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Guidelines for
LGBTIQA+ Inclusivity

These guidelines demonstrate the commitment
made by Carers Tasmania and Care2Serve to
maintaining a safe, inclusive and respectful
environment promoting diversity and freedom from
all forms of discrimination and harassment.
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Our commitment to inclusion

We welcome, support and include First Nations carers and carers who may identify as LGBTIQA+ and carers of all
genders, sexualities, cultural beliefs, and abilities. We value and respect the diversity of carers and their lived and
living experiences. We recognise that carers are the experts in their own lives.
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About this Procedure

These guidelines apply to All staff, Board Directors, volunteers, contractors and
(Scope) visitors.
Authorisation This guideline is issued under the authority of the

Executive Manager Carer Services

Specific roles and responsibilities Executive
e Providing leadership and driving change management
processes

e Maintaining oversight of processes, system
development and review that support inclusive
workplace practices

e Enabling participation by LGBTIQA+ staff and
consumers

e Fostering an inclusive culture within the organisation

e Implementing LGBTIQA+ -inclusive practice and
monitoring that it is consistent with policy and
procedures

e Supporting staff to understand their obligations to
LGBTIQA+ consumers

e Investigating and managing poor performance /
breaches.

Staff

e Informing and implementing change

e Demonstrating effective inclusive practice in their
interactions with other team members, and carers

e Participating in activities that improve practice and
outcomes for colleagues and consumers

e Participating in reference groups or other
organisational committees relating to LGBTIQA+-
inclusive practice.

Guideline owner This guideline is owned by the Executive Manager Carer
Services

Exclusions Nil

Guideline category Service Delivery

Review frequency Biennial
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Related documents and requirements

Procedure context - this procedure relates to:

Organisational policies e Attraction and Retention Strategy

e Child Safe Statement of Commitment

e Domestic and Family Violence Policy

e Privacy and Consent Policy

e Workplace Discrimination and Harassment Policy
e Health, Safety and Wellness Policy

e Leadership Policy

e Recruitment and Selection Policy

e Safeguarding Policy

e Workplace Bullying Policy

Organisational procedures e Recruitment and Selection Procedure
e Transition at Work Plan
Organisational forms, record keeping, e Consent Script
other documents
Standards e Rainbow Tick Standards 3rd Edition
e ASES Standards Certificate Level 2022
Legislation e Sex Discrimination Act 1984 (Commonwealth)

e Sex Discrimination Amendment (Sexual Orientation,
Gender ldentity and Intersex Status) Act 2013
(Commonwealth)

e Anti-Discrimination Act 1998 (Tas)

e Births Deaths and Marriages Act 1999; Amendment
Act 2019 (Tas)

e Fair Work Act 2009 (Commonwealth)

Contractual obligations Staff Employment Contract

Introduction

Carers Tasmania and Care2Serve are committed to maintaining a safe, inclusive and respectful
environment by promoting diversity and freedom from all forms of discrimination and harassment.

We understand that fear of discrimination might cause LGBTIQA+ people to avoid seeking services or
applying for a position with us. Our organisations provide essential support to unpaid carers providing
unpaid care or emotional support to a family member or friend with disability, mental ill health, chronic
or life-limiting condition, alcohol or other drug dependence or who is frail or aged. We strive to deliver
services free of discrimination to all users and workers.

We acknowledge that for every individual who contacts us, their first experience with us provides an
indicator of how we aim to live up to this commitment. We recognise that by modelling respectful,
inclusive and culturally safe behaviour, we create a welcoming and inclusive environment where people
of all genders, sexualities and LGBTIQA+ carers and workers feel able to fully engage.
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Purpose

These guidelines have been developed to:
e Increase the capacity of employees to understand and provide support to carers or their recipients
identifying as LGBTIQA+
e Support managers and co-workers to understand and provide support to LGBTIQA+ workers,
including when they are transitioning gender.

