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1. Introduction/Purpose of Policy 
 
This policy is in response to the need for the Institute of Technology Carlow to recognise the range, type 
and nature of gender diversity within its student and staff body and in particular to form a policy 
framework to ensure good practice in its approach to diversity.  

 
This policy is underpinned by the key principle of respect for all and recognises the need for equality, 
dignity and respect for all students and staff, current and prospective, of the Institute.  

 
Its purpose is to guide institutional action and to direct procedures that impact upon gender expression. 
It also recognises the legal and regulatory framework within which the Institute operates. 

 
The Principles underpinning this policy should inform all decision-making within the Institute and should 
be incorporated, as far as is practical, into the routine operations of the Institute. 

2. Scope of Policy 
 
This policy applies to all Institute of Technology Carlow students, staff and contracted staff members.  

3. Definitions  
 
Key Definitions relevant to this policy are included below, and are sourced from TENI (Transgender 
Equality Network Ireland). For a more detailed list, please see Appendix 1.  

 
Sex: The designation of a person at birth as male or female based on their anatomy (genitalia and/or 
reproductive organs) or biology (chromosomes and/or hormones). The phrase “sex assigned at birth” 
(replacing “biological sex”) is a more accurate and respectful way to acknowledge the process of sex 
assignation that occurs at birth. It might not be possible in all cases (e.g. intersex) to identify an individual 
as male or female at birth. For trans people, assigned sex may differ considerably from gender identity 
(see definitions of Transgender and Intersex). 
 
Gender Expression: The external manifestation of a person’s gender identity. Gender can be expressed 
through behaviours and external characteristics society, in general, perceives as feminine or masculine 
such as, through mannerisms, grooming, physical characteristics, social interactions and speech patterns. 
 
Transgender: Refers to a person whose gender identity and/or gender expression differs from the sex 
assigned to them at birth. This term can include diverse gender identities. 

 
Trans or trans: Commonly used shorthand for transgender. Avoid using this term as a noun: a person is 
not 'a trans'; they may be a trans person. 
 
Transphobia: The fear, dislike or hatred of people who are trans or are perceived to challenge 
conventional gender categories or ‘norms’ of male or female. Transphobia can result in individual and 
institutional discrimination, prejudice and violence against trans or gender variant people. 
 
Transition: A process through which some transgender people begin to live as the gender with which they 
identify, rather than the one assigned at birth. Transition might include social, physical or legal changes 
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such as coming out to family, friends, co-workers and others; changing one's appearance; changing one’s 
name, pronoun and sex designation on legal documents (e.g. driving licence or passport); and medical 
intervention (e.g. through hormones and/or surgery). 
 
Non-binary: An umbrella term for gender identities that fall outside the gender binary of male or female. 
This includes individuals whose gender identity is neither exclusively male nor female, a combination of 
male and female, or between or beyond genders. Similar to the usage of transgender, people under the 
non-binary umbrella may describe themselves using one or more of a wide variety of terms (See definition 
of Androgynous, Gender Fluid, Genderqueer, Gender variant). 
 
Intersex: Refers to individuals who are born with sex characteristics (such as chromosomes, genitals, 
and/or hormonal structure) that do not belong strictly to male or female categories, or that belong to 
both at the same time. Most individuals who are intersex do not identify as transgender or do not consider 
themselves covered by the transgender umbrella.  
 
Surgery: A set of surgical procedures that alter a person’s physical appearance or the functioning of their 
existing sexual characteristics.  
 
 

4. Legal Framework 
 
The Institute of Technology Carlow recognises and, by virtue of this policy, seeks to uphold its legal 
obligations in relation to gender expression and will constantly strive to respect and support any staff 
member or student’s identity, expression and transition.  
 
Consequently, this policy has been developed and will be reviewed on an ongoing basis, having regard to 
all applicable laws, including but not limited to:  

• The European Convention on Human Rights; 
• Bunreacht na hÉireann 1937; 
• The Employment Equality Acts 1998 – 2015;  
• The Equal Status Acts 2000-2015;  
• The Gender Recognition Act 2015; 
• The Irish Human Rights and Equality Commission Act 2014;  
• The Data Protection Acts 1988 -2018. 

5. Key Principles/Commitments 
 
The Institute of Technology Carlow aims to give support and understanding to those individuals who wish 
to take, or have taken steps to present themselves in a gender different to the gender assigned at birth. 
The Institute recognises that the period of transition can be very complicated and difficult for the 
individual and would wish to act in a supportive and sensitive way to ease any transition period.  
 
The Institute aims to create an inclusive space for all trans, intersex and gender variant students and staff, 
that the Institute will strive to create a workplace and learning environment that is free from 
discrimination, harassment or victimisation, where all staff and students are treated with dignity and 
respect regardless of the gender identity or expression  
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No prospective or current members of staff or students will be treated less favourably than any other, 
whether before, during or after their employment or time studying at the Institute of Technology Carlow 
on the grounds of gender identity or reassignment.  
 
