[IN CONFIDENCE RELEASE EXTERNAL]

18 October 2022

Dear

Thank you for your request made under the Official Information Act 1982 (OIA), received
on 20 September 2022. You requested the following (numbered for ease of answering):

1. A copy of any leave provisions for gender reassignment/affirmation

2. Ifyou don't have a specific leave provision for this, how this can be recognised
in your current leave provisions

3. What steps you went through to get it in place

4. What engagement you undertook with staff and LGBTQI+ to develop the leave
provisions, and any copy and feedback you received (understanding that
personal information will be redacted).

5. Any other information that is in scope of developing and implementing gender
reassignment and affirmation leave.

Questions 1 & 2

While Inland Revenue does not have an explicit leave policy or provision for gender
reassignment/affirmation, 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.

Inland Revenue recognises gender reassignment/affirmation through the IR Gender
Transitioning at Work Guide, which is produced by He Toa Takitini — Inland Revenue’s
internal Rainbow Network. The guide is intended to improve outcomes for Inland Revenue
people who plan to transition at work and to help encourage conversations between them
on how best leaders can provide support. The expectation would be that a transitioning
person and their leader look at developing a plan together and agree on how to manage
the transition through an appropriate consideration of leave (i.e., annual, sick leave),
flexible working arrangements and/or special leave.

As Inland Revenue’s policies and guidelines are principle-based, our leave provisions are
intended to broadly and inclusively cover a range of circumstances.

The IR Gender Transitioning at Work Guide, along with copies of our general leave, special
leave, and healthcare appointment guidelines and policies are attached. The enclosed
documents contain contact 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”.

Questions 3 and 4

As mentioned previously, there is no explicit policy in place and therefore no specific steps
or engagement were undertaken around developing such a policy. The IR Gender
Transitioning at Work Guide, however, is designed to be reviewed and updated as practices
evolve and develop.

Inland Revenue’s Rainbow Tick accreditation supports our goals to develop an inclusive
culture by ensuring we are a safe LGBTTQIA+ organisation. Each year, organisations are
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revaluated to ensure they still meet requirements and are making necessary
improvements. Through this Rainbow Tick reaccreditation process, we have recognised
that we can strengthen our inclusion practices to more explicitly support our non-binary
and transgender people. 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.

Question 5

At this stage, work with Inland Revenue’s He Toa Takitini has not extended to the
development or implementation of a specific gender reassignment and affirmation leave
policy. As mentioned, our existing policies and procedures, such as the IR Gender
Transitioning at Work Guide, will continue to support achieving the best outcomes for our
Inland Revenue people while we continue conversations with our Rainbow Tick
organisation.

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 to be of public
interest, and will publish it 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 sincerely

Erina Clayton
Enterprise Leader - People & Workplace Services

Ref: 230IA1362
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PEOPLE POLICIES & GUIDELINES

Topic 2 - Leave

Kaupapa Whakamatua f&
- & O

Leave Policy %

This policy explains how common leave types work in I R eng&

We want to assist our people to lead well-balanced lives and _e}provide of leave
options to support this. Our leave options include tir@ st and r @, to recuperate
it

from illness or injury, to look after dependants, an ce ot ments or demands
outside of the workplace.

The most common leave types as specified i idays A 3, Domestic Violence-
Victims’ Protection Act 2018 and Parental% and Em t Protection Act 1987 include:

e Annual leave %/

e Bereavement leave

3
e Domestic violence lea Q/ @,
e Parental leave \/
e Public holidays —) %
e Sick leave g g@ usin@e when caring for sick dependants).
al

Inland Reve ffers:

Mnarios (see Topic 2