisexual; people use these words
when defining their sexuality. This is not the same as sexual preference, as that phrase implies that there is a
choice in sexuality.

Contact us anytime for confidential assistance.
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Stonewall

The Stonewall Inn tavern in New York City's Greenwich Village was the site of a number of violent conflicts
between the New York City Police and groups of gays who patronized the tavern. On June 28, 1969, a raid
on the tavern was resisted and it became a clash people now refer to as the Stonewall Rebellion, Stonewall
Riots or simply Stonewall. It is considered the first act of civil rights for the gay community.

Straight
This term is used to describe anyone who is heterosexual.
Transgender

This is an umbrella term for people whose gender identity and/or gender expression is different from what is
typically associated with the sex they were assigned at birth. Many transgender people will take hormones or
undergo surgery to change their bodies, but not all transgender people will take those steps.

Resources

e Human Rights Campaign: www:.hrc.org

» Parents, Families, & Friends of Lesbians and Gays: www.pflag.org
» National Lesbian & Gay Journalists Association: www.nlgja.org

¢ GLAAD: www.glaad.org

Contact us anytime for confidential assistance.
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Coming Out

For gay, lesbian, bisexual or transgender (LGBT) people who wish to be open about their sexual orientation,
“coming out of the closet” is a process of accepting oneself as well as opening up publicly to others.

The decision and process are very personal. There are no set of rules or steps to take as each situation is
unique. A LGBT person may choose to come out slowly to just a few trusted friends or to everyone at once.
Additionally, the reactions of those who are told will vary. Thus, coming out is often viewed as an act of
bravery and authenticity.

Being in the Closet

While being gay, lesbian, bisexual or transgender is more visible in today’s society, it is still taboo in many
communities. Thus, many LGBT people are “in the closet” and live secretive lives.

LGBT people can be in the closet in varying degrees, from outright denial of their own sexuality to simply not
discussing their personal life at all.

Being closeted can cause great stress as it takes energy to maintain such a level of secrecy at all times. While
some LGBT people never come out, others find the masquerade too difficult and the hiding they do keeps
them from developing honest relationships with others.

Coming out can be a very scary process. However, people who do come out usually find the experience to
be liberating and empowering. They often find personal satisfaction in being honest about themselves.

When should someone come out?

Each person'’s situation is unique and there are no definite “right” times or ways to come out to family,

friends or co-workers. Before coming out, a LGBT person generally considers the following:

* How they feel about themselves. The LGBT person should be comfortable with their sexual identity
before deciding to come out to anyone else.

» Researching how others have come out - especially in the local community - and have a plan.
Being prepared makes the process easier.

» Coming out is not a one-time event; it is a process. LGBT people can choose to tell some people and
not others depending on their comfort level. The person coming out should not feel pressured to reveal
everything right away. Nor should someone else step in to “out” that person.

» Getting support. It is important that they have somewhere or someone to turn to if coming out is met
with disappointment or angry reactions.

Who should be told?

In the coming out process, it is good for LGBT people to start by telling the people who they are closest to
and trust the most. When the time is appropriate, others can be approached. LGBT people should not feel
there is anybody who “must” be told.

If an LGBT person feels the need to come out but does not know where to start, they may consider visiting a
counselor or an LGBT organization for insight and support. Additionally, employee assistance program (EAP)
guidance counselors can connect LGBT people with local experts.

How to Handle Reactions
The reactions people have when they learn someone is gay, lesbian, bisexual or transgender will be different
in every situation. If you know someone considering coming out, he or she should consider the following:

» Allow people time to adjust to the announcement. Friends, family and co-workers might need to let the
information sit before they are able to ask questions or react.

* Some people may question why they were told. Someone who is coming out should be prepared for such
questions but should not feel obligated to answer them.

Contact us anytime for confidential assistance.
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* Some people may be supportive. Others may react harshly. Someone who is coming out should be
prepared for both reactions. Unfortunately, they also should be prepared for negative reactions.