The following principles/commitments underpin all activities of the Institute of Technology Carlow in this 
regard: 
 

• We adopt the philosophy of inclusive environments - promoting equality and diversity as well as 
being committed to maintaining, for students and staff, an environment of dignity and respect; 

• We support student’s and staff’s gender expression, ensuring that students and staff experience 
a positive and tolerant environment within the Institute; 

• We endeavour to use gender neutral terms as far as is practical and to use non-gender key student 
and staff identifiers (such as student/staff numbers), in preference to gender-laden identifiers; 

• We recognise that students and staff may identify with any or no gender, and that each student 
and staff member has their own unique identity; 

• We will balance the dual needs of the student or staff member’s desire to have a preferred name 
and identity, while also maintaining an accurate account of the record of each student/staff 
member; 

• In defining these Principles, the Institute recognises it obligations, specifically under the Equal 
Status Act 2000-2015, as well as the Employment Equality Acts 1998-2015; 

• The Principles underpinning this policy should inform all decision-making within the Institute and 
should be incorporated, as far as is practical, into the routine operations of the Institute. 

• This policy should be interpreted and applied taking into account changing legislation, social 
conditions and terminology used in relation to gender expression, and in the most inclusive 
manner possible  
 

6. Obligations of the Institute and Students/Staff members 
 
Obligations of the Institute of Technology Carlow 
In support of the above principles/commitments, the Institute of Technology Carlow will: 

• Not discriminate against staff or students, current or prospective, on the grounds of gender 
expression;  

• Not discriminate against people on the grounds of any process of gender transition (social, 
physical, medical or legal) begun or completed; 

• Facilitate students and staff to express their gender without fear of consequences; 
• Not tolerate harassment or bullying of students or staff on the basis of gender expression; 
• Respect the privacy of all students and staff; 
• Endeavour to provide a safe and respectful environment in which any student or staff member 

can choose to be open about their gender; 
• Endeavour to provide reasonable supports for students and staff members undergoing medical 

procedures related to gender reassignment; 
• Encourage student and staff training and awareness to ensure a supportive environment; 
• Remove unnecessary gender distinctions within the Institute environment; 
• Develop best practice and policy in line with legislation. 
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Obligations of all Institute Staff and Students 
In support of the above principles/commitments, all staff and students of the Institute are expected to 
behave in a non-discriminatory, open and respectful manner1. 
 
In particular, staff and students are expected to avoid unacceptable behaviours, such as: 
 

• Refusing to recognise or work with a member of staff or a student who is trans or non-binary; 
• Deliberately excluding a trans or non-binary person from any work or work-related activity on the 

grounds of their gender identity; 
• Excluding or isolating someone because they are trans or non-binary; 
• Intentionally revealing the trans or non-binary status of a person to others without permission, 

by disclosing information to individuals or groups – in other words, ‘outing’ someone; 
• Not respecting a person’s gender identity because one thinks the individual is not sufficiently 

‘convincing’ in their gender role;  
• Refusing or failing to acknowledge that they are living in their self-identified gender; 
• Verbally or physically threatening a trans or non-binary person; 
• Transphobic jokes, name-calling, or display of pictures that insult or offend; 
• Sexual, racist, ageist, homophobic or other forms of harassment that are used to target 

transgender or non-binary individuals in indirect or alternative ways. 
 
Obligations of Institute Staff and Students availing of this Policy 
 
If and when availing of the provisions of this policy, a student/staff member should be cognisant of 
corresponding obligations that they may have. These include: 

• The need to adequately engage with the Institute in respect of following policy and procedural 
processes; 

• The impact of decisions on their record within the Institute and future needs to connect their 
preferred identity to their formal record. 

7. Appropriate Language and Terminology 
 
Institute of Technology Carlow staff and students must always respect the gender identity in which a 
person presents. Sometimes you may not be able to determine a person’s gender immediately, so it is 
acceptable to ask questions, if necessary, to avoid confusion. Nevertheless, it is also important to do this 
in a polite and non-intrusive manner. 
 
Appendix 1 provides some guidance on language and terminology to ensure that people of all genders are 
treated with respect. 
 
Please see Appendix 2 for a glossary of terms, which explains gender and transition-related processes. 

 
1 As per the Institute’s Dignity at Work Policy and the Staff and Student Codes of Conduct 
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8. Communications 
All communications, both internal and external, online and offline, by Institute of Technology Carlow staff 
and students should be consistent with the principles of respect and non-discrimination, which form the 
basis of this policy. 
 

9. Confidentiality 
 
Transgender and non-binary staff/students have the right to discuss their gender expression openly, or to 
keep that information private. Do not tell others about a person’s gender status without permission. To 
do so may be a violation of the dignity, identity and privacy of the individual.  
 
If documents have to be kept which identify any element of an individual's birth identity, then they should 
be kept, as far as is reasonably practicable, confidential. 

10. Physical Facilities  
 
The Institute of Technology Carlow will endeavour to ensure that all students and staff members have 
access to appropriate physical facilities, such as toilets and changing rooms. This will include access to 
male only, female only and/or gender neutral/universal access facilities, as preferred by the student/staff 
member.  In some circumstances,  which will be discussed with the student or staff member, this may only 
be possible from the point of when they have completed their (GRC) Gender Recognition Certificate form. 
 
