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Guidelines for Supporting Transgender and Gender 
Diverse Employees 
 
 

 

 

1 – Guideline Name 

Guidelines for Supporting Transgender and Gender Diverse Employees 

 

2 – Purpose 

Halifax Regional Municipality is committed to maintaining fair and equitable employment 

practices, fostering a harassment-free work environment and supporting our organizational 

value of diversity and inclusion. These Guidelines are designed to educate employees and 

promote a workplace culture in which transgender and gender diverse employees feel 

supported, fully included and safe. 

 

In accordance with the Nova Scotia Human Rights Act, these best practice Guidelines 

have been developed to: 

• Set the Municipality’s expectations for supporting an employee’s gender identity 

and gender expression. 

• Ensure transgender and gender diverse employees have equal access to all aspects 

of work-life culture and the work environment. 

• Promote dignity, respect, equality and a harassment-free workplace for employees 

of any gender. 

 

3 – Applicability 

These Guidelines apply to all Halifax Regional Municipality employees, volunteers, student 

trainees, interns and contracted workers. 

 

4 – Definitions 

These Guidelines have been created with the intent of being as accurate, respectful, and 

inclusive as possible at the time of development. As language and terminology evolve over time, 

all reasonable efforts will be made to provide modifications to these guidelines. Following is a 

list of terms used in this document. See the accompanying Supporting Transgender and Gender 

Diverse Employees Handbook for additional terminology. 

 

In the context of this document: 

Original Implementation Date July 2017 Approved by Jacques Dubé, CAO 

Date of Last Revision  Approved by  

Effective Date of Last Revision   Approved by  
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Cisgender means a man or woman whose gender identity that matches the sex they were 

assigned at birth (e.g., an individual who was assigned female at birth, and whose gender 

identity is woman). 

 

Gender Binary means a system used for dividing sex and gender into two separate and 

opposite categories of male/man/masculine and female/woman/feminine. This system is not 

inclusive for people whose gender identity cannot fit into the categories of man and woman. 

 

Gender Expression includes behavior and outward appearance such as dress, hair, make-up, 

body language, and voice, may not align with societal expectations of gender and is therefore 

not a reliable indicator of their gender identity. Additionally, a person’s chosen name and 

pronouns are common ways they express their gender. 

 

Gender Identity means each person’s internal and individual experience of gender, i.e., their 

sense of being a woman, man, both, neither, or anywhere along the gender spectrum. A 

person’s gender identity may be the same as or different from their sex assigned at birth. 

Gender identity is distinct from, and should not be confused with sex, or sexual orientation. 

Some people’s sense of gender is static and stays the same over time. Some people will 

experience fluidity in their gender over time. 

 

Gender Spectrum means a range of gender identities between or outside of the categories of 

male and female. 

 

Gender Diverse means a term used to describe a variety of gender identities that fall out 

outside of the binary of cisgender men and women. 

 

Gender Non-conforming means people whose appearance or behaviour does not match what 

their society expects for their gender. This can include clothing, hairstyle, voice, or body 

language. For example, a woman who wears short hair or a man who wears nail polish may be 

seen as gender non-conforming. 

 

Self-identification means the right for people to identify with the gender they feel internally. 

 

Transgender means people whose gender identity differs from the sex they were assigned at 

birth. 

 

Transition means an individual’s process of aligning their gender expression with their gender 

identity. Everyone’s transition is different. Transition can include any combination of the 

following but is not limited to: changing one’s name legally and/or socially; using a new pronoun; 

coming out to family, friends and/or co-workers; hormone therapy; gender-affirming surgery; 

accessing different gendered spaces; shifts in wardrobe or other means of gender expression. 

The choices that a person makes about their transition are personal, individual and may happen 
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gradually or in stages. A person’s gender expression may not ultimately match the expectations 

of others or society and should not be required to. 

