[IN CONFIDENCE RELEASE EXTERNAL]

1 March 2023

Dear

Thank you for your request made under the Official Information Act 1982 (OIA), received
on 31 January 2023. You requested the following:

1. Any document and/or information supporting your gender non-binary,
transgender, and gender fluid workforce. For example, anything related to
pronouns, gender transition policy or guidelines, specific action plans or
strategies, survey results, workforce data, gender-neutral bathrooms policies
or information, and leave provisions for gender reassignment/affirmation.

2. If you do not have any of these, do you intend to produce this information
during 20237 And if not, what is the rationale for not having it?

Inland Revenue is committed to maintaining a safe and positive working environment and
culture. This means respecting the rights of our colleagues and customers and ensuring
everyone is, and feels, respected and valued.

We support an inclusive workplace and have a suite of people-related policies and
guidelines that span the employee lifecycle which emphasises this approach. Broad
diversity and inclusion messages are strongly reflected in core Inland Revenue policy
documentation, which are reviewed regularly. The following policies and guidelines in
scope of your request are released to you and are attached:

1. Code of Conduct - Tikanga Whanonga (page 9)
2. Diversity and Inclusion Policy

e our commitment to an inclusive culture (includes people from all walks
of life)

e what diversity and inclusion means (includes diversity of gender and
sexual orientation)

e our strategic approach to diversity and inclusion and implementation
plan (includes Rainbow inclusion and celebration)

e where to access Diversity & Inclusion resources (includes Rainbow-
specific resources)

e support for networks (includes specific mention of the Rainbow Network)

e harassment, bullying and discrimination prevention and management.

3. Harassment, Discrimination and Bullying Policy which defines discrimination in
line with the Human Rights Act and Employment Relations Act (includes sexual
orientation).

4. Recruitment Policy (page 1-2)

e This policy is supported through unconscious bias training and the
importance of our people understanding, recognising, and knowing how
to address it. This awareness supports leaders to make decisions that
help us continue to build a diverse and inclusive workplace. Unconscious
bias training is now a mandatory part of induction for new starters.

5. LGBTTQIA+ Inclusive Language Guide which includes terms and references to
use in relation to diversity, inclusion and the LGBTTQIA+ community.
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6. Guide for Inland Revenue Email Signatures
Inland Revenue Gender Transitioning at Work Guide

8. Commissioner’s Awards information on how Inland Revenue celebrates building
an inclusive culture

N

Additionally, Inland Revenue Acts published on our website (www.ird.govt.nz) were
amended in 2005 to remove discrimination on the grounds of marital status or sexual
orientation so that revenue laws are consistent with human rights obligations and clearly
recognise same-sex relationships and partners.

The attached documents contain information that is outside the scope of your request.
This information has not been considered for release and has been withheld as “not in
scope”.

He Toa Takitini — Inland Revenue’s Rainbow network and resources

Inland Revenue continues to work with He Toa Takitini, Inland Revenue’s Rainbow
network, with an aim to improve outcomes for Inland Revenue staff who identify as part
of the Rainbow community. Our network works to improve Inland Revenue both as a
Rainbow employer, and as a safe and inclusive government agency for LGBTTQIA+
customers.

Inland Revenue has a wide range of education material available, alongside extensive use
of our communication platforms, in particular Yammer, as a means to communicate and
educate our people. One example of this has been to have our people share their stories
of, for example, for Transgender Awareness Week the He Toa Takitini team shared some
of the stories of the trans people of Te Tari Taake to help build awareness and
understanding.

Inland Revenue’s approach to learning is based on the concept of ‘self-determined
learning’” where employees seek learning resources when needed. Inland Revenue has
educational Diversity & Inclusion (D&I) resources available online on our D&I web page,
along with He Toa Takitini pages, including the following Rainbow-specific ones:

LGBTTQIA+ Inclusive Language Guide

Developed by He Toa Takitini, the resource provides terms and references to use in relation
to diversity, inclusion and the LGBTTQIA+ community.

Information on use of pronouns is for the most part linked through to Te Kawa Mataaho’s
(Public Service Commission’s) website and the gender-neutral language guide was
developed at Inland Revenue and rolled out across the public service. These can be found
here: https://www.publicservice.govt.nz/guidance/rainbow-inclusive-language-guide/
and https://www.publicservice.govt.nz/guidance/pronoun-use-in-email-signatures/

Pronouns are widely used across Inland Revenue, particularly in email signatures, where
they are a part of the official guide for Inland Revenue’s email signatures.

Gender transitioning at work

The IR Gender Transitioning at Work Guide was developed by He Toa Takitini in
collaboration with the People & Culture team. It provides practical information on how
Inland Revenue supports gender transitioning and relevant processes for:

e A person who is thinking of (or is) gender transitioning;

e Any leader of a person who is thinking of (or is) transitioning;

e QOthers who may be required to support a person who is transitioning, or their
leader or team.

The guide includes information such as developing a transitioning plan, access to
bathrooms, updating Inland Revenue records, and further resources and contacts. Our He
Toa Takitini revisited this guide to make it a visually plain document so that people viewing
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the guide at work could do so discretely. This update was a result of feedback from the
community.

With He Toa Takatinis's agreement, Inland Revenue does not have an explicit leave policy
or provision for gender reassignment/affirmation. A separate approach was not seen to
support normalisation. We are committed to supporting people who are transitioning at
work and promoting an inclusive culture through our existing leave, special leave, and
medical appointment provisions. These policies support the expectation that we will work
with individuals on a case-by-case basis. The IR Gender Transitioning at Work Guide is
designed to be reviewed and updated as practices evolve and develop.

Gender-neutral bathrooms policies or information

The ability to provide general neutral bathrooms is considered on a case-by-case basis as
building leases come to an end, or we have opportunities to review. Where there is a new
build or a full refit, this is included as part of the design. Gender neutral options are
considered for other sites where possible. Where applicable, we ensure that our Facilities
Management web page contains information about where unisex/gender-neutral
bathrooms are accessible in Inland Revenue offices.

Supporting Diversity and Inclusion

Inland Revenue celebrates a range of diversity and inclusion related events and initiatives.
Inland Revenue’s Commissioner’s awards celebrate excellence in a range of categories,
including D&I. Further information on the Commissioner’s awards can be found in Item 8
in the attached document. Events and occasions of significance are marked in Inland
Revenue’s D&I calendar which is published on the intranet to provide visibility to all staff
so that they can celebrate and plan for these things.

People can also access educational stories and resources shared by He Toa Takitini on the
Rainbow Yammer page.

Additionally Inland Revenue designed a Rainbow logo which incorporates the Inland
Revenue logo in a brand aligned way. The logo symbolises Inland Revenue’s rainbow staff
and the different colours represent the diversity found in the rainbow community. The logo
is used in multiple ways:

e For email signatures for Rainbow Network members and Rainbow Allies

e Branding of Rainbow materials and documents such as IR’s Gender transitioning
guide and LGBTTQIA+ inclusive language guide

When developing Inland Revenue’s recruitment video promoting careers at Inland
Revenue, we actively sought representation from our diverse people, including our
Rainbow Network who were featured in the video wearing Rainbow lanyards.

Workforce Data and Surveys

The 2021 Te Taunaki Public Sector Census included a range of questions about inclusion.
However, this information was not Inland Revenue specific and is held by Te Kawa
Mataaho. This can be found at https://www.publicservice.govt.nz/research-and-data/te-
taunaki-public-service-census-2021/.

Inland Revenue’s online job application form asks for demographic information for
monitoring purposes and allows applicants to select Gender Diverse, Male, Female or
Prefer Not to Say, which is in line with the public sector guidance. Additionally, as part of
our on-boarding process, for new employee information we enable use of preferred names
and gender diverse for gender selection in our HR information management system.
However, as this is optional, the information we do hold is not a complete representation
of our diverse workforce.

Inland Revenue regularly encourages our people to participate in the People Experience
(PX) Pulse Surveys, which enable our people to share their experience in the key areas of
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inclusion, wellbeing, their work experience, their development and what they value about
working at Inland Revenue. Insights from the PX Pulse Surveys are actioned in the
following ways, to inform/enhance policy and/or practice across Inland Revenue:

1. Provide an input to support conversations between individuals and leaders,
enabling them to put in place action plans to support their experiences, which in
turn can lead to greater feelings of inclusion through being heard.