Definitions

We recognise that the definitions listed below may not encapsulate the full spectrum of identities
covering gender and sexuality.

LGBTIQA+ Acronym for Lesbian, Gay, Bisexual, Trans, Intersex, Queer (or
sometimes questioning), Intersex, Asexual and others. The +
represents other gender and sexual identities which don’t fit into the
letters.

Gender Is part of how a person understands themself. A person’s gender does
not necessarily mean that they have the characteristics of their
biological sex.

Sex Refers to a person’s biological and hormonal sex characteristics. Sex is
different from gender.

Gender Identity A person’s sense of whether they are a man, woman, non-binary,
agender, genderqueer, gender fluid, or a combination of one of more
of these. Gender can be binary (either a man or a woman), or non-
binary. Gender identity may be fixed or fluid and evolving over time.

Intersex Status A person has physical, hormonal or genetic features that are neither
wholly female nor wholly male; a combination of female and male; or
neither female nor male. This status is about biological variations and
is different to gender identity.

Gender expression Is the way in which a person publicly expresses or presents their
gender. This can include but is not limited to behaviour, clothing,
appearance, voice, and other forms of presentation.

Gender diverse Is an umbrella term for a range of different genders. There are many
terms that gender diverse people may use to describe themselves,
including gender fluid, gender questioning, or
genderqueer. Language in this area is fluid and always changing.
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Non-binary

Affirming gender

Heteronormative

Cisgender

Gender dysphoria

Transgender (or trans)

Transitioning

Sistergirl / Brotherboy

Deadnaming

Is a term to describe people whose gender sits outside the description
of man and woman or male and female. A person who is gender fluid
might feel like a mix of genders, or like they have no gender at all.

Means affirming the gender that matches a person’s gender identity.
For example, if a person was assigned male at birth and identifies as
female, the person affirms their gender as female.

Is a view that presents gender roles as fixed and heterosexuality as
the norm. It assumes that there are only two distinct genders and is
also related to behaviour or attitudes consistent with male or female
gender roles, examples of heteronormative language include:
husband/wife; male/female; man/woman; she/he; father/mother;
ladies/gentlemen

Is a term used to describe people whose gender is the same as that
assigned to them at birth. E.g., cis woman, cis man.

Is a recognised medical condition in which a person’s sex assigned at
birth does not match their gender identity or expression and the
person is experiencing significant psychological distress that is
affecting their daily life. Not all trans and gender diverse people have
gender dysphoria and of those who have dysphoria, for many it
ceases with access to gender affirming health care.

An umbrella term used to refer to people whose assigned sex at birth
does not match their gender identity.

Is the process of affirming and expressing a person’s internal sense of
gender rather than the gender assigned to them at birth. A medical
transition is the process by which a person changes their physical sex
characteristics via hormonal intervention and/or surgery to more
closely align with their gender identity. A social transition is the
process of making others aware of one’s gender identity, changing
name and pronoun in social settings, legal documents, and changing
gender expression. Some people prefer the term ‘affirmation’ rather
than ‘transition’.

Terms used by some Aboriginal or Torres Strait Islander communities
to describe transgender people. How the words Sistergirl and
Brotherboy are used can differ between locations, countries and
nations. It is important to note that not all First Nations people who
are transgender use these terms.

Deadnaming is where a person is called by the name they no longer
use because it does not align with their current experience or their
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Lesbian

Gay

Bisexual (bi)

Queer

CALD

Champion / Ally

Intersectionality

Lumary
Employment Hero

Staff/Employee

gender. It can be distressing to the person to use a former name as
this may be perceived as denying their gender identity.

A person who identifies as a woman and is sexually and / or
romantically attracted to other people who identify as women.

A person who identifies as a man and is sexually and / or romantically
attracted to other people who identify as men. The term gay can also
be used in relation to women who are sexually and romantically
attracted to other women.