The Institute of Technology Carlow currently has seven Universal Access toilets in six buildings, and are 
committed to having more of these facilities when new builds or refurbishments are undertaken. In 
particular, the Institute is committed to ensuring that all Institute buildings provide at least one universal 
access toilet per building. 
 
The Institute will also commit to investigating the possibility of making changing facilities unisex. 
 
At present, the Institute’s Universal Access facilities (including toilets and changing rooms) are located as 
follows: 
 
Building  Location 

Nore Building C139 

Nore Building C301 

LRC A109 

Barrow Centre F145 

Burrin Building D529 

Dargan Building K119 
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Haughton Building L113 

 
 

11. Forms and Questionnaires 
 
When the Institute, its staff or students are designing forms or questionnaires, questions on gender should 
ideally include further options in addition to ‘male’ and ‘female such as ‘non-binary’, ‘self-defined (please 
state)’ and ‘prefer not to disclose’. Ideally, forms or questionnaires should also include the non-binary 
option ‘Mx’ when the options ‘Mr’, ‘Miss’ and ‘Mrs’ are also provided. 
 
It should also be made clear on forms requesting this information what the intended use is, as this may 
affect how some trans and non-binary people respond.  
 
Institute of Technology Carlow IT systems cannot currently guarantee that options such as ‘Mx’ or ‘non-
binary’ can always be facilitated, but the Institute is committed to providing such options in upgrades to 
our IT systems where feasible. 

12. International Staff and Students 
 
Institute of Technology Carlow recognises that some countries do not have a process in place to enable 
their citizens to express their gender (when different from sex registered at birth) on identification 
documents such as visas, passports and birth certificates.  
 
Consequently, some students and staff who are citizens of other countries may not have legal 
identification in their self-defined gender, and may seek to ‘socially’ transition while living, working and 
studying in Ireland.  
 
International staff and students who do not have a Gender Recognition Certificate or who have not legally 
changed their name should read sections 14 and 15 below for further details on how the Institute of 
Technology Carlow can support their transition.  
 

13. Clubs, Societies and Sports 
 
The Institute of Technology Carlow recognises that participating in Sports, Clubs and Societies can be a 
valuable experience, which has a positive effect on one’s physical, mental health and wellbeing, to which, 
Institute of Technology Carlow is committed to making sports clubs and societies, more inclusive for trans 
students and staff. 
 
Best practice would be to allow students who are/have transitioned access to clubs, societies and sports 
in accordance with their preferred gender, bar for official competitions, etc. that may be regulated by 
sporting bodies etc. outside of our control. In the UK, Advance HE recommend that HEIs, colleges and 
student’s unions need to ensure that trans students and staff are not excluded from participating in non-
competitive sporting activities and events. Institute of Technology Carlow will endeavour to ensure that 
no staff or students will be excluded from participating in non-competitive sporting events and activities 
in accordance with their preferred gender. 
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Furthermore, trans students and staff shall not be excluded from undertaking other roles in sport such as 
coaching, management, administration or officiating. Institute of Technology Carlow are not responsible 
for competitions regulated by sporting bodies outside of our control.  
 
 

14. Supporting Transitioning Process – Students 
 
Institute of Technology Carlow Students 
Students wishing to change their gender and name under this Policy should first contact either: 

 
• the Equality, Diversity and Inclusion Office of Institute of Technology Carlow (edi@itcarlow.ie) or  
• the Head of Academic Administration  
• the Head of Student Services 
• their Faculty Office 

 
A meeting/meetings will then be arranged between the Student and relevant Institute Staff (which may 
include the Director of EDI, Head of Student Services, Head of Faculty/Dept., Head of Academic 
Department, Faculty Administrators at the discretion of the student), to arrange meeting to discuss in 
confidence how the student wishes to deal with their transition and to agree and follow a process with 
which they are comfortable.  
 
A very important element of this meeting will be to determine who should be told what, and when and 
how this should occur.  
 
It can be helpful to draw up a confidential plan for the period of transition and thereafter. The 
implementation of the plan should be reviewed regularly and reassessed at each significant part of the 
process. The plan should include the following issues:  

• The expected time scale of any medical and surgical procedures;  
• The expected point or phase of change of name, personal details or gender; 
• What time off will be required for treatment and/or possible side effects from any medication 

and how this will affect the trans student’s course of study; 
• Whether the student wishes to inform lecturers and class members themselves, or would prefer 

this to be done for them;  
• What amendments will be required to the student’s records;  
• Whether training or briefing of the student’s lecturers and class members will be required, at what 

point and by whom this will be carried out;  
• What supports the Institute can provide to the student (e.g. counselling, medical, academic etc.). 

 
Appendix 3 provides a useful checklist that covers most of the issues that need to be considered when a 
student is going through this process. 
 
 
 
 
 

mailto:genderidentity@itcarlow.ie
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Student Records 
 
While it is recognised that all students have the right to be addressed by their preferred name and 
pronoun within the Institute, a student can only maintain one identity on the Institute’s official systems, 
this must be the legal identity of the student. 
 