* LGBT people who come out at work and face discrimination and/or harassment should document the
events and actions. Depending on company policy, supervisors or human resource personnel should
be notified. Many states have enhanced laws to protect LGBT rights, so there may be legal recourses
available.

Resources
* Human Rights Campaign: www:.hrc.org
» Parents and Friends of Lesbians and Gays: www.pflag.org

Contact us anytime for confidential assistance.
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Workplace Diversity: Standing Together

Whether you are employed at an office, farm, restaurant, manufacturing facility or store, odds are you are
surrounded with people from different cultures and backgrounds. Being employed in such a diverse and
inclusive workforce requires sensitivity to the cultural backgrounds, native languages and social practices of
those around you. This is particularly true at times or heightened racial or ethnic tensions.

We all know the importance of embracing the differences between individuals by recognizing everyone’s
unique contribution to the organization. Employees who work well together and treat each other equally and
with respect are the foundation for any successful enterprise. Often, that means taking the extra step to head
off misunderstandings before they happen, as well as being understanding and patient with others who may
make a mistake that offends you in some way.

The following suggestions can help anyone, whether a manager for employee, ensure that their workplace is
a more inclusive, productive and accepting environment for everyone, even during difficult times.

Identifying Our Hidden Biases

Diversity is a word that refers to differences in race, ethnicity, gender, religion, sexual orientation, age,
physical health and other differences in backgrounds or lifestyles. The challenge at work and in our daily lives
is to see others as individuals and to not judge them based on appearances or other aspects of their lives.
Recognizing and accepting our differences can lead to more understanding and a better, more productive
environment for everyone.

Discrimination based on appearance or other factors can be both blatant and subtle. A hidden form of bias
occurs when people unintentionally stereotype. The best way to combat this is to be more aware of how we
communicate, act and react toward others.

» Be aware of and avoid words, images and situations that suggest people of one type of group are all the
same or even hold the same opinions. These kinds of words and gestures cause harm, even if they are
unintended.

* When describing co-workers, friends or clients, use race, ethnic origin or other identity only when relevant.
In most cases, it is not necessary.

Avoid clichés, qualifiers and connotations that reinforce stereotypes. They are often interpreted as ignorant,
superior or offensive.

Realize that patronizing remarks aimed at specific groups can be offensive not only to those about whom
the remarks are being made, but to others as well.

The ASK Model for Valuing Diversity

With so many personalities, cultures and backgrounds, there is great potential for miscommunication and
false impressions to disrupt workflow and create bad feelings among co-workers. Of course everyone has
the right to express his or her opinion and needs to respect the opinions of others, even if disagreed with. But
work is not the place for controversial or potentially inflammatory comments. When in doubt about whether
what you have to say may be insensitive to others, keep the ASK model of valuing diversity in mind:

» A is for awareness of self and others. Be aware of how your words and behaviors affect others, as well as
how their words and behaviors affect you. Also be aware of your own assumptions and prejudices.

» S is for sensitivity and skills. Being sensitive and empathetic toward and willing to understand other
people’s needs, views and feelings is the key to developing effective, multicultural communication skills.
Develop ways to communicate that reflect an understanding of and response to other people’s views, as
opposed to telling them your view and how they should behave as a result.

» K is for knowledge. Seek to learn about cultures, experiences and values different from your own. Offer to
share knowledge of your experience with others. The more knowledge we have of each other, the more
we can truly embrace and value the diversity around us.

Contact us anytime for confidential assistance.
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The New Golden Rule

Another step you can take is to use the New Golden Rule. Sometimes referred to as the Platinum Rule, it
states: Treat others the way they would like to be treated, not the way you would like to be treated. If you're
confused about what that means, ask them. Your question will help avoid misunderstandings and can open a
valuable exchange of information. Some other tips to keep in mind:

» Understand and respect individual differences. Remember that not everyone sees things the same way
you do and keep an open mind toward others.

» Be assertive. Let other people know how you want to be treated, and don’t be afraid to speak up if
something makes you uncomfortable. How will people know that you find a particular expression or
behavior offensive unless you tell them?