2. Enabling business groups to focus on what will have an impact through our network
of Action Leads, who are responsible for understanding what matters most to their
areas and putting in place plans that support those insights.

3. Informs organisational workplans, such as our Gender and Ethnic Pay Gap Action
Plan and enables us to share insights to our Governance boards.

On-going work- specific action plans & strategies

Inland Revenue’s Rainbow Tick accreditation supports our goals to develop an inclusive
culture by ensuring we are a safe LGBTTQIA+ organisation. Each year, Inland Revenue is
revaluated as part of the reaccreditation process, to ensure requirements are met and are
making any necessary improvements. Through this process, it has been identified that
Inland Revenue has more work to do to strengthen our inclusion practices to support our
non-binary and transgender people.

We continue to utilise existing communications platforms for sharing of stories throughout
our organisation, including stories about our rainbow community, and our work to support
an inclusive culture are common throughout the year and provide a great mechanism for
education and change.

Our Diversity, Equity and inclusion road map includes actions that support our
organisational understanding of the rainbow community. It looks to minimise/mitigate bias
- conscious and unconscious through delivered learning (which is being reviewed and
updated this year) as well as reviewing and minimising any potential points of bias in
Inland Revenue’s activities like our recruitment processes. Further information about the
road map can be found here: https://www.ird.govt.nz/about-us/publications/annual-
corporate-reports/our-gender-pay-gap-action-plan/diversity-equity-and-inclusion-

roadmap-november-2022

We will continue to work with He Toa Takitini and the Rainbow Tick organisation to review
our policies and provide training to our people in order to achieve Inland Revenue’s goal
of creating an inclusive work environment where people from all walks of life can achieve
their full potential.

Publishing of OIA response

Please note that Inland Revenue regularly publishes responses to requests that may be of
interest to the wider public on its website. We consider this response is of public interest
so will publish this response in due course. Your personal details or any information that
would identify you will be removed prior to it being published.

Thank you again for your request.

Yours sincerel)/

Erina Clayton
Enterprise Leader, People and Workplace Services
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...Helping you do the right thingat IR

Item 1: Code of Conduct

< Previous | 9 | Nextpage »

Our business tools support us
in doing our jobs effectively

- we must always apply good
judgement in their use

Our Use of business tools policy and guidelines
explain personal use, inappropriate material,
inappropriate use, care and security, and
monitoring. In general, you must consider what
is legal, ethical and sensible, and ensure any use
doesn’t bring IR into disrepute or put IR funds,
information or property at risk.

For more details refer to the Use of business
tools policy and guidelines in our People
Policies & Guidelines. Our guidelines also
provide links to other related material. Also see
the SSC guidelines.

Inland Revenue Our Code Tikanga Whanonga

We must all contribute to an
inclusive, respectful, safe and
healthy workplace

IR is committed to maintaining a safe and
positive working environment and culture. This
means we must all respect the rights of our
colleagues and customers.

«  Working in a safe and healthy way is what
we do. We all contribute to maintaining a
healthy and safe workplace and must take
responsibility for our own health and safet

« Everyone is respected and valued. We
support an inclusive workplace a nd alue
diversity of thought, beliefs, b

and capabilities. @

sm en
' accep

ls safe a;\ﬁ

« Discrimination, buII
violence of any k
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% e/hlovernment.

e of the@: on of comments you

@3 é¢ande s Clear that when you are
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@

We must be mindful of the
appropriateness of any private

action as all N

a duty to eps
dlscredltthe poKeR
thev@ Pe sect he

o discredit IR,

ommen as@ private individual, you are
shari rsonal view and not acting as
épyeas tive of IR. If you are in a senior or

pérception of you as an IR representative.

Only specifically authorised staff can comment
on IR matters or release IR material to any
member of the media or public, or other
organisation. Media includes anything that

is being published or broadcast, such as

via internet or social media channels, radio
and television, newspapers, magazines and
community newsletters.

Remember, you must treat all information,
including knowledge of internal systems and
processes gained while working for IR with care
and confidentiality. This requirement continues
even when you stop working for IR.

We must maintain the political
neutrality required to enable us
to work with current and future
governments

Political neutrality and the perception of

that neutrality is fundamental to the New
Zealand Public Service. You must be impartial
and always perform your role in a politically
neutral way.

You must ensure no comment, decision or
action undermines or could be perceived

to undermine the government of the day or
future governments or suggests any political
preference or intent to influence other’s
political persuasion.

Doing the right thing
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Inland Revenue
Te Tari Taake

PEOPLE POLICIES AND GUIDELINES

Topic 4 - Healthy, Safe & Equitable Workplace

Kaupapa Kanorau me te Whakawhaiti
Diversity & Inclusion Policy @

This policy describes Inland Revenue’s commitment to an i @ respend

safe workplace.

At Inland Revenue we are committed to having an inclusi ulture wh \@ﬁom all
walks of life can achieve their full potential. As a trul ye orga19:§' ur people and

customers feel valued and respected, and see the eflect people, our
processes, our values and behaviours.
Diversity and inclusion are essential to achi organi objectives, and delivering
a public service that values, reflects and % ands thé€ unities we serve.
N
Diversity: <
Is about the individual differ: i
and perspectives people b : ‘
work. e
tl@\ n organisation, we value and benefit from.
< -
AV \%?rgckdes recognising and celebrating our diversity, so that
- Q? ryone feels safe to be who they are, feel like they belong,
Is about creatin environment nd can contribute their unique skills and perspectives at
where els Valum work. It also includes removing barriers and providing equal
i

feSpe ¥ pan access to opportunities, so that everyone can achieve their full
Mok otential
QO wolontil
Why wegég%his policy

This poli sto ensure all our people understand Inland Revenue’s commitment to an
inclusi Itute, a positive and safe workplace, and the key role individuals play in achieving
thj

Ol@e of Conduct — Tikanga Whanonga states that we must all contribute to an inclusive,
respectful, safe and healthy workplace.

Who this policy applies to

This policy applies to all Inland Revenue leaders and employees, and contracted individuals.
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Specific practice around diversity and inclusion

Inland Revenue’s commitment to diversity and inclusion is woven into our everyday values,
behaviours, practices, processes, policies, and employment agreements. Following are some
specific examples of how we make these commitments a reality.

Our strategic approach to diversity and inclusion

Inland Revenue takes a strategic approach to diversity and inclusion to support the
development of an inclusive culture. We are focused on integrating diversity and inclusio%
all aspects of our culture, people practices and services to our customer

Our strategi
implementation plan covers key diversity and inclusion concepts suc 3 er pay.g

flexible working, inclusive leadership, accessibility, cultural and rai clusion a
celebration.
Further information and supporting resources on our plan a range of di and

inclusion topics are available on the 'Diversity & Inclusie nd Re e.

4

Mahutonga approach at Inland Rev
Mahutonga is Inland Revenue’s approach to we (the Treaty of

, z n
Waitangi) and Maori principles, concepts, apd-prac i evenue. One outcome of
Mahutonga would be that our people h@ dence to nga and te Reo Maori every

day.
Our people’s networks @ @

N
These are eople o@) ort and learn from each other based on
Networks
commo erests, 7-or’backgrounds.

= JAN

</ o\
We are committed o'ng ou ih shaping our diversity and inclusion journey. Our
an

people’s networ! Q:' d Reve y an important role in supporting and developing
group members and elpinggreate inclusive environment for our people. Networks also

provide a cation.ch etween groups and management to raise awareness,

resolve-i products and services for customers.
Somples o
o '@ e Disability
-%%a e Rainbow

Iti-cultural e Women.

o
Q.

s of network groups established within Inland Revenue are:

Ns fulfil an important business need, and Inland Revenue supports our people’s
involvément in network groups by providing sufficient time to attend meetings, events or
practices, when this can be balanced with their work commitments. Individuals should discuss
their potential involvement in network groups with their leader, to agree the extent of their
involvement, expected time commitments and how the needs of the business will be met.
Individuals are not restricted to how many networks they choose to be involved in; however,
the time commitment and our business needs are two primary considerations to manage.
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Disabled employees - reasonable accommodations

Inland Revenue recognises the talent and abilities of disabled employees and is committed to
providing an accessible workplace and their inclusion and support in employment. Managing
disabilities is a partnership between the employee and leader with expectations on both
parties. We will carefully consider all requests and determine if they can be reasonably
accommodated. Please refer to the ‘Disabled Employees - Reasonable Accommodation’
guidelines for more details on expectations, determining what’s reasonable, adjustment and
modification examples and the request process in our People Policies & Guidelines.