A person who is sexually and / or romantically attracted to people of
the same gender and people of another gender. Bisexuality does not
necessarily assume there are only two genders.

A term used to describe a range of sexual orientations and gender
identities. It was once used as a derogatory term and still considered
as such by many older LGBTIQA+ people. It is sometimes used as an
umbrella term to describe the full range of LGBTIQA+ identities and is
also used as a political statement or resistance to heteronormativity
and homonormativity.

Acronym for Culturally and Linguistically Diverse.

Also known as a supporter. This is a person who supports, upholds,
advocates and promotes a safe and inclusive culture for people
identifying as LGBTIQA+. A champion can also call out inequality and
help to create safe and inclusive spaces and affirm and elevate the
voices of the LGBTIQA+ community.

Recognition of the way in which different aspects of a person’s
identity can expose them to overlapping forms of discrimination or
marginalisation. This can include social characteristics such as
Aboriginality, gender, sex, sexual orientation, gender identity
ethnicity, language, religion, age and socioeconomic status.

The organisational Client Relationship Management system
The organisational human resource management application

All staff including full time, part time, casual, contractors, volunteers
and Directors.
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Barriers to inclusion

Carers Tasmania and Care2Serve understand that a safe and inclusive culture is one which protects the
health and wellbeing of carers and employees. We acknowledge that employees who know that they are
safe from discrimination and feel that they are valued, accepted and part of a team are more able to fully
contribute.

To build and maintain a safe, inclusive and respectful culture we acknowledge that there are many layers
of discrimination which people may experience. We recognise that people have many different aspects to
their identity which may increase a person’s risk of discrimination.

We break down barriers which prevent a person from engaging when we:
e Use a person’s preferred pronoun
e Provide training
e Use badging with recognisable symbols such as flags
e Ensure forms, language and processes are inclusive
o Network with culturally diverse groups
e Provide gender neutral facilities
e Treat all people with respect and dignity

When we address these barriers, we seek to ensure that the experience of working for or seeking support
from us is free from any form of discrimination. What we do in practice and the way we communicate are
equally important in creating an open and safe experience.

It is important to remember that what is experienced as culturally safe is often specific to the person and
context. We recognise that a person can belong to one or more diverse groups and work towards gaining
an understanding of the multiple layers of discrimination that a person may experience.

Information, Privacy and Communication

LGBTIQA+ employees and carers should feel safe to work for our organisation or access its services.

All employees and carers have the option of providing personal information including their sexual
orientation, gender identity and or intersex status (if they choose) with the expectation that their
information will be treated respectfully and that there are systems in place to protect their privacy.

Please refer to the organisations’ Privacy and Consent Policy.

Disclosing information
Disclosing personal information can be of concern to employees and carers who identify as LGBTIQA+ for
a number of reasons:
e They might live in a small community or have family who they have not discussed their identity
with
e Disclosure might not fit with other cultural norms or understandings
e Any breach in confidentiality, even if unintentional, may result in increased risk to that person.
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There may be fear associated with disclosure, or that that their gender identity will be questioned; that
there may be prejudice, discrimination, or that they may be referred to inappropriate services.

When disclosures are made, we will ensure that information is managed in a way that the risk of
unintended disclosure is mitigated. For example, if a person chooses to disclose, they have the right to
determine how this information is recorded and to whom that information is made available.

Carers Tasmania and Care2Serve have processes in place to:

e Check what information the person would like to disclose in the event of an emergency or crisis,
i.e., to emergency services, emergency contacts. For example, a person may use their preferred
name with us as their trusted service provider, but might not be ready to use it with people in the
community

e Ensure that we do not retain information that is disclosed to us by a third party, for example, a
third party such as a family member disclosing information about a client or person that they care
for

e Our records show who disclosed the information and the way in which we can use that
information within our organisations

e We enable changes to information (such as gender) within our systems where requested by the
person.