» Be thankful if someone has the courage and sensitivity to tell you how you've offended them. Don't get
defensive; the only way you can correct the situation is through honest communication.

What Else You Can Do

Ellen Bettman’'s Without Bias: A Guidebook for Nondiscriminatory Communication offers some ideas on

positive ways to experience diversity:

* Make a list of things unique to your culture and ask a co-worker of a different nationality to do the same. By
sharing the lists you will discover interesting differences and, likely, some similarities.

» Experience a new viewpoint, by tasting food from a different culture, volunteering for an organization
whose members are different from you or attending a religious service of a different faith or culture.

« |f your co-workers tell bigoted jokes or use racist/sexist/homophobic language, ask them to stop. At the
very least, they should alter their behavior in your presence.

If approached with care, most people welcome questions about their heritage and culture. It is a way for

them to inform you of their preferences and experiences, and a way for you to learn more about human
differences.

Contact us anytime for confidential assistance.
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What does transgender mean?

Transgender individuals are people with a gender identity—their internal sense of being male, female or
neither—that is different from the sex assigned to them at birth.

The way an individual expresses their gender identity is frequently called “gender expression,” and may or
may not conform to social stereotypes associated with a particular gender. Someone who was assigned
the male sex at birth but who identifies as female is a transgender woman. Likewise, a person assigned the
female sex at birth but who identifies as male is a transgender man.

Gender identity is neither the same as, nor necessarily related to, sexual orientation. Transgender people may
be straight, lesbian, gay or bisexual.

Some individuals find it necessary to transition from living and working as one gender to another. These
individuals often seek some form of medical treatment, such as:

» Counseling
* Hormone therapy
» Gender confirmation surgery

Be aware that not all transgender individuals follow the same pattern. Some individuals do not pursue
any forms of medical treatment because of their age, medical condition, lack of funds, or other personal
circumstances.

Transitioning
A transgender individual’s gender transition usually proceeds in the following order:

* Meet with a mental health provider to ascertain what steps are most appropriate to address the lack of
congruity between their gender identity and the sex assigned to him or her at birth.

After appropriate evaluation and counseling, the individual may begin a course of hormone therapy, usually
under the supervision of both a health provider and an endocrinologist.

» After a period of time, an individual may be ready to commence the “real life experience,” which is when
an individual transitions to living full-time in the gender role that is consistent with his or her gender
identity. It is at this point that employers and co-workers are most often made aware that an employee is
transgender and undertaking a gender transition.

Note that an employee'’s transition should be treated with as much sensitivity and confidentiality as any
other employee’s significant life experiences. Employees in transition often want as little publicity about their
transition as possible.

During the “real-life experience” stage of a co-worker’s gender transition, individuals live and work full-time in
the target gender in all aspects of their life. This includes:

¢ New Clothing. Once an employee has informed management that they are transitioning, the employee
will begin wearing clothes associated with the gender to which the person is transitioning.

» Changing names. Managers, supervisors and co-workers should use the name and pronouns appropriate
to the employee’s new gender in employee records and in communications with others regarding the
employee.

* Restroom access. Once a transitioning employee has begun living and working full-time in the gender
that reflects their gender identity, they will want access to restrooms and (if provided to other employees)
locker room facilities consistent with their gender identity.

* Pronouns. Some transgender people will prefer to be identified with the pronoun, he or him, she or her, of
their new gender. Other transgender and non-binary people prefer the gender-neutral terms they or them in
all cases.

Contact us anytime for confidential assistance.
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Coming Out at Work

For transgender people who wish to be open about themselves, coming out of the closet is a process of
accepting oneself as well as opening up publicly to others.

The decision and process are very personal. There is no standard set of rules or steps to coming out. A
person may choose to come out slowly to just a few trusted friends or to everyone at once. Additionally,
the reactions of those who are told will vary. Thus, coming out is often viewed as an act of bravery and
authenticity.

Resources

Some content in this article was gathered from the United States National Library of Medicine (NLM). The
NLM is part of the National Institutes of Health, an agency of the Department of Health and Human Services:
www.nlm.nih.gov.