Note: For injury or illness see ‘Injury or Illness Rehabilitation’ gmdelln ividual medical
conditions remain managed between employees and their leader s@ 0 this poli

Harassment, bullying & discrimination preve d man E -
We are committed to ensuring freedom from harassment, bullying or discripni n in the
workplace and have specific policy and guidelines in sup this (se

‘Harassment, Bullying & Discrimination’ in our People@ Guideli @
We all have a part to play %

Inland Revenue’s commitment is outlined ab h|s is by the role all our
people play. Everyone should be aware o heir w s and behaviours play. All
those working for Inland Revenue are res for

0|ICI

e Complying with relevant Ieglslatlo

Code -Tikanga Whanonga; and

and raising these e.g eir people - er or someone they feel comfortable with
in the first instan

e Identifying any potentl?é S aI barr| versnty and inclusion in our workplace

e Ensuring thel ctlces viours are inclusive (for example, valuing

individuals op|n| pting individual differences and being sensitive to
dlfferent

practices, a ultures); and

up and there is specific material around Making a complaint of
harass |ng or discrimination in our People Policies & Guidelines.

Meas ent and reporting

mitted to measuring progress against our diversity and inclusion initiatives and
es. Inland Revenue will ensure that measures for diversity and inclusion are
de e

d, approved, reviewed, and monitored. We regularly publish key metrics.

Document control vl November 2019 (replaced previous Diversity & EEO Policy)

Review dates Date reviewed: Dec 2021

Next review: Dec 2025 (review may occur sooner if required)

Policy owner Domain Lead, People Strategy & Capability, People & Workplace Services.

Policy contact Email the ERP&R team




Iltem 3: Harassment, Discrimination and Bullying Policy

[UNCLASSIFIED]

Inland Revenue
Te Tari Taake

Topic 4 - Healthy, Safe & Equitable Workplace

Kaupapa Whakatiwheta, Whakaweti me te @&

Whakatoihara
Harassment, Discrimination & Bullv@&

This policy explains Inland Revenue’s commitment approach t @tmg and
managing unacceptable workplace behaviour. ”

wronm@ lture, where diversity
Iymg@ ment of any kind as

We are committed to maintaining a positive w
is appreciated, and all people are respected

Inland Revenue regards discriminati
unacceptable.

This applies whether this behaw es from, cted at, an employee, contractor,
consultant, customer or a visi and Re

We put prevention at the our a d expect all our people to model
appropriate standards_of duct and ny breaches If possible, behaviour can be
adjusted and the wo s atlo repaired. This policy is underpinned by robust
processes and p &s to ens eople are supported.

Why w thich

ent, free from harassment, bullying and discrimination and want
d supported to raise any issues and speak up.

We w work
all o eop etof

r Inland Revenue to address undesirable behaviours, as they can be
e health of the affected employee/s and business productivity. In

It makes good
detrimental
addition le behaviours in the workplace can constitute a work-related hazard, which

Inlan@ has a legislative duty to manage.
f Conduct makes clear that ‘we must all contribute to an inclusive, respectful, safe

Ithy workplace’ and that ‘discrimination, bullying, harassment and violence of any kind
are unacceptable’.

Who this policy applies to

This policy and the guidelines which support its application apply to all Inland Revenue
employees and contracted individuals (referred to as “all staff” or “a staff member”).
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The policy covers behaviours that may occur in the workplace, between work associates,
during work events (such as a conference or training) and outside the workplace if it is in the
context of the employment relationship or affects the workplace.

Specific practice - harassment, bullying and discrimination

Note: In this policy, discrimination and harassment have the definitions as set out in the

Human Rights Act 1993 and the Employment Relations Act 2000. These are summarised a
high level below.

The bullying definition is from WorkSafe NZ's good practice guidelines

For more detailed descriptions and information see the full Ieg|slat loym
material on Bullying, Harassment and Discrimination.

Where a person is disadvantaged on the gr of sex, mari us, rellglous
lity, age, political

belief, ethical belief, colour, race, ethnic or|g|ns
o opinion, employment status, family st al orle i . nder identify,
Discrimination
gender expression, union member; Fned mployment Relations

Act 2000), or by being affected tic V|oIe defned under the Domestic
Violence - Victims’ Protectio 1

Where a person is subjécted\t epeate riate behaviour or behaviour of
such a significant nature it has ad ental effect on the person’s
employment, jo rmance or ] b action.

The behavi Icome o n iVe to the employee and may include
behavio idicules or, -- hostlllty or contempt.

nt may bg di or indirect, verbal, physical or otherwise.

mehnt is m nly sexual or racial (both specifically defined in detail in
A and in ent NZ material) but can include other forms.

Wﬂt can be summarised as:
&0 ensive sexual behaviour that is repeated or is significant enough to

Harassment

Icome means behaviours that are not solicited or invited and are regarded by
ﬁQ\} person as undesirable or offensive at the time.
0>

workers that can lead to physical or psychological harm.

e Repeated behaviour is persistent (occurs more than once) and can involve a
range of actions over time

@ Unreasonable and repeated behaviour directed towards a worker or a group of

Workplace e Unreasonable behaviour means actions that a reasonable person in the
bullying same circumstances would see as unreasonable. It includes victimising,
humiliating, intimidating or threatening a person

e Bullying may also include harassment, discrimination or violence.

Bullying includes cyberbullying — where technology (internet, mobile phone, digital
camera etc.) is used as a means to bully. The Harmful Digital Communications Act




[UNCLASSIFIED]

(2015) sets out serious consequences if electronic communications are used with
the intent to cause harm, and includes 10 communication principles, many of which
relate specifically to harassing, discriminatory or bullying behaviour.

PREVENTION AND MANAGEMENT
This policy, and the guidelines which support its application, look to ensure all staff: g

e Understand our commitment to a positive workplace and that unacgeptable behavi
will not be tolerated under any circumstances; and

e Have access to the information and resources they need to hett ersta
harassment, bullying and discrimination; and
vailable t

e Know how to raise a concern or complaint, and the opt& em.

MANAGING COMPLAINTS

Inland Revenue has procedures in place for mak
genuine complaint or query is treated confidenti n seriof id acted on promptly.

: ons. F ple, exploring low-key
js appro €), or proceeding straight to a
formal investigation if necessary.
Inland Revenue will ensure the p es of natue are applied and both parties are
treated fairly, and respected {@% rted t@ he process.

storical, the complainant will be supported

tisr
ept info f the progress of any formal investigation. The
options, reporting an Br s step e_detailed in the '"Making a complaint’ guidelines in our

People Policies aV@ﬁu lines (s 4 - 'Healthy, Safe & Equitable Workplace).

ullying or discrimination is proven through a formal

ion\process, the behaviour may amount to misconduct or serious

disciplinary i n guidelines provide details about this process and the potential

outcomes c 3 - 'Conduct & Behaviour’ in our People Policies and Guidelines).

Inland would not expect any negative consequence for a staff member making a
com and will take all reasonable steps to protect them from any form of victimisation or
ion occurring). However, if a staff member raises a complaint that is found to be

s or vexatious, Inland Revenue may take disciplinary action against them.
Document control v2 June 2018 (definition update April 2019; reformat Sept 2019) (v1 - 2
March 2016)
Review dates Date reviewed: April 2019 Next review: June 2020
Policy owner Employment Relations, Policy & Remuneration Manager, People & Culture
Policy contact Email the ERP&R team




Item 4: Recruitment Policy
[UNCLASSIFIED]

Inland Revenue
Te Tari Taake

Topic 1 - Appointment PEOPLE POLICIES & GUIDELINES

Kaupapa Kimi Kaimahi @ &
Recruitment Policy @ @
This policy explains Inland Revenue’s recruitment pract%n commyi egto

ling

m
maintaining an equitable and transparent process f%l i acanci\é&

P
N
Note: This policy covers the recruitment of new emplgye @ﬁxed term) to
: en roles. It does not

cover change management processes. On the rare
casual employees, a fair and robust process,
followed with the support of the Talent Acq

Selection on | « Selectio iQl)s % merit-based. The person best suited to the
merit job is on{section 72 Public Service Act 2020)

Capability- B dility-b s r\?isation, Inland Revenue source, recruit, develop and
their capabilities. This acknowledges the value of

based eopl seE: ;:;
sferrable ski

d competencies acquired through diverse work experiences

Impa \\Q Inla W application, recruitment and selection processes are professional
ive.
t

honest; and
tr

pr es es will be notified in a way that enables suitably qualified people to apply

(8¢hedule 8(1) Public Service Act 2020).