If, or once students have official proof of a name change such as a Gender Recognition Certificate, 
passport or deed poll, they must bring the relevant documents to the Institute Academic Administration 
and Student Affairs office (AASA). The relevant changes can then be applied to the student record 
system. 
 
Similarly, in order to change a name on an official graduation parchment, students must have proof of a 
name change such as a Gender Recognition certificate, passport or deed poll. They should bring the 
relevant documents to the Academic Administration and Student Affairs office. If the parchment has 
already been issued to you in a former name, you will be asked to return this parchment in order that 
the new parchment be issued.  
 
Students should note that once a name change takes place, the Institute will correspond with the 
student solely by reference to the updated record i.e. letters from the Institute will be addressed using 
only the student’s newly recorded name. 
 
Students who wish to change their name and/or gender on official Institute of Technology Carlow records 
should also note that: 
• The Institute of Technology Carlow Student ID Card is not a legal document, and Institute of Technology 
Carlow has no control over how/whether the Institute of Technology Carlow Student ID Card is accepted 
as a form of valid identification outside of Institute of Technology Carlow; 
• Once a name change takes place, the Institute will correspond with the student solely by reference to 
the updated record; 
• The name on the student’s Permanent Address and Study Address will be changed. Letters from the 
Institute will be addressed using only the student’s newly recorded name. 
 
If the student does not have official documentation regarding a name or gender change, it is possible to 
use their preferred name and /or pronoun in their class setting. The student should contact any of those 
listed above and they will advise and support the student further on this. 
 

15. Supporting Transitioning Process – Staff  
 
 
Staff wishing to change their gender and name under this Policy may contact either the Director of the 
Office of Equality, Diversity and Inclusion, the HR Manager or their line manager, in confidence. 
 
A meeting will then be arranged between the staff member and the Director of EDI/HR manager/line 
manager as approporiate, to discuss in confidence how the individual wishes to deal with their transition 
and to agree and follow a process with which they are comfortable.  
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A very important element of this meeting will be to determine who should be told what, and when and 
how this should occur.  
 
It can be helpful to draw up a confidential plan for the period of transition and thereafter, as 
appropriate. The implementation of the plan should be reviewed regularly and reassessed at each 
significant part of the process.  
 
The plan should include the following issues:  

• The expected time scale of any medical and surgical procedures; Time off for medical 
procedures is to be treated the same as other scheduled medically necessary 
procedures. 

• The expected point or phase of change of name, personal details or gender;   
• What time off will be required for treatment and/or possible side effects from any medication 

and how this will affect the person’s job;  
• Whether the individual wishes to inform line managers and members of their team themselves, 

or would prefer this to be done for them;  
• What amendments will be required to records and systems; Whether training or briefing of the 

staff member’s team will be necessary, at what point and by whom this will be carried out;  
• What supports the Institute can provide to the staff member (e.g. employee assistance 

programme, local support from line managers, EDI office and HR).  
 
Staff Records 
 
Where a name change and/or gender change to staff records is requested, a staff member must make a 
written request in writing to the HR Manager requesting such a change. The staff member should provide 
legal documentation of a name/gender change such as a Gender Recognition Certificate, passport or deed 
poll. 
 
Once this is received, all HR records will be updated as per the agreed checklist form and the wishes of 
the staff member. The changes will be recorded in Core HR, and all records that originate from the Core 
HR system will be updated. 
A staff member’s own department and other relevant Institute of Technology Carlow departments will be 
contacted by HR to ensure that best efforts are made to change local records. 
 
Once a name change occurs the Institute will correspond and engage with the staff member by reference 
to the updated record. An employee can only maintain one identity on Institute of Technology Carlow’s 
front-facing, interlinked official systems at any given time.  
 
Staff who wish to change their recorded name and/or gender should also note that: 
• The Staff ID Card is not a legal document, and Institute of Technology Carlow has no control over 
how/whether the Institute of Technology Carlow Staff ID Card is accepted as a form of valid identification 
outside of Institute of Technology Carlow; 
• The name on staff members’ Home Address will be changed. Letters from Institute of Technology Carlow 
will be addressed using the staff member’s newly recorded name. 
 
If a staff member wishes to change their recorded name and/or gender in Institute of Technology 
Carlow without official legal documentation, it will be possible to use their preferred name and /or 
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pronoun in the workplace.  It will also be possible for the Institute to arrange to change the staff 
members e-mail address, the staff telephone directory, online/academic biographies, to reflect the new 
name.  

Appendix 4 provides a useful checklist that covers most of the issues that may be considered when an 
individual member of staff is going through this process. 
 

16. Training and Awareness 
 
Institute of Technology Carlow is committed to providing professional development training for all staff, 
including staff who are supporting students or staff through a period of transition/name and/or gender 
change.  Several staff members have participated in general and targeted training to support student and 
staff members who may need the supports outlined in these policy and guidance documents and the 
Institute of Technology Carlow will continue to provide training on gender identity and expression to staff 
members on an ongoing basis. 

17. Supports and Resources 
 
Institute of Technology Carlow Supports 
Institute of Technology Carlow provides a range of reasonable accommodations, supports and 
information for students and staff within the resources available. 
 