More information about transgendered or transsexual people can be found online:

e The Human Rights Campaign: www:.hrc.org

e Parents, Families, and Friends of Lesbians and Gays: www.pflag.org

» Gay and Lesbian Alliance Against Defamation(GLAAD): www.glaad.org

¢ International Foundation for Gender Education: www.ifge.org

e Transgender Law and Policy Institute: www.transgenderlaw.org

» National Institutes of Health: www.nIm.nih.gov/medlineplus/gaylesbianbisexualandtransgenderhealth.html

» Office of Personnel Management: www.opm.gov/policy-data-oversight/diversity-and-inclusion/
reference-materials/gender-identity-guidance

» Centers for Disease Control and Prevention: www.cdc.gov/Igbthealth

Contact us anytime for confidential assistance.
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What does it mean to be a transgender person?

Transgender is a description of people whose gender identity or expression differs from the gender they were
assigned at birth. It is important to note that the term transgender is an adjective and should not be used as a
noun. For example, it is appropriate to refer to someone as “a transgender person,” but not appropriate to refer to
someone as “a transgender.”

Some transgender people may no longer identify with their birth name. For some people, being called by this name
can be a major source of anxiety. Therefore, it is important to respect and use the individual's preferred name.

"ou

It is also important to respect an individual's preferred pronouns, such as referring to oneself as “he” “she” or
“they.” If you do not know which pronoun to use when speaking to or about the person, try to first listen to the
pronouns other people use when interacting with them. If this is not possible, introduce yourself and mention the
pronouns you prefer to use for yourself. For example, you may start the conversation by saying, “Hi, my name

is John, and | use 'he/him’ pronouns. How about you? " If it is not possible to ask someone about their preferred
pronouns directly, try using the singular “they"” to avoid misgendering them. In the event that you make a mistake
later and use the wrong pronoun during conversation, apologize sincerely and move on with the conversation.
Avoid lingering on your mistake.

Get into the habit of asking for preferred pronouns whenever you meet someone new. If you are organizing a
meeting or event, encourage everyone in the room to share their preferred pronouns when introducing themselves
or to note their preferred pronouns on their nametag.

Some transgender individuals may choose to undergo hormone therapy or gender confirmation surgery, a
physician-supervised intervention which brings one’s body into alignment with one’s gender identity. However not
all transgender individuals are able or choose to do so. Some individuals may use the term transgender to identify
themselves because they may identify with more than one gender or with no gender at all. Other people may
simply feel that they are able to express their gender without medical therapies.

Gender identity is neither the same as, nor is it necessarily related to, sexual orientation. Gender identity refers
to an individual’s internal sense of being male, female, a blend of both or neither. Sexual orientation refers to who
an individual is attracted to, who they choose to have relationships with and the sense of identity related to these
preferences. Transgender individuals may be straight, lesbian, gay, bisexual, asexual or queer.

Resources

The information on this page was gathered from GLAAD. You can access their website at www.glaad.org.
More information can be found online:

e The Human Rights Campaign: www:.hrc.org

» Parents, Families, and Friends of Lesbians and Gays: www.pflag.org

» National Center for Transgender Equality: https://transequality.org

Contact us anytime for confidential assistance.
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What does transgender mean?

Transgender individuals are people with a gender identity—their internal sense of being male,
female or neither—that is different from the sex assigned to them at birth.

Gender identity is neither the same as, nor necessarily related to, sexual orientation.
Transgender people may be straight, lesbian, gay, bisexual or asexual.

Some individuals find it necessary to transition from living and working as one gender to
another. These individuals often seek some form of medical treatment, such as:

» Counseling
» Hormone therapy
« Gender confirmation surgery

Be aware that all transgender individuals are just that, individuals. Some do not pursue any
forms of medical treatment because of their age, medical condition, lack of funds, or other
personal or cultural circumstances.

Here when you need us.

Call:

TTY: 800.697.0353

Online: guidanceresources.com
App: GuidanceNow*™

Web ID:

Contact us anytime for confidential assistance.
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