 

Workplace means Halifax Regional Municipality’s physical work-sites, washrooms, locker 

rooms, lunch rooms, training facilities, business travel locations, conferences, work sponsored 

social gatherings, vehicles and work-related internet or social media activity, whether on 

municipal property or otherwise. 

 

5 – Roles and Responsibilities 

 

Executive Directors/Chiefs of Business Unit, Directors, Managers and Supervisors 

Executive Directors/Chiefs of Business Unit, Directors, Managers and Supervisors are 

responsible for: 

• Promoting and modelling respect and inclusion in the workplace. 

• Establishing a respectful and harassment-free environment for all employees. 

• Ensuring all employees are provided the opportunity and ability to access all relevant 

levels of professional development. 

• Taking responsibility and action to be educated in relevant subject matter (understanding 

gender identity/expression, awareness of legal documents, and the Municipality’s 

policies, procedures and resources). 

• Taking reasonable action to address any issues that violate the Respectful Workplace 

Policy and Guidelines for Supporting Transgender and Gender Diverse Employees, as 

well as any affiliated policies. 

 

Employees 

Employees are responsible for: 

• Familiarizing themselves with the Guidelines for Supporting Transgender and Gender 

Diverse Employees and accompanying handbook. 

• Treating all individuals with respect and dignity. 

• Maintaining and supporting a positive workplace that is free of harassment and 

discrimination as described in the Respectful Workplace Policy. 

• Understanding and actively demonstrating the values of the Municipality. 

• Participating in all relevant professional development opportunities. 

• Supporting the creation of a healthy and safe work environment that promotes individual 

and organizational well-being. 

• Carrying out their work in a way that values diversity and respects human rights as set 

out in the Human Rights Act of Nova Scotia. 

 

Human Resources 

Human Resources is responsible for: 

• Modelling respect and inclusion in the workplace. 
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• Maintaining and promoting a positive workplace that is free of harassment and 

discrimination. 

• Responding to inquiries from employees and management. 

• Consulting with subject matter experts to support business units and employees in 

creating a diverse and inclusive environment. 

• Developing and maintaining guidelines and/or policies and additional resources. 

 

6 – Guidelines 

 

In December 2012, the Nova Scotia Human Rights Act was amended to specifically 

incorporate the protection of transgendered persons from discrimination.1
 
The amended Act 

explicitly includes gender identity and gender expression as prohibited grounds of 

discrimination and harassment. 

 

Harassment, based on a prohibited ground of discrimination under the Nova Scotia 

Human Rights Act, violates the Municipality’s Workplace Rights Harassment Prevention 

Policy. To discriminate, harass, or hinder the advancement of an employee based on 

these protected grounds can lead to discipline up to and including termination of 

employment. 

 

Principles 

These Guidelines provide a positive, proactive approach that promotes and protects the rights 

of transgender and gender diverse employees, including: 

 

• Acknowledging self-identification as the sole determinant of gender identity. 

• Supporting accessibility to work spaces and work environment experiences 

corresponding to gender identity. 

• Inviting their participation in workplace transition planning. 

 

The following guidelines are further explained in the Supporting Transgender and Gender 

Diverse Employees Handbook, which includes a Transitioning in the Workplace section, to 

assist all employees in navigating the process. 

 

Privacy and Confidentiality 

All employees have a right to personal confidentiality and privacy. Unless an employee has 

authorized and requested disclosure of their transgender or gender diverse identity, it should 

not be disclosed or discussed at the workplace. 

 

Intentionally outing someone can be considered a form of harassment. Even if the employee 

 

1  Bill no. 140 Transgendered Persons Protection Act. 
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discusses with you their desire to disclose their transgender/gender diverse identity to others, it 

is their decision, if, when, where, and how they will do so. For example, do not send an email 

to all employees or make a formal announcement because a transgender employee is 

transitioning or has joined the workplace (unless that employee has specifically requested 

such communication to facilitate their process). 