For Students: 
• Peer advice and support provided through the Institute of Technology Carlow Student LGBT+ Society 
itclgbt@itcarlow.ie 
• Advice and guidance about Equality Diversity and Inclusion provision at the Institute of technology 
Carlow through the Equality Diversity and Inclusion Office edi@itcarlow.ie 
• Information and Support through the Institute of Technology Carlow Students Union Welfare & Equality 
Officer suwlefare@itcarlow.ie 
• Counselling Service through counselling@itcarlow.ie or Student Services 
• Health Services through Student services 
 
 
 
For Staff: 
• Advice and guidance about Equality Diversity and Inclusion provision at the Institute of Technology 
Carlow through the Equality Diversity and Inclusion Office 
• Information and support from your line manager 
• Information and support from the Institute of Technology Carlow Human Resources Office 
• Confidential 24-hour service through the Employee Assistance Programme 
inspiresupporthub.org (Using the PIN ITCA2019) 
• Dignity at Work Policy Institute of Technology Carlow 
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-
inclusivity.htm 
• Student Code of Conduct Institute of Technology Carlow 
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-
inclusivity.htm 

mailto:counselling@itcarlow.ie
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
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• Staff Code of Conduct Institute of Technology Carlow 
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-
inclusivity.htm 
• Student Complaints and Appeal Procedure Institute of Technology Carlow 
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-
inclusivity.htm 
 
External Supports and Resources 
• Transgender Equality Network Ireland http://www.teni.ie/ 
• ShoutOut http://www.shoutout.ie/ 
• Citizens Information: Changing to Your Preferred Gender 

http://www.citizensinformation.ie/en/birth_family_relationships/changing_to_your_preferred_gen
der.html 

• Garda vetting (see ‘Vetting for Transgender persons’) https://vetting.garda.ie/Help/FAQ 
• Gender Recognition Act Ireland (2015) 

http://www.irishstatutebook.ie/eli/2015/act/25/enacted/en/pdf 
• Gendered Intelligence Resource List: http://genderedintelligence.co.uk/professionals/resources 
• Glossary of terms from Transgender Equality Network Ireland (TENI) 

http://www.teni.ie/page.aspx?contentid=139 
• Samaritans: Freephone 116 123 
• Supporting Black and Minority Ethnic Trans People by Gender Identity 
• Research and Education Society: https://www.gires.org.uk/inclusivitysupporting-bame-trans-

people/  
• Supporting Transgender Inclusion in the Workplace: Guidelines for Employers and Employees by 

TENI: http://www.teni.ie/attachments/422b4a34-78af-4b62-9818-aced13ed58ca.PDF 
• Teaching Beyond the Gender Binary in the University Classroom: https://cft.vanderbilt.edu/teaching-

beyond-the-gender-binary-in-theuniversity-classroom/ 
• Application form for gender Recognition Certificate: https://www.welfare.ie/en/pdf/GRC1.pdf 
 
 

18. Complaints Procedure 
Any complaints as to the use of, or the application of the policy should be forwarded to the Director of 
EDI at edi@itcarlow.ie. 

19. Review 
This document will be reviewed on a regular basis by the Institute of Technology Carlow EDI Committee.  
 
 
 
 
 
 
 
 

https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
https://www.itcarlow.ie/resources/equality-diversity-inclusivity/policies-procedures-equality-diversity-inclusivity.htm
http://www.teni.ie/
http://www.shoutout.ie/
https://cft.vanderbilt.edu/teaching-beyond-the-gender-binary-in-theuniversity-classroom/
https://cft.vanderbilt.edu/teaching-beyond-the-gender-binary-in-theuniversity-classroom/
https://www.welfare.ie/en/pdf/GRC1.pdf
mailto:edi@itcarlow.ie
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Appendix 1 – Guidelines on Respectful Language and Terminology 
 

Designated Name 
• If necessary, politely and circumspectly ask for clarification of the way the person wishes to be 

addressed if unsure (i.e. their name). 
 
Pronouns (he/she/they) 

• If you are not sure what pronouns (he/she/they) to use, listen to see how the people refer to 
themselves. 

• If you still cannot find out a person’s pronoun, an easy approach is to be gender neutral: use the 
plural pronouns ‘they’ and ‘their’ in the singular sense or the individual’s name. 

• As Institute members adjust to a change in name and pronouns, they may make mistakes. 
Adjusting to a change in gender is not about perfection, but about respect. If you are unsure of 
how a person would wish to be addressed it is acceptable to politely ask: “Excuse me, which 
pronoun do you use?” or “Excuse me, how do you wish to be addressed?” 

• If you accidentally use the wrong pronouns, just apologise once and continue with the 
conversation. Make a concerted effort not to make the same mistake again. 

• Some Institute staff have adopted the practice of identifying their own pronoun (e.g. she/her) as 
part of their email signature. This is one way of cultivating a transgender and non-binary-friendly 
environment. 

 
Being ‘out’ or not 

• Some people are ‘out’ – open about their gender identity or expression – and others are not. 
Always respect the person’s choice. 

• Remember that there is no legal requirement for someone to reveal their gender identity at work 
or college, and they may have only provided information to certain individuals within the Institute. 