Qy There is a clear process established for review (Schedule 8(5) Public Service
/)@

Act 2020)
v

0 own | * We support the Crown’s responsibilities under Te Tiriti o Waitangi and uphold the
tl ns principles of partnership, protection and participation.

Valuing « Inland Revenue values diversity and understands the benefits of a workforce that
diversity and reflects its customers and the wider communities it supports

ensuring

inclusive e Inland Revenue’s recruitment process is inclusive and as accessible as possible.

practices IR is committed to ensuring the process is free from discrimination and conscious

and unconscious bias. People will be treated in an inclusive and safe manner,
respectful of their needs and cultural values.
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Why we have this policy

Making good appointment decisions ensures Inland Revenue has the right people to meet
current and future business needs and support our culture. Ensuring an inclusive, fair and
transparent process helps ensure a positive experience for those seeking to join Inland

Revenue or looking to change roles in the organisation. This policy provides employees and
leaders with information about our approach to recruitment. It also supports leaders in mak'&

good hiring decisions and to ensure employees have confidence in the progess.
Who this policy applies to @ @

This policy and the guidelines which support it apply to all Inla




\@m 5: LGBTQIA+ Inclusive Language Guide

inland Revenue
LGBTQIA+ Inclusive
Language Guide

Network

Rainbow
1

This guide has been adapted from the Stonewall Inclusive Language Guide, Gender Minorities Aotearoa
Glossary of Gender Terms, Victoria State Government LGBTQIA+ Inclusive Language Guide, GLAAD Media
Reference Guide (Terms to Avoid), Words Matter BC Public Service, Gender Identity Family Planning guide,

and unpublished feedback on the State Services Commission Inclusive Language Guide provided by the Cross
Agency Rainbow Network.




A Rainbow
i? Network

= = ]

towards each other and Inland Revenue’s customers.

The information in this guide will help you use the correct terms and references for
diversity, inclusion and the LGBTQIA+ community.

This is a living and iterative document. That means that the list of terms is not complete —

and never will be. As language develops and evolves, new terms and definitions will be
added to the glossary.

While every effort has been made to ensure the accuracy of the definitions, sometimes they
may not be quite right. If there are corrections required to the definitions, please email




Rainbow
(f Network

Using inclusive language at Inland Revenue

How do | use inclusive language?

&

Try to use inclusive language as your everyday language. @ %
Using inclusive language can make a real difference to peoplé&i e LGBTQFA+ comimunity.
Use language that acknowledges people have diverse refationships ane g:i

mean using words like “partner” as opposed to “hus e-, nd/wife” or

“mother/father”, particularly when describing group

If someone discloses to you that they’re fro Q
respectfully ask what terms they use to de%
Don’t question or make assumptions abo ge
Accept and respect how people define thei gendeé kst
; )

lematic language

Problematic
The average man

Forefathers

Chairp/er%a\@air, rr}gdkb}w, discussion leader

Chairman

Folks)people, all humahkind

Guys, mankind

Human achie

Man’s achievements

Other sex{@\y

Opposite sex

Police ébflight attendant, postal worker, mail
carri il officer, firefighter

Policeman, stewardess,

mailman, fireman

Sp&m{, partner

Wife or husband, girlfriend
or boyfriend

Women (over 18 years of age)

Girls, females

Workforce, personnel, workers, staff, people

Manpower

Working hours/days, effort, or elapsed time

Man hours
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How do | use pronouns?

Pronouns are one of the ways people refer to each other and themselves. Most but not all
men (including trans men) use the pronoun ‘he’ and most but not all women (including trans

@takes th %

Some people use a gender-neutral pronoun such as ‘they, them’ (e
work as they think the morning traffic takes too long”). %
If you’re unsure what someone’s pronoun is, ask them respec&

Ask a question like “Can | ask what pronouns you use?”

women) use the pronoun ‘she’.

not a preference.

Some people’s pronouns may be context sp %5 exampl&eone might not use their

pronouns in a particular environment or a rticular pépp l because they do not feel
safe or comfortable to do so.

You can add your pronouns |
visibility of how they shoul

Gender-neutr uns

The following cha UICk refere gunde to traditional and gender-neutral pronouns.

Subjective Omedwe Pos:.ess!ve Possessive Reflexive Pronunciation

adjective pronoun

Hers Herself Pronounced as it looks

His Himself Pronounced as it looks

Theirs Themself Pronounced as it looks

4
Ze @ i i Zirs Zirself Pronounced as it looks

Sie/Zie i i Hirs Hirself Pronounced: zee, here,
here, heres, hereself

Zie i i Zirs Zirself Pronounced: zee, zere,
zere, zeres, zereself

Ey i Eirs Eirself Pronounced: A, M, ear,
ears, earself

Pers Perself Pronounced as it looks
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What do | do if | mess up someone’s pronoun?

Try to use respectful language; some mistakes are understandable, particularly when you are
learning. If you make a mistake, apologise promptly and move on. Don’t dwell on it, and
don’t give up. What’s important is that you keep trying to get it right.

Repeated mistakes indicate a lack of respect and can be very distressing. If it continues or is
deliberate, it could constitute bullying or discrimination. See our bullying and harassme
policy and guidelines on the People policies & guidelines intranet pa i

How do | welcome people to meetings?
Include everyone in a meeting by saying things like “Welcomé; d ;orning”

or “Great to have you all here”. These broader terms can z nding emails

Maori greetings

Formal Informal
Tena koe Kia ora ello.
Téna korua Kia ora korug—— >\ Greet{r@}H}ﬁo to you two — 2 people.
Téna koutou Kia ora k,ogh)q\)/ ’eet\l\gQHello to you — 3 or more people.

Téna koutou, téna koutou, té 3 ke u oeti gs, Greetings, Greetings to you all — 3 or more

katoa eople.

Téna koutou, tena ko a tato @( %/reetings, Greetings, Greetings to us all — the speaker
& and those being spoken to, 3 or more people.

When ta )@people ;hone or online what should | keep in mind?

- f avo a rellable indicator of their gender, particularly over the phone.

Do not addr é%?eone on the phone by gendered terms such as ‘madam’ or ‘sir’ if you
don’t kn irgender. Ask politely or call them by their name. It’s also important to not
make s talk about someone’s sexual identity.

The@ approach goes for online technology: you can’t assume someone’s gender by the
icon/image beside their name, or their username, when using social media or technology
online.

What terms should | avoid?

You should always avoid LGBTQIA+ terminology being used in a derogatory way, e.g. the
word ‘gay’ when used in a negative way to refer to a situation or event unrelated to
sexuality. Do not use words you’ve heard being used to put down or attack LGBTQIA+
people.
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| have a new team member who is in the LGBTQIA+ community; how
do | make them feel welcome?

Welcome your new team member as you would anyone else new to IR. Show them around
and let them know that they can come to you with any questions.

There is a Rainbow Network Yammer page which is open to people i rainbow &
community as well as allies. E ;\\
@3 h;nel and

As we are want to ensure a safe space for our LGBTQIA+ me , our Tea C

meetings are reserved for those who identify as part of community. ur teams
channel, follow this link. % @

Our Tikanga Whanonga Code of Cond@ ; ;

IR is committed to maintaining a and positi g environment and culture. This

means we must all respect tm@ f our @ s and customers.
Everyone is respected an d. We %port an inclusive workplace and value diversity

of thought, beliefs, b ds, ities. Discrimination, bullying, harassment and

violence of any k@ nacce e
Read our T)'Kéﬂ}a/w

hanon of Conduct

A%
Inclus@E’abou ronment - where everyone feels valued and respected and can
fully participate a rson they are in the workplace e.g. bring their “whole self” to
work. It’s ab eceghising and celebrating our differences, so that everyone feels safe to
be who th <feel like they belong, and can contribute their unique skills and

perspe work. We should ensure our work practices and behaviour are inclusive (for
exa luing individuals and their opinions, accepting individual differences and being
se to different people, practices, and cultures).