 

If it has been determined that an employee’s transgender/gender diverse identity must be 

shared for legal reasons, the employee must be notified prior to the information being 

disclosed. The employee must be informed with whom the information will be shared and the 

purpose behind sharing this sensitive information (e.g., criminal record check). 

 

Names and Pronouns 

All employees, including transgender and gender diverse employees have the right to be 

addressed by their chosen name(s) and pronoun(s). This is true regardless of whether the 

employee has legally changed their name or the sex/ gender on their legal documentation. It is 

important to note that deliberately addressing an employee by the incorrect name(s) and/or 

pronoun(s) may be considered a form of discrimination. This does not include inadvertent slips 

or honest mistakes, but it does apply to the deliberate and persistent refusal to acknowledge 

and respect an employee’s gender identity by not using the employee’s identified name(s) and 

pronoun(s). 

 

Dress Guidelines 

All employees have the right to dress in a manner consistent with their gender identity. 

No employee should ever be required to dress or present themselves in a stereotypically 

feminine or masculine way to be treated respectfully and to participate in the workplace. 

Employees should be free to choose which available clothing is appropriate for them. 

 

Work Life and Social Events 

Employees have a right to participate safely and fully in all aspects of work life in accordance 

with their gender identity. Limiting participation based on an employee’s birth-assigned sex or 

status of medical transition is prohibited. When planning and executing work-related events or 

activities, practice diversity and inclusion by avoiding activities based on gender and considering 

the needs of participants (e.g., access to an all-gender washroom). 

 

Gender Specific Work Assignments 

Where gender-specific work assignments or duties exist, employees will be assigned in ways 

that make them feel safe and comfortable and, if requested by the employee, are consistent 

with their gender identity. 

 

In rare instances, there may be a need to assign work on a gender-specific basis (e.g., a female 

life guard assigned to a female-only swim time). Placing a transgender or gender diverse 

employee in a gender-specific assignment or requiring them to perform gender-specific duties 

should consider the employee’s comfort/safety level and, if requested by the employee, 
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correspond to their gender identity regardless of their sex assigned at birth. 

Requiring medical transition or providing “proof” of the employee’s gender identity (by 

requiring a doctor’s letter, identity documents, etc.), to be eligible for gender-specific 

assignments or duties, is not acceptable. 

 

Limiting or modifying the duties of transgender or gender diverse employees based on 

concerns from the public or co-workers is not acceptable, unless requested by the 

employee based on their safety/comfort.  

 

Employee Washrooms & Change Rooms 

All employees have a right to safe washroom and change facilities. All employees have the 

right to use facilities that they are comfortable using and that correspond to their gender 

identity, regardless of their sex assigned at birth. When accessing gender-specific facilities, 

an employee does not need permission to use the washroom that aligns with their gender 

identity. 

 

• No single solution will work for every work site; however, all work sites will seek 

solutions that are safe, accessible and respectful to transgender employees. 

• Where possible, an easily accessible2, all-gender washroom will be provided for 

use by any employee who desires increased privacy, regardless of the 

underlying reason (e.g., medical, religious, cultural, gender identity, gender 

expression, etc.). 

• It is important that the use of an all-gender washroom is a matter of choice for an 

employee and not a result of harassment and discrimination in a gender-specific 

facility. If possible, more than one all-gender washroom is encouraged. 

 

7 – Related Guidelines or Policies 

Nova Scotia Human Rights Act  

Respectful Workplace Policy 

 

8 – Contact 

Human Resources Business Partner 

 

9 – Attachments 

Supporting Transgender and Gender Diverse Employees Handbook 

 

 
2 Accessible refers to both a non-stigmatizing location within the workplace and the process to access that location, 
as well as physically accessible for people with accessibility concerns (e.g. wheelchair accessible). 

 

http://nslegislature.ca/legc/statutes/human%20rights.pdf
http://insidehrm/businessunits/HumanResources/Documents/WPR_anti-harassment_07.pdf