• When referring to a person in their absence, you should use their designated pronouns. It respects 
their identity and helps prevent confusion and embarrassment for everyone. 

• Do not disclose a person’s trans status without their consent. 
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Appendix 2 – Key Definitions/Terminology 
 
Source – TENI – Transgender Equality Network Ireland, [Adapted from the following resources: Fenway 
Institute's Glossary of Gender and Transgender Terms (www.thefenwayinstitute.org); Primary Care 
Protocol for Transgender Patient Care, Centre of Excellence for Transgender Health, University of 
California, San Francisco, April 2011; Diagnostic and Statistical Manual of Mental Disorders (DSM), 4th 
Edition, Text Revision, American Psychiatric Association, 2000.] 
 

Introduction to Sex and Gender 
 

It is important to clarify the distinctions between sex, gender identity, gender expression and sexual 
orientation. 
 
Sex: The designation of a person at birth as male or female based on their anatomy (genitalia and/or 
reproductive organs) or biology (chromosomes and/or hormones). 
The phrase “sex assigned at birth” (replacing “biological sex”) is a more accurate and respectful way to 
acknowledge the process of sex assignation that occurs at birth through a perfunctory look at external 
anatomy. It might not be possible in all cases (e.g. intersex) to identify an individual as male or female at 
birth. For trans people, assigned sex may differ considerably from gender identity (see definitions of 
Transgender and Intersex). 
 
 
Gender Expression: The external manifestation of a person’s gender identity. Gender can be expressed 
through mannerisms, grooming, physical characteristics, social interactions and speech patterns. 
 
Sexual Orientation: Refers to a person’s physical, emotional or romantic attraction to another person. 
Sexual orientation is distinct from sex, gender identity and gender expression. Transgender people may 
identify as lesbian, gay, heterosexual, bisexual, pansexual, queer or asexual (see definition of 
Transgender). 
 

Main Glossary 
 

Androgynous or androgyne: A person whose gender identity is both male and female, or neither male 
nor female. They might present as a combination of male and female or as sometimes male and 
sometimes female. 
 
Bigender: A gender identity which can be literally translated as 'two genders' or 'double gender'. These 
two gender identities could be male and female, but could also include non-binary identities. 
 
Cisgender: A non-trans person (i.e. a person whose gender identity and gender expression is aligned with 
the sex assigned at birth). The term cisgender acknowledges that everyone has a gender identity (i.e. a 
non-trans identity is not presented as normal or natural which stigmatises a trans identity as abnormal or 
unnatural).  
 
Cissexism: The assumption that a cisgender identity is more authentic or natural than a trans identity. The 
belief that a person’s sex assigned at birth always remains their real gender (e.g. suggesting that a trans 
woman is ‘really a man’ or a trans man is ‘really a woman’). 
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Coming out: The process of accepting and telling others about one’s gender identity, gender expression 
or sexual orientation. Many trans people will ‘come out’ as a different gender to the sex assigned at birth 
and may begin a social or physical transition (see definition of Transition). 
Some trans people choose to ‘come out’ or be ‘out’ about their trans identities to raise visibility or 
acknowledge their experiences. Others do not want to ‘come out’ as they feel this implies that their 
gender identity is not valid or authentic (e.g. a trans woman who comes out as trans may be perceived to 
be less of a woman). 
 
It is important to never out someone as trans without their permission. Forced outing – whether 
intentional or unintentional – is a form of transphobia (see definition of Transphobia). 
 
Demigender: A gender identity that involves feeling a partial, but not a full, connection to a particular 
gender identity. Demigender people often identify as non-binary. Examples of demigender identities 
include demigirl, demiboy, and demiandrogyne. 
 
Disorder of Sex Development (DSD): A generic definition encompassing any issue noted at birth where 
the genitalia are atypical in relation to the chromosomes or gonads. Since 2006, this is the preferred term 
for intersex by some, but not all, medical practitioners in the area. DSD has been contested because it 
presumes an underlying ‘disorder’ and that there is something intrinsically wrong with the intersexed 
body requiring it to be fixed as either male or female (see definition of Intersex and Variation of Sex 
Development).  
 
FTM: A female-to-male trans person (see definition of Trans man). 
 
Gender Identity Disorder (GID): In DSM-IV[2], GID is the psychiatric diagnosis used when a person has (1) 
a strong and persistent cross-gender identification and (2) persistent discomfort with his or her sex or 
sense of inappropriateness in the gender role of that sex, and the disturbance (3) is not concurrent with 
physical intersex condition and (4) causes clinically significant distress or impairment in social, 
occupational or other important areas of functioning. This diagnosis was removed from the DSM-V and 
replaced with Gender Dysphoria.   In the current Irish context, in practice a diagnosis of GID or Gender 
Dysphoria is required to access hormones or surgery through the public healthcare system. 
 
Gender Fluid: Is a non-binary gender identity. Gender fluid individuals experience different gender 
identities at different times. A gender fluid person's gender identity can be multiple genders at once, then 
switch to none at all, or move between single gender identities. Some gender fluid people regularly move 
between only a few specific genders, perhaps as few as two. 
 