See our Diversity & Inclusion Policy
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Glossary of terms

Ace

N

Ace is an umbrella term used to describe a variation in lev antic a éiual attraction,
including a lack of attraction. Ace people may describe &s usin ore terms,
including, but not limited to, asexual, aromantic, da@ exual g . Ace is short for the

spectrum of “asexual.”
Ally (LGBTQIA+ ally) § @

ely sup bers of the LGBTQIA+ community.
Agender or Neutrois @
Someone who feels neutra heir @ and rejects the influence of gender on their person.

Sometimes the term n -!- redis imilar fashion.

Identifying as neu ender is indicative of one’s anatomy, sex assigned at birth, or

A (typically) straight and/or cis person who

pronoun pref ce Nt €an be used in cénjunction with another gender signifier, for
example 'r@%man’ %
Andro@ @; ;

A person who does sent themselves as either feminine or masculine.

afomantic has nothing to with sex. Aromantic people do not feel romantically attached to
ough they may develop sexual attractions. Aromantic people also exist on a spectrum, so
ic can also refer to people with little (to no) romantic attraction to others. A person who fits
on the aromantic spectrum can feel low or no strong romantic interest in others of any gender.

People of any sexual orientation can be aromantic. You can also be asexual, aromantic, or both.
AFAB

Assigned Female at Birth

AMAB

Assigned Male at Birth
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Asexual

Someone who does not experience sexual desire, or experiences very little desire, for people of any
gender. Some asexual people desire romantic relationships, while others do not. Asexuality can be

considered a spectrum, with some asexual people experiencing desire for varying types of intimacy.
Asexuality

Asexuality refers to a lack of or very low sexual attraction to others. &
5 @g Q

Bi is an umbrella term used to describe a romanti sexual q@t towards more than one
gender. Bi people often describe themselves as-being\a eirown and other genders.

Bi people may describe themselves using o e'\vdriety of terms, including, but not
limited to, bisexual, pan, queer, and othe onose on-mono-romantic identities.

S

Bigender

Bigender is a gender identit e lite lated as 'two genders' or 'double gender'.
Bigender people experien Wo identities, either simultaneously or varying between

the two. These two ge i iti male and female but could also include non-binary

identities. @
Bisexual v
A bisexu %\ isro
gend

Another defini
does play inthe attractions, whereas pansexual can refer to attraction regardless of gender.

and/or sexually attracted to people of their own gender and other

that bisexuality involves attraction in which the gender of the other person

Biphab

:@- r dislike of someone who identifies as bi based on prejudice or negative attitudes, beliefs
or views about bi people. Biphobic bullying may be targeted at people who are, or who are perceived
to be, bi.

Butch

Butch is a term used in LGBTQIA+ culture to describe someone (usually a woman or someone
assigned female at birth) who expresses themselves in a typically masculine way.

There are other identities within the scope of butch, such as ‘soft butch’ and ‘stone butch’. You
should not use these terms about someone unless you know they identify with them.
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Cisgender or Cis

Someone whose gender identity is the same as the sex they were assigned at birth. Non-trans is also

used by some people.

Ciscentrism

A system of attitudes, bias and discrimination in favour of cisgender identiti at margin san

renders invisible trans* (for more information on trans*, see Trans an this gless ople

and treats their needs and identities as less important than those2§ der people.

Cissexism @

The belief that cisgender and cissexual people represen%;gm' and perior to
. <g£ g >

transgendered people. This results in a systemic opp at privi gender and cissexual
folk over transgender and trans* folk. @

Cissexual ; ; E % ; ;
haterfe

Identifying with the same biological sex t was q! at birth.
Closeted @

entation or gender identity. The term refers to being
ow identity.

Coming out

When a p

other identit
can be someth
Dee

A deadname is the birth name of someone who has changed their name (legally or otherwise). The
term is especially used in the LGBTQIA+ community by people who are transgender and elect to go by
their chosen name instead of their given name.

Deadnaming

Calling someone by their birth name after they have changed their name. This term is often
associated with trans people who have changed their name as part of their transition. Deadnaming
can be hurtful and inappropriate. If you’re unsure what name to use, you can ask them respectfully,
and preferably privately. Use a question like “Can | ask what name you use?”. Continued mistakes,
especially after being told otherwise, are very disrespectful and could constitute bullying, which is
against IR’s Code of Conduct.




Rainbow
{'A Network

Drag

‘Drag’ is a term that is often associated with queer communities and is often replaced with ‘drag king’,
‘drag queen’, ‘drag artist’ or ‘drag performer’.

Drag King

Performers (usually someone assigned female at birth) who dress as men/maleness/masculinity for
entertainment at clubs and events. “Hyper king” refers to someone assigned %ale at birth pe&\g

©

as a drag king.

Performers (usually assigned male at birth) who dress as women/fem
entertainment at clubs and events. “Hyper queen” refers t

performing as a drag queen.
Fa’afafine @ q
(Samoa, American Samoa, and{@@akalei !(Tonga), Fakafifine (Niue), Akava’ine (Cook

Drag Queen /\?@

Islands), Maha (Tahiti and kasale iji), and Paloma (Papa New Guinea)

Fa’afafine and others li e are fika terms used to describe cultural and gender
identities. They ar@ rjust as % bout familial, genealogical, social, and cultural selfhood.

Fakaleiti

Fakalei :2 i category that is found in Tonga — specifically those assigned male at
neype

birth.
associate with wes eer & trans* identities.

Femme Q

Femmne erm used in LGBTQIA+ culture to describe someone who expresses themselvesin a
" /

rfor ivities'traditionally done by females. Fakaleiti in Tonga may not necessarily

ty raditionally feminine way. There are other identities within the scope of femme, such as ‘low
femme’, ‘high femme’, and ‘hard femme’. You shouldn’t use these terms about someone unless you

know they identify with them.
FTM (Female to Male)

A person transitioning (or who has transitioned) from female to male. This refers to someone assigned
female at birth who identifies as male._This term is generally outdated, but while some people may still

identify with this term, it is not appropriate to assume someone uses this term.
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Gay

Used to describe men and women attracted to the same sex, though ‘lesbian’ is the more common
term for women. Preferred over ‘homosexual’ except in clinical contexts or references to sexual
activity. It is offensive to refer to anything other than human sexuality as gay, e.g. use the wc&

negative context or a derogatory way. @ @

Gender

Often expressed in terms of masculinity and femininity, gender i&y cultur. ete;mined and is

traditionally assumed from the sex assigned at birth. @
Gender binary @ @@)
A viewpoint that gender consists of only two ge -’ tities: m&ﬂale.

Gender diverse

der'expressi from a given society’s dominant gender

elwho ar der, non-binary, genderqueer, or have

Gender dysphoria § ;@
Used to describe@ !erson e es discomfort or distress because there is a mismatch
h and

between theirsex ned at birt their gender identity. This is also the clinical diagnosis for
ofe n’t fee %ble with the sex they were assigned at birth.

Gender expre

&tion of the gender through physical appearance — including dress, hairstyles,

Genderfluid

A non-binary gender that indicates shifting between different genders or presentations.
See pangender and omnigender in this glossary.

Gender identity

A person’s innate sense of their own gender, whether male, female or something else (see non-

binary below), which may or may not correspond to the sex assigned at birth.
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Gender incongruence

This is the preferred sexual health classification of transgender and gender diverse people by the
World Health Organisation (WHO). Gender incongruence is ‘characterised by a marked and persistent
incongruence between an individual’s experienced gender and the assigned sex’. This term replaced
the stigmatised term ‘gender dysphoria’ which was used previously.

Gender non-conforming
A term for individuals whose gender identity does not fit into the societal expectations rel
their assigned sex at birth.

Gender reassignment

Another way of describing a person’s transition. To undergo ge nder assign aIIy means to
undergo some sort of medical intervention, but it can also<nie ronouns, dressing
differently and living in their self-identified gender. @

Genderqueer
Similar to queer, but more specifically to rej

genderqueer may identify as neither mate n

between the binary gender boxes, o

Gender transition

at birth

The process a p roug%i;:éas the gender with which they identify, which is different
ng ?%)

from their assig

Heterosexis @
The perc that heterosexuality is superior to other sexual orientations.