Requesting information

The way that Carers Tasmania and Care2Serve collect information is governed by our Privacy & Consent
Policy.docx. Our employees use a Consent Script to ensure that when people call us, we clearly explain the
sort of information we collect and why and ask for consent to collect that information. People have the
right to choose not to disclose information to us if they do not feel comfortable doing so.

We attempt to collect as much information as possible because this helps us to provide a better service.
However, we also understand that some people may be hesitant to disclose personal information.

When requesting information, employees should consider why we are asking for information and
whether it is necessary. For example:

e Only collect information about a client’s sexual orientation, gender identity, intersex status and/or
relationship status when appropriate and from the client themselves or their nominated
representative and with consent

e Registration and referral forms ask the question ‘what is your gender identity’ and empower the
person to respond with how they identify (Gender: Male / Female / Non-binary / Prefer not to say
/ Not stated or inadequately described)

e When collating information, it is important to capture the way in which the person chooses to
describe their relationships (such as family and preferred emergency contacts)

e Where a legal name has to be obtained, if it is not their preferred name, explain why it is needed.

Recording information
Lumary is the system that we use to store and manage carer records, it has mechanisms and controls
which ensure we only capture, and store information required to provide service with consent. Consent is
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also required to share information stored by the organisation. For example, client file records include
gender, non-binary and opt-out options as well as an opportunity to provide gender detail. Clients are
given greeting options for written documents which include non-disclosure and non-binary and are asked
if they have a preferred name. The preferred name is made prominent on the top left-hand side of the
Lumary screen. If any person changes their name, the file name is changed to reflect their request.

There is an option for clients to identify as LGBTIQA+ if they choose.

Employment Hero, which is used for our Human Resources function ensures that employee files are only
accessible by those with direct need to know. This includes sensitive information such as an employee’s
Transition Plan.

Sharing information
If a carer consents to their information being shared for the purposes of partnerships or referrals, we will
undertake individual case-by-case discussions and may ask questions like:

e “Are you happy for us to identify you as a same sex couple?”

e “Which pronouns do you use at home?”

e “Are you happy for us to share your information so we can best align with your needs?”

e When we are helping to find appropriate services, we might ask questions like, “How would you

like to be referred to with other people and services, and in correspondence such as email?”

It is important that Carers Tasmania and Care2Serve are known as an organisations that foster diversity,
inclusion and respect.

At Care2Serve, when discussing referrals with an organisation, they should know that we like to work with
organisations who aim to create a safe service delivery culture free of all forms of discrimination,
harassment and bullying. There will be circumstances where we can ask questions like “are you able to
provide a support worker who is inclusive....?”

It is important to remember that how a person would like to be supported will be different for different
people and in different circumstances.

Carers Tasmania and Care2Serve’s Safeguarding Policy.docx outlines our commitment to non-
discriminatory and inclusive practice.

Respectful communication — Salutation, preferred name and pronouns
Tips for respectful and inclusive communication:
e Avoid making assumptions about a person based on age, voice, appearance, marital status, formal
documentation
e |tisimportant to take notice of a person’s salutation, preferred name and pronoun and address
them in a way which is respectful and aligns to their identity. However, if you are unsure, you
could use gender neutral greetings l.e. “Hello, how can | help you today?”
e Use gender neutral pronouns if you are unsure of a person’s gender:
o Gendered pronouns: She/Her/Hers and He/Him/His
o Gender neutral pronouns: They/Them/Theirs
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o Be careful of excluding people by only using heteronormative language. For example, it is ok to
use ‘partner’ or ‘significant other’ instead of ‘spouse’

e When talking with people about service referrals it’s ok to say something like: “You might be
aware that most of the service delivery options in the area are binary gender specific. Could we
talk about which option would work best for you and if there is anything else you might need to
feel supported?”