Genderqueer: A person whose gender varies from the traditional 'norm'; or who feels their gender 
identity is neither female nor male, both female and male, or a different gender identity altogether. 
 
Gender variant: People whose gender identity and/or gender expression is different from traditional or 
stereotypical expectations of how a man or woman ‘should’ appear or behave. 
 
Hormone Replacement Therapy (HRT) or Hormones: The use of hormones to alter secondary sex 
characteristics. Some trans people take hormones to align their bodies with their gender identities. Other 
trans people do not take hormones for many different reasons (see definition of Transition). 
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Intersex: Refers to individuals who are born with sex characteristics (such as chromosomes, genitals, 
and/or hormonal structure) that do not belong strictly to male or female categories, or that belong to 
both at the same time. A person with an intersex variation may have elements of both male and female 
anatomy, have different internal organs than external organs, or have anatomy that is inconsistent with 
chromosomal sex. These variations can be identified at birth (where there is obviously ambiguous 
genitalia), at puberty (when the person either fails to develop certain expected secondary sex 
characteristics, or develops characteristics that were not expected), later in adulthood (when fertility 
difficulties present) or on autopsy.  Most individuals who are intersex do not identify as transgender or 
do not consider themselves covered by the transgender umbrella. The term hermaphrodite is considered 
derogatory and should not be used. 
 
 
MTF: Male-to-female trans person (see definition of Trans woman). 
 
Multigender: Refers to individuals who experiences more than one gender identity. It can be used as a 
gender identity in its own right, or can be an umbrella term for other identities which fit this description. 
Multigender identities include bigender (two genders), trigender (three genders), quadgender (four 
genders), quintgender (five genders), polygender (many genders), pangender (all genders) and 
genderfluid (variable gender). 
 
Neutrois: A non-binary gender identity which is considered to be a neutral or null gender. It may also be 
used to mean genderless, and has considerable overlap with agender - some people who consider 
themselves neutrally gendered or genderless may identify as both, while others prefer one term or the 
other. 
 
Non-binary: An umbrella term for gender identities that fall outside the gender binary of male or female. 
This includes individuals whose gender identity is neither exclusively male nor female, a combination of 
male and female or between or beyond genders. Similar to the usage of transgender, people under the 
non-binary umbrella may describe themselves using one or more of a wide variety of terms (See definition 
of Androgynous, Gender Fluid, Genderqueer, Gender variant). 
 
Sex Change: A derogatory term; has been replaced by the terms 'sex affirmation' or 'surgery confirmation 
surgery' (see definition of Transition and Surgery). 
 
Surgery: A set of surgical procedures that alter a person’s physical appearance or the functioning of their 
existing sexual characteristics. Other terms include Gender Confirmation Surgery, Gender Reassignment 
Surgery, Sex Reassignment Surgery, Genital Reconstruction Surgery, Sex Affirmation Surgery and so on. 
Some trans people undergo surgery to align their bodies with their gender identities. Other trans people 
do not undergo any surgery for many different reasons. Some trans people define themselves by their 
surgical status such as post-operative (post-op), pre-operative (pre-op) or non-operative (non-op). 
However, these terms place emphasis on genitals as a marker for gender identity and may be rejected by 
people who do not see their gender as related to surgical status.  
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Tranny: A slang term for many different trans identities. Some find this term highly offensive, while others 
may be comfortable with it as a self-reference, but consider the term derogatory if used by outsiders. It 
is recommended to avoid using this term. 
 
Transgender: Refers to a person whose gender identity and/or gender expression differs from the sex 
assigned to them at birth. This term can include diverse gender identities. Not all individuals with identities 
that are considered part of the transgender umbrella will refer to themselves as transgender. For some, 
this may be because they identify with a particular term (such as transsexual or genderqueer) which they 
feel more precisely describes their identity. Others may feel that their experience is a medical or 
temporary condition and not an identity (for example they feel they have gender identity disorder but are 
not transgender).  
 
Trans or trans*: Commonly used shorthand for transgender. Avoid using this term as a noun: a person is 
not 'a trans'; they may be a trans person. 
 
Transphobia: The fear, dislike or hatred of people who are trans or are perceived to challenge 
conventional gender categories or ‘norms’ of male or female. Transphobia can result in individual and 
institutional discrimination, prejudice and violence against trans or gender variant people. 
 
Transition: A process through which some transgender people begin to live as the gender with which they 
identify, rather than the one assigned at birth. Transition might include social, physical or legal changes 
such as coming out to family, friends, co-workers and others; changing one's appearance; changing one’s 
name, pronoun and sex designation on legal documents (e.g. driving licence or passport); and medical 
intervention (e.g. through hormones or surgery). 
 
Transvestite:  A person who wears clothing, accessories, jewellery or make-up not traditionally or 
stereotypically associated with their assigned sex. Some transvestites refer to a themselves as male to 
female transgender people who do not wish to transition or change their assigned sex but prefer to live 
"dual role". 
 