H al / straight
R a man who has a romantic and/or sexual orientation towards women or, to a woman who
has a romantic and/or sexual orientation towards men.

Hijra
A word used in the Indian subcontinent to describe intersex people, and transgender people. This

community also use the words Kinnar or Kinner to describe themselves.

Homosexual

A person who is mostly attracted to people of their own gender. Because this term has been widely
used negatively and/or in a cold and clinical way, most homosexuals prefer the terms ‘lesbian’, ‘gay’
or ‘queer’.
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Homophobia

The fear or dislike of someone, based on prejudice or negative attitudes, beliefs or views about

lesbian, gay or bi people. Homophobic bullying may be targeted at people who are, or who are

@é

sor whose

perceived to be, lesbian, gay or bi.

Intersex

ale or female.

L

Lesbian
Refers to a woman who h ic an S onentatlon towards women.

Lesbophobia
The fear or dlshk@ eone be y are or are perceived to be a lesbian.

LGBT
The a r Iesbl %and trans. This acronym is now outdated and has been replaced with
LGB or SOGI

LGBTQIA+

LGBTQIA+ Inclusive language

The use of gender non-specific language (e.g. ‘partner’ instead of ‘husband’, or ‘they’ or ‘ze’ instead

of ‘she’) to avoid assumptions around gender identity and sexual orientation, and to enhance the
accessibility of information and services. Educational, social service, and health professionals are
especially encouraged to use inclusive language until advised otherwise by the person they are

talking to or about.
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Mode (Boymode/Girlmode)
A term used by trans/non-binary people to refer to the act of outwardly presenting as your gender

assigned at birth to avoid being ‘outed’ or confronted in unsafe environments.

MTF (Male to Female) A person transitioning (or who has transitioned) e to femiale. This
refers to someone assigned male at birth who identifies as female. Thi s gene ated,
but while some people may still identify with this term, it is not 2& e to assume'\sémeone uses

oy
N é@@ &
S

An umbrella term for people whose ge idéntity it comfortably with ‘man’ or ‘woman’.

Non-binary identities are varied include pe o identify with some aspects of binary
identities, while others reject irely. @

§ &

Omnigend v v
Refer @@%ne w ig%es as being or experiencing all genders, but still cares about their
gend sisin @ someone who is Pangender (see definition of pangender below).

Orientation/i%

n umbrella term describing a person's attraction to other people. This attraction may

s sense of identity based on their attractions, or lack thereof. Orientations include, but are not

Orien

be exual orientation) and/or romantic (romantic orientation). These terms refer to a
nio

limited to, lesbian, gay, bi, ace and straight.

The Stonewall Community Foundation uses the term ‘orientation’ as an umbrella term covering

sexual and romantic orientations.
Outed

When a lesbian, gay, bi, trans, or queer person’s sexual orientation or gender identity is disclosed to
someone else without their consent.
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Pangender

Refers to someone who identifies as being or experiencing all genders either fluidly or at the same
time. Pangender can also refer to someone who may not care about their gender, or more

specifically how other people view their gender. This is in contrast to someone who is omnigender

(see omnigender in this guide). &
Pansexual
Refers to when a persons’ romantic and/or sexual attraction tov&@s is not I| Y sex or

gender. Sometimes shortened to ‘pan’.

Passing @

If someone is regarded to be a cisgender man or @/ ey ldentify as a trans
person. The use of this term is considered ina @ asitim at people need to perform or
present outwardly as masculine or feminin

Person with a trans history

Someone who identifies as ma

at birth. This is lncreasmgly

Polyamorous
i ope antic relationship with more than one person. People

n be heter ual or from the LGBTQIA+ community and relationships

can include combinations of people of different sexual orientations.

A

éople’s gender in conversation - for example, ‘he’, or ‘she’. Some people

Queer is a term used by those wanting to reject specific labels of romantic orientation, sexual
orientation and/or gender identity. It can also be a way of rejecting the perceived norms of the LGBT
community. Although some LGBTQIA+ people view the word as a slur, it was reclaimed in the late 80s

by the queer community who have embraced it.

Questioning

The process of exploring your own sexual orientation and/or gender identity.
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Romantic orientation

A person’s romantic attraction to other people, or lack thereof. Along with sexual orientation, this

forms a person’s orientation identity.

Rainbow community

Rainbow refers to the community of queer people, meaning anyone w @ﬁes ou sic@exual

and/or gender norm. The multicolour rainbow flag was adopted in in\§an Francisco bythe

LGBTQIA+ communities as a symbol of pride, solidarity, and the i comununity. The
colours symbolize life (red), healing (orange), sunlight (yel@ture (green ny/peace

(blue), and spirit (purple violet). % @

Sex @ @

Assigned to a person on the ba 'ary se ;geristics (genitalia) and reproductive
functions. Sometimes the ter@ and ‘g ‘ interchanged to mean ‘male’ or ‘female’.
Sexual orientation @

A person’s sexual at % o othefyp < or lack thereof. Along with romantic orientation, this
forms a person’ ehtation identitys Stonewall Community Foundation uses the term

‘orientatio "w erring sexual and romantic orientations.
s
A rejectign of lab

one’s curren % , birth assignment, or birth anatomy, and should not be confused with
intersex. < é;

Se nment surgery
M -eA gl procedure altering one’s physical appearance to further reflect one’s gender identity.

SOGIESC-diverse

An umbrella term like Rainbow and LGBTTQIA+. These umbrella terms include but are not limited to
people who identify as:, lesbian, gay, bisexual, transgender, takatapui, queer, intersex, asexual,
transsexual, non-binary, pansexual, whakawahine, tangata ira tane, mahu (Tahiti and Hawaii),
vakasalewalewa (Fiji), palopa (Papua New Guinea), fa’afafine (Samoa, America Samoa and Tokelau),

akava’ine (Cook Islands), fakaleiti or leiti (the Kingdom of Tonga), fakafifine (Niue) or two spirit.




Rainbow
rA Network

T

Taahine

Taahine is similar to mixed gender, sometimes non-binary, or transgender not-otherwise-specified.
This speaks to the intersection of Maori and non-cisgender identities.

Takatapui

Takatapui refers to Maori who are not heterosexual and/or not cisge

It is used both as a gender identity (similar to transgender), as a nor sexual )

(similar to lesbian, gay, bi, or pansexual). It is also used as an um term fo on-keterosexual

and/or non-cisgender Maori people (similar to ‘Rainbow C unlty)'

Tangata ira tane % %
Tangata ira tane roughly translates as trans man. e s to terséction of both Maori and

trans man identities. @

TERF: Trans Exclusionary Radical Femin @

TERF or ‘Fundamentalist Feminism > ub section of ‘Radical Feminism’ which is
generally focussed on removin ‘rlghts legal prétections, and access to medical treatments
and supportive social enwror@ or tran :@- eople.

To be out

To be open about?; @al orle%;% ;d/or your gender identity.

Trans

An umbr

wﬂhﬁ%; % ghé irth.
Trans ple may@ themselves using one or more of a wide variety of terms, including (but

not limited to der, transsexual, gender-queer (GQ), gender-fluid, non-binary, gender-
variant, cr r, genderless, agender, nongender, third gender, bi-gender, trans man, trans
woma asculine, trans feminine and neutrois.

Trz

Tr, :originally used to include explicitly both transsexual and transgender, or (now usually) to
indicate the inclusion of gender identities such as gender-fluid, agender, etc., alongside transsexual

and transgender.
Transgender

Transgender describes a person whose gender does not exclusively align with the one they were
assigned at birth. While Trans can be used as an umbrella term, not everyone uses it to describe
themselves.
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Transfeminine

This term may describe people who identify as transgendered, and who identify their gender

expression as feminine.
Transmasculine

This term may describe people who identify as transgendered, and who identify their gender

expression as masculine.

Transgender man
A term used to describe someone who is assigned female at birth b s and Ii man.
This may be shortened to trans man, or FTM, an abbreviation for. le>xto-mal

Transgender woman % :( § }’
A term used to describe someone who is assigned mal ut id .d lives as a woman.