When talking with a person who has transitioned, remember:
e It’s not ok to use the name or pronoun they used to be referred by
¢ Avoid statements such as ‘when you were a female or when you were a male...” as it undermines
their affirmed gender
¢ If you make a mistake, apologise and make a note to get it right next time.

Manager Responsibilities

Managers have an obligation under the Anti-Discrimination Act (Tas) 1998 ensure that employees are
treated fairly and not discriminated against. Examples of discrimination include:
e The use of gender identity where it is not relevant to their ability to perform the genuine
requirements of the position
o Refusing to change an employee’s name on personnel files, emails, ID cards and other documents,
at their request
e Requiring a person to use a toilet or change room that does not match their affirmed gender is
gender identity discrimination
e Refusing time off for medical appointments

Joking, gossiping and asking questions which are inappropriate may also constitute forms of
discrimination, or bullying and harassment. Examples of questions which are considered inappropriate
include:

e Questions about the person’s body including anatomy

¢ Whether the person has or intends to have surgery

e Whether the person is on hormone treatment

¢ The person’s sexuality.

Please refer to the organisations’ Workplace Discrimination & Harassment Policy.docx
and Workplace Bullying Policy.docx.

Managing disclosure

Carers Tasmania and Care2Serve have a responsibility to ensure that a person making a disclosure has a
clear understanding of what type of information is required and why, and what impact the giving or
withholding of that information has on organisational capacity to provide a safe working / caring
environment for them.

Transitioning in the workplace
If a person decides to transition in the workplace, there are steps which management will take to help the
employee to feel safe and supported whilst they go through this process. The employee may wish to
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work with their manager to complete a Transition at Work Plan. A Transition at Work Plan offers the
employee an opportunity to share what their needs are, any concerns they may have and outline ways in
which they could be supported. It also makes provision to discuss strategies which raise awareness and
understanding for other workers to help support them through the process. A Transition at Work

Plan.docx template is available if the employee would like to plan the information they would like to share

with colleagues and options for how this could be communicated.

It is up to the person who is making the transition to decide if they would like to complete a Transition at
Work Plan.docx, if they do not want to, that wish must be respected. Reassure them that the organisation
has a Workplace Discrimination & Harassment Policy.docx and Workplace Bullying Policy.docx and a
Grievance Resolution Procedure.docx in place if they experience discrimination and that the option of
developing a transition plan remains open.

Health considerations and leave
As a manager, you do not need to know if a person is undergoing hormone treatment, surgery or
counselling but it is important to gain some level of understanding. For example:
e Gender dysphoria is a recognised medical condition and must be treated as such if an employee
discloses it
e Sex affirmation surgery is not chosen by all trans and gender diverse people
e Hormone treatment can affect people in different ways. A transitioning employee may require
some flexibility when it comes to taking time off for medical appointments or surgery

Responding to concerns and reactions from other staff members

Managers model acceptable and appropriate behaviour in an organisation and should be prepared to
respond to questions or concerns from other staff members. Managers should consider the types of
guestions or concerns that may be raised and develop positive and affirming responses to reinforce
support for an inclusive and safe organisational culture.

Transitioning in the workplace
Some aspects that may be discussed with a person transitioning in the workplace include:
e Do you plan to transition to your preferred gender? If yes, do you have a date in mind?
e Do you plan to change your name? What date would you like us to start using your preferred
name?
e How are you hoping things will progress over the coming months?
e What do you think your needs might be over the next few months?
e How can we plan to support you best through this process?
e Isthere anyone else who needs to know at this stage?
e Do you have someone in mind who might be able to offer you support through this process?
e Do you wish to announce the change yourself or would you like a manager to? How can we
support that? What would you like employees to know such as new name, pronouns..?

Managers will need to progress changing names in systems, profiles and email addresses, Intranet and
internet access, personnel, payroll and HR files, ID badge and the Employee Phone List.

Equipping Employees
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Employees will be provided with training, discussions, resources and tools necessary for confidently
supporting the LGBTIQA+ community.
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