Transsexual: A person whose gender identity is 'opposite' to the sex assigned to them at birth. The term 
connotes a binary view of gender, moving from one polar identity to the other. Transsexual people may 
or may not take hormones or have surgery. 
Use of the term ‘transsexual’ remains strong in the medical community because of the DSM’s prior use of 
the diagnosis ‘Transsexualism’ (changed to “Gender Identity Disorder” in DSM- IV). 
The term ‘transsexual’ is hotly debated in trans communities with some people strongly identifying with 
the term while others strongly rejecting it. Moreover, for some, ‘transsexual’ is considered to be a 
misnomer inasmuch as the underlying medical condition is related to gender identity and not sexuality.  
 
Trans man: A person who was assigned female at birth but who lives as a man or identifies as male. Some 
trans men make physical changes through hormones or surgery; others do not. 
 
Trans man is sometimes used interchangeably with FTM (female-to-male). However, some trans men 
don’t think of themselves as having transitioned from female to male (i.e. because they always felt male). 
Some people prefer to be referred to as men rather than trans men while others will refer to themselves 
as men of transgender experience.  
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Trans woman: A person who was assigned male at birth but who lives as a woman or identifies as female. 
Some trans women make physical changes through hormones or surgery; others do not. 
 
Trans woman is sometimes used interchangeably with MTF (male-to-female). However, some trans 
women don’t think of themselves as having transitioned from male to female (i.e. because they always 
felt female). Some people prefer to be referred to as women rather than trans women while others may 
refer to themselves as women of transgender experience. 
 
Variation of Sex Development (VSD): Another term for ‘intersex’ preferred by some medical practitioners 
and intersex people in place of DSD as it removes the stigma of 'disorder' from the nomenclature (see 
definition of Intersex and Disorder of Sex Development). 
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Appendix 3 - Checklist to consider when discussing a student’s transition 
 

Timelines 
 

What will be the timetable of transition?  
What will be the date for:  

• Use of facilities (toilets, changing rooms)  
• Name changes 
• Change of records 

 
 

Name Change 
 

Which identification cards/name badges will need to be changed and when? What will be required to 
do this? 

• Institute of Technology Carlow Student ID card  
• Library card 
• Other 

 
 
Which documents and materials need to be replaced or altered and when? What will be required to 
do this? 

• All student records and databases  
• Welfare/disability/counselling/financial records  
• Official parchments previously issued by Institute of Technology Carlow 
• Payroll (and banking details) (if applicable) 
• Online records, e-portfolio/record of achievements, academic biographies 
• Programme and module class lists  
• Committee minutes and records, e.g. boards of study, academic boards  
• Club and society membership records  
• Email address/Blackboard ID 
• Other 

 
 

Process 
 

Who will inform the following and when? 
• Lecturers and Faculty Office 
• Work placement providers, volunteer placements 
• Club and society members 
• Class mates 
• Support departments (finance, student records, accommodation, etc.)  
• Others 
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Medical Transition 
 

If the student is, or will be, undergoing surgery, do they know when this will be?  
 
If the student requires time off for surgery and recovery what process/support/adjustments are 
needed to ensure the student remains on their programme of study or can return when they have 
recovered? 
 

Training 
 

Will there be a need to arrange training?  
 
Who will deliver this training (EDI Office/SU/HR/Student Services/trans people)?  
 
Will the student be involved to share their experience and expectations?  
 
Who should be trained, e.g. academic/administrative/technical/support staff, fellow students, etc.? 
 
What will the training cover?  

Supports 

What additional institute supports are available or required to support the student through their 
transition (e.g. counselling, medical, academic, etc.?) 
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Appendix 4 - Checklist to consider when discussing a staff member’s transition 
 

Timelines 
 

What will be the timetable of transition?  
 
What will be the date for: 

• Name changes 
• Use of facilities (toilets, changing rooms)  
• Change of records  

 
 

Name change 
 

Which identification cards/name badges will need to be changed?  
• Institute of Technology Carlow Staff ID card 
• Library card  
• Other 

 
Which documents and materials need to be replaced or altered?  

• Online records, e-portfolio/record of achievements, academic biographies  
• All staff records and databases (including CORE) 
• Programme and module lists (Akari) 
• Committee minutes and records, e.g. boards of study, academic boards 
• Certificates, e.g. training attendance, degree  
• Payroll (and banking details)  
• Pension: death in service and dependents’ benefits  
• Email address/Blackboard ID 
• Other 

 
 

Process 
 

Who will inform the following and when will this happen? 
• Programme team/colleagues 
• Students  
• Support departments  
• Work placement providers, volunteer placements 
• Committee chairs/secretaries  
• Other 
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Medical Transition 
 

If the staff member is, or will be, undergoing surgery, do they know when this will be?  
 
If the staff member requires time off for surgery and recovery what process/support/adjustments are 
needed to ensure the staff member remains in employment, or can return when they have recovered?  
 
 
 

Training 
 

Will there be a need to arrange training?  
 
Who should be trained, e.g. cleaners, catering staff, academic/administrative/technical/support staff, 
fellow colleagues?  
 
Who will deliver this training (EDI Office/HR)?  
 
What will the training cover?  
 
Will the staff member be involved to share their experience and expectations?  
 

Supports 

What additional institute supports are available or required to support the staff member through their 
transition (e.g. employee assistance programme?) 
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