This may be shortened to trans woman, or MTF, a female

Transphobia
The fear or dislike of someone based on y are t luding the denial/refusal to accept
their gender identity. This can look like fe comfo rt st, or hatred directed towards trans

people or trans concepts. This wo ¥ ophobla etc. Some transphobia is based

in ideas about naturalness, re around scientific fact or b|o|ogy There are
many other factors that ca c t :

.‘ S H
gendered oppression revo round r .E, i
Transitioning @

The steps a trans p h may take to I e in the gender with which they identify. Each person’s

transition e diff s. For some this involves medical intervention, such as hormone
thera D eries | trans people want or are able to have this.
Trans g also mi ve things such as telling friends and family, dressing differently and

changing offici

In New Zealand ange official documents, you may need to apply to the Family Court, DIA, and

See our Transitioning at work guide which has been produced by IR’s Rainbow network.

For more information on how to update your gender on your birth certificate or other IDs, please
visit the govt.nz website for changing your gender.

Transsexual

This was used in the past as a medical term (similarly to homosexual) to refer to someone whose
gender is not the same as, or does not sit comfortably with, the sex they were assigned at birth.

This term is still used by some although many people prefer the term trans or transgender.
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Whakawahine

Whakawahine roughly translates as trans woman. More literally, it translates as being or becoming,
in the manner or spirit of a woman. Many Maori trans women are whakawahine, love this ter
prefer it over transgender, transsexual, or other terms. Some Maori trans en feel that/

‘to create or become’ holds an implication that they are not women, a his term

basis, often preferring Taahine or Takatapui. @

/
<>@

Gender-inclusive pronouns used to avoid rel based linguistic system or

making assumptions about people’s ge 3 e ase’terms being used in a sentence is

‘Ze talked to hir partner about pronouns’.
Some people instead choose t @al pro % as ‘They’ and ‘Their’, or similar options. An

example of this would be = dtot r about pronouns’. Some use plural pronouns

because they are more w @ ndersto able to be fluently used by most people. Others, such
as omnigender folk, fe

gurider, @&

are most representative of their having more than one
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Terms to avoid

Reference guide for LGBTQIA+ terms.

Offensive Preferred Description

Homosexual Gay or Lesbian | Please use gay or lesbian to describe -Q attracted to

word "homosexual," it is aggressj
extremists to suggest that g

or psychologically/emotienally disordered < Re
i iatien.an
Psychiatric Assoc' he VOid using
o t ase also avoid using
"homose i imply to avoid repeated use
of the y." The Assgtiated Press, The New York
i e Washi Pbst restrict use of the term

ual" (see w York Times Style).

)

homosexual ionshi As a \Mavoid labelling an activity, emotion or

relations/relationship relattenghip gay, lesbian, or bisexual unless you would call the
or homosexual couple, s ivity, emotion or relationship "straight” if engaged in
homosexual sex Q by someone of another orientation. In most cases, your
>2aders, viewers or listeners will be able to discern people's
sexes and/or orientations through the names of the parties
involved, your depictions of their relationships, and your use of
pronouns. Identifying a same-sex couple as "a homosexual
couple,” characterizing their relationship as "a homosexual
relationship," or identifying their intimacy as "homosexual sex"
is extremely offensive and should be avoided. These
constructions are frequently used by anti-gay extremists to

denigrate gay people, couples and relationships.

Sexual preference Sexual The term "sexual preference" is typically used to suggest that
orientation or | being lesbian, gay or bisexual is a choice and therefore can and
orientation should be "cured." Sexual orientation is the accurate
description of an individual's enduring physical, romantic
and/or emotional attraction to members of the same and/or
opposite sex and is inclusive of lesbians, gay men, bisexuals, as
well as straight men and women (see AP & New York Times

Style).




Offensive Preferred Description

Gay lifestyle or
homosexual

lifestyle

gay lives,
gay and

lesbian lives

There is no single lesbian, gay or bisexual lifestyle.
Lesbians, gay men and bisexuals are diverse in the
ways they lead their lives. The phrase "gay lifestyle" is
used to denigrate lesbians, gay men, and bisexuals
suggesting that their orientation is a choice and
therefore can and should be "cured" (See AP & New New
York Times Style).

Admitted
homosexual or
avowed

homosexual

openly
lesbian,
openly gay,
openly
bisexual, or

simply out

@@

Dated term us cnbe é\vJ o self-identify
exual ersonal, public,

ords "admitted" or

as gay, lesbi

S g gay is somehow
ecretive. You may also simply
;djscribe the/persenas being out, for example: "Ricky

artin |@ pop star from Puerto Rico." Avoid the
rd "homosexual" in any case (see AP &

Néw

D

Times Style).

(S
Shee
riptions
f the issues
(e.g.,
"inclusion in
existing
non-
discriminati
on and hate
crimes
laws,"
"ending the
ban on
transgender
service

Lesbian, gay, bisexual, and transgender people are
motivated by the same hopes, concerns and desires
as other New Zealanders. They seek to be able to
earn a living, be safe in their communities, serve their
country, and take care of the ones they love. Their
commitment to equality is one they share with many
allies and advocates who are not LGBT. Notions of a
so-called "homosexual agenda" are rhetorical
inventions of anti-gay extremists seeking to create a
climate of fear by portraying the pursuit of equal
opportunity for LGBT people as sinister (see AP &
New York Times Style).

members")
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Defamatory Language

The use of defamatory language is not acceptable at Inland Revenue. This includes fé

outdated and abusive terms such as Fag, Faggot, Dyke, Homo or So@ @
discredited scientific terms such as Deviant, Disordered, Dysfuncti “Diseased;Re ed,
Destructive

Associating gay, lesbian, bisexual and transgender people v&edoph' i ild abuse, sexual

abuse, bestiality, bigamy, polygamy, adultery and/or i t. Such clajr uéndoes and
associations often are used to insinuate that LGB ople pose @r 2at to society, to

and should be avoided,
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This guide was proudly created by the Inland Revenue Rainbow Network. We recognise that language changes
and progresses quickly, so we are committed to review this guide biennially. Our next review will be in 2023.
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Item 6: Official guide for IR email signatures

Email signatures

Check out the IR email signature template and other tips for your email
signature.

@@ G
Email signature & @
@JSGS our

IR people must all use the approved email signa @eﬁ out
standard font: 10pt Verdana. This is also the st f e for the text of
your emails.

Name Surname | Job Title | Inl enue

Your job title in te reo | ’Taake

T: +64 4 XXX XXXX X | F: +64 4 XXX XXXX

email@i c(&‘u

g
I
(0]

undwm emails as this may make it difficult to read your

El
Do not

messag
To edit your si re open Outlook and click File > Options > Mail > Signatures

Read M#e@oft’s guide to editing_your signature

Adding an image or logo to your email signature

Always include alt-text to your image or logo. This makes it easier for screen readers
to identify and describe the image.

To add alt-text:
* right click on the image and select Edit Alt Text....
e type in a detailed description of the image or logo.



For images such as borders or footers, follow the above steps and tick the ‘Mark as
decorative' box.

Learn more about Alt-text and how to write it well (PPT).

Include te reo in your email signature

Our Mahutonga team can provide a translation service to find your job tltle reo.
, as

When requesting a translation for a role it's helpful to includ rt des t o
there can be nuances such as the difference between a pE

‘Principal Advisor’ and a ‘Special Advisor'.

Visit the Mahutonga site to find how to request %é%tlon

Adding your pronouns to your

Pronouns are words used to refer t@

they/them). An easy way to normali

email signature. There are a f sons
e When cisgender pe ns, it normalises it for everyone and

protects trans an r d people when they include their pronouns.
e Having prono @ature signals you as an LGBTQIA+ ally.

Adding your ur lgnature or introductions also creates a more
mcluswe e ent f

To add pronoun %ﬂgnature put them after your name in parentheses.

Hyperlink th uns with the link below so people can click on them to learn
more. For e: First name Last name (they/them).

Pronc@se in email signatures | Te Kawa Mataaho website

Find more rainbow resources from He Toa Takitini - IR Rainbow Network

Adding He Toa Takitini Rainbow Network's ally signature

If you are an ally to rainbow communities, you may add the below ally logo to the
end of your email signature.



The colours shown in the logos, reflect those in the progressive pride flag, which
includes representation of marginalised groups in the LGBTTQIA+ community.

