Appendix 2
Template Transition Action Plan

This Transition Action Plan is designed to support colleagues through gender transition. It is intended to be completed by the individual and line manager or nominated point of contact.
	Checklist Item
	Tick / Date

	Date the individual plans to begin presenting in their affirmed gender

	▢

	Dates for planned absences (e.g. medical appointments)

	▢

	Agree who needs to be informed, when and how confidentiality will be managed. This might include HR, Occupational Health and the Head of Department.

	▢

	Discuss options for communicating with others: How would the individual like colleagues to be informed? Do they wish to inform colleagues themselves? Would they like their line manager to do this?

	▢

	Discuss and agree practical considerations, e.g.: ID and membership cards; HR employment record; Contact details; Email lists; Departmental records; Online staff profiles; Photo boards; Publicity materials

	▢

	Agree any next steps and set a date to review

	▢



