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Sample Gender Diversity Accommodation Plan: A Universal Design Approach
The chart below is an example of an effective, individualized accommodation plan that incorporates the benefits of other universally designed policies, to provide systemized support to gender transitioning employees. More information can be found in the Policy Guidelines for the Achievement of Employee Equity.

Gender identity, expression, and gender transition can vary greatly; what works and feels affirming for one employee will not apply to everyone. Therefore, this accommodation plan should be created in collaboration with any employee requesting transition support. Additionally, all employees should be made aware of this resource, but no employee should be forced to use it.

You may choose to use or modify this form according to your needs.
	Proven Need
	Recommended Accommodation Action

	
Pronouns
	To effectively support a transitioning employee, organizations should consider privately asking the following:
Which pronouns the employee uses.
When the employee would like to be referred to by those pronouns; and 
With whom. 


	
	For further guidance on this point, refer to:
Navigating Name & Pronoun Changes in the Workplace microlearning.	Comment by Kyle Weitz: Link
Employee Name Change Sample Form. 
Inclusive Workplace Policy Guidance.


	Records

	To effectively support a transitioning employee, organizations should consider amending all company records (physical and digital), databases, directories, staff photos, and communications to ensure the employee is correctly identified by their chosen name and chosen pronouns.

	Change Facilities & Washroom Access
	To effectively support a transitioning employee, organizations should consider providing gender inclusive change facilities, private spaces, or gender inclusive washrooms, as per the employee’s identified needs and preferences. 
This support should be accompanied by all-staff training on gender-inclusive spaces and education for leaders on navigating push-back. 

	
	For further education and guidance on this point, refer to:
Universal Washrooms: A Quick Guide microlearning.
Accessible & Inclusive Washrooms: Addressing Concerns microlearning.
Inclusive Workplace Policy Guidance.


	Equipment & Uniform
	To effectively support a transitioning employee, organizations should consider adopting gender-affirming dress code/grooming policies.

	
	For further guidance on this point, organizations may refer to the Inclusive Workplace Policy Guidance.

	Communication
	To effectively support a transitioning employee, organizations should answer the following questions with the employee:
What information will be shared to facilitate the employee’s accommodation plan.
Who this information will be shared with; and
How this information will be shared.
The employee should be integrally involved in reviewing/drafting all communications sent concerning themselves/ their transition. This includes determining who sends out the communication. 
Communications may include notice of name and/or pronoun change to the following:
To management team.
To other staff who work with the individual. 
To external collaborators, clients, partners, etc.
Communications may also include notice by management to staff regarding expectations under the Respectful Workplace Policy, with respect to a workplace that affirms the human rights and inclusion of gender diverse persons and all other protected characteristics.

	
	For further guidance on this point, refer to:
Navigating Name & Pronoun Changes in the Workplace microlearning.	Comment by Kyle Weitz: Link
Employee Name Change Sample Form. 


	Education
	To effectively support a transitioning employee, organizations should consider additional training that would provide management and staff with the tools and resources to foster an inclusive work environment.

	
	For further guidance on this point, organizations may refer to:
The Respectful Workplace Policy Guidance.
IDEA Training: Find Your Journey microlearning.	Comment by Kyle Weitz: Link
Maximizing the Potential of IDEA Training microlearning. 

	Safety Plan
	To effectively support a transitioning employee, organizations should consider co-developing a safety plan with the employee. A safety plan should address:
What supports or accommodations the employee requires to feel safe at work (i.e., being relocated, a shift in duties, reduced workload)
Who the employee will report concerns to and how.
How the employee would like to be supported if misgendered, referred to by an improper pronoun, name, etc.
Who will conduct one-to-one reviews with the employee to ensure the effective provision of supports, and the frequency.
The employee’s rights under an organization’s Accommodations and Respectful Workplace Policy, inclusive of grievance and complaint resolution processes.


	Mental Health and Medical Care
	To effectively support a transitioning employee, organizations should consider providing health benefits that are inclusive of gender affirming treatment as well as mental health care. 

	
	For further guidance on this point, organizations may refer to the Leave and Benefits Policy Guidance.

	Leave

	To effectively support a transitioning employee, organizations should consider providing leave specific to employees undergoing gender-affirming care or otherwise transitioning. Leave should be inclusive of a return-to-work plan. This plan should:
Determine when the employee will return to work.
Determine how the employee will return to work—for example, remotely, in-office, or hybrid.
Plan for supports needed to facilitate employee's successful return to work – for example, do they require relocation, shift in workload, and/or additional check-ins. 


	
	For further guidance on this point, organizations may refer to the Leave and Benefits Policy Guidance.

	Remote Work
	To effectively support a transitioning employee, organizations should consider providing flexible work arrangements that allow the affected employee to work remotely for the duration of their transitional processes or permanently—as per employee need and to the point of undue hardship.

	
	For further guidance on this point, organizations may refer to:
The Flexible Work Arrangements Policy Guidance.
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