Find out more about the network logo, including the ally signature

IR is committed to accessibility acro our documents and communications. This
means our email signatures aIed to be ible.
To make sure your emai rei s;lgle, do not use any text in italics or in

colours that are hard , like u should make sure there's enough contrast
between the bad% and text so it's easiest to read.

Use an acc@len all your work. We can best help people when
everyor@ cces:c% ormation.

Pages Contacts



Item 7: Gender transitioning at work guide

Inland Revenue
Te Tari Taake

Inland Revenue

Gender transitioning at work guide

and managers to F
at work.

The gw |V|ng and iterative document. That means that this guide is
revie updated as best practice evolves and as our
|on de

has been made to ensure the accuracy of this

|nfor metlmes this may not work in practice. If you have any
this document, please ema : ‘and we
n

sider this feedback when revnewmg this document.

guide has been adapted from the University of Otago Transitioning at
ork guide in line with Inland Revenue’s internal policies and systems.

ﬂ Rainbow Network




About transitioning

Transitioning is a term used to describe the steps someone may take to live as
the gender their identify with. The transitioning process varies from person to
person. For some, dressing as the gender they truly feel themselves to be is
enough. Other people may choose other steps or actions e. g seekmg med
assistance or undergoing different surgical procedures over

Inclusivity at IR

Inland Revenue promotes an inclusiv <%}ple from all walks of

(our Code of Conduct)
outlines our expectations about in contributing to an
inclusive, respectful, safe an . Discrimination, harassment
or bullying are not tolera

Within this context, Inlang ommitted to supporting people who
are tran5|t|on|n a

This ma cti aI information on how Inland Revenue supports
gender |n evant processes for:

A pe o o is thinking of (or is) gender transitioning;

e er of a person who is thinking of (or is) transitioning;

s whose work area(s) may be required to support a person who
| ranSItlonlng, or their leader or team.




If you are thinking about transitioning at
Inland Revenue

If you are transitioning when you commence employment with Inland Revenue or decide to
transition during the term of your employment, there are a number of things to consider.

Support is available to work through the following types o%

considerations: @

Speak to your leader

To ensure a smooth transition meet with your leader to
(see the section below on what a transition plan may

your leader’s leader who can work with you to get 3 \
If you need any support, bring along a whanau r, friend ¢

you. @
Think about your plan @

Think about what information yo |ke to sha@%eople at work (your leader,
colleagues, customers, stakeh hen y like to share it, and how you would like
to share it. Equally, consn form ouId prefer to keep private. It is important
that you decide the Ievel osure comfortable with.

Identify if there i |s of ort yo work during your transition, such as assistance you
might require, y you mlght to take.

yide contains a list of external resources that might be of help when

. mg may be new to some people and they might need time to
:jggommumcate with others.

disabled bathroom(s).

Additional support

You can access the Employee Assistance Programme (EAP) which is a free and confidential
counselling service to help you during the process. You can view the counsellor profiles to
choose a person who specialises in LGBTQIA+ issues.

ﬁ Rainbow Network




If a member of your team is thinking about
transitioning at work

If one of your team has disclosed that they are transitioning (or intend to transition in the
future) your responsibility as their leader (and Inland Revenue’s representative) is to support
them. Whilst you may find the disclosure surprising or unexpected, it is important that you
do not attempt to question or dissuade them from their decision. It is important that

@@

everyone feels safe and comfortable to be themselves at work.

Supporting you’re a member of your tea
transitioning at work @3

Your support, including your communicati lcal thr t the process of the
member of your team transitioning. Th|s y issues that could affect
them within workplace.

Learn about what i

The concept of gender tr

transitioning and wh

‘s individual experience, if they wish to share it.
urces section at the end of this guide for some

* Listen t team m
Furt

ende
act PQ% Culture who can provide general advice.

Lead by example to set the correct tone in the workplace. Be respectful and avoid
making assumptions about the person.

Use the correct names and pronouns, and advise colleagues about using the
correct names and pronouns.

9 Rainbow Network




Managing a team members transition at work

Meet with your team member to discuss their transitioning at work plan (please see the
section ‘Developing a plan’). The transition plan will help you agree with them how best to
communicate their transition to their colleagues, customers, stakeholders etc.

Please ensure your team member is aware they ca @ong a sn@

person (a whanau member, friend or union repr ive) duri

meeting. & %
Maintaining confidentiality is critica{@gid dis s@ur team

y an thqut their permission.

members’ transgender status pr
Be openminded and demons§ erstas n
Your team membern ay@ 3 sé]éwith communication to people

they work with : custgmeers, stakeholders.

O

aam nd other stakeholders is important as some
may strugg ith the change. Itis important that the

erson is accepted for who they are.

rstanding of what it means for someone to transition,
ake their own assumptions and potentially communicate
ell. Effective communications and support for other team

% rs can help avoid this.
@% Your team member may need time off work relating to their transition.

Any leave for counselling appointments, to see medical specialists, or
undergo surgery etc should be treated the same as medical appointments
for any other employees.

Medical Certificates, or any other similar documentation, are not needed
other than what is required under Inland Revenue’s Sick Leave guidance.




Developing a plan

The plan should be developed between the transitioning person and their leader, so that
both parties can agree how to manage the transition and how Inland Revenue can support
the person, their leader and/or immediate team members. Below is a list of suggested topics
to address in the plan.

Developing a plan is a good first step in wor,
process of transitioning at work.

Timeframe %
angés associated h the transition will take

mple, when the person will:

Assume their gender at work 4 their new name, referred to by
new pronouns, etc.)

Adopt workplace @
Start to use facjhi
off w

gender

Need to ta edical treatments relating to their transition, if
neces% atten other matters directly associated with their
transitio

y releva nd Revenue records (see section below).
' %;a n

on should decide how much and what information should be shared
with othe at should be kept confidential. When developing a communications plan,
work \A@o team member and agree:

Who is going to be informed? For example, colleagues, customers, stakeholders.
* How they are going to be informed? For example, by email or at a meeting. Will

there be one announcement, or several?

What information is going to be disclosed?

Who is going to make the announcement? For example, the person, their leader,

someone else?

When will any announcement take place and how will it be phrased?

How does the person want to manage any ongoing communication? For example,

at different stages of their transition, or in relation to different work tasks/cycles?

9 Rainbow Network




Updating employee records at Inland Revenue

At the appropriate time during your transition, you can update any
relevant employee records with Inland Revenue.

Gender, title and name can be changed at a e%nd without !; 2\

evidence) by you.

Access Atea > Me > Personal informati i nd you can
change your name, title, gender and’add'a . The gender
options currently available include 5ke iverse, Male, and
Prefer Not to Say.

You can apply foran n @ rd if it doesn’t show the
correct name/title ir photo. Fin@ to apply for a new ID card.
gy

r pla %as email address, distribution lists, IR

pdat
W p%/here e and/or photo appears — use the workplace
al form ate your email and contact Internal Comms for any

ed to<{ny existing articles or references on the intranet via
A
A2 1. For any other Web services that you need
details on, refer to the Support Portal.




Further information & resources

Resources

Diversity and Inclusion Policy

Code of Conduct — Tikanga Whanonga

IR’s LGBTQIA+ inclusive language guide

Transgender Employees by Employment New Zealand - for transitioning at work t|p

useful definitions and an outline of employers responsibilities to &ees who ar

transitioning
Trans People facts & information by Human Rights Commission, alan
information to support ‘trans’ people including FAQ, resour mks to g

networks

Takatapui: Part of the Whanau | Mental Health Foundatipn - to learn out
‘takatapui’ (Maori with diverse gender identities) \Vg

Gender Minorities Aotearoa resources - for mfor@a and r bout trans

identity and being trans in the workplace
Mental health at IR - for more mformat tal he Iand Revenue

External subject matt @ts/ @ providers:

e Out@PSA

¢ RainbowYouth
¢ |nsideQUT
e Rainbow Tick

Further co
If you nee atlon or assistance about transitioning while employed

Inland R ontacts are available.
HR Ad gaory

Leaders can

transitioning, it is important to talk with your leader. You can also approach your
leader’s leader who can work with you to get your direct leader involved.
For support from our Diversity and Inclusion team, please email

For supprt from the Inland Revenue Rainbow Network, please email |

Payroll

Payroll queries can be raised via email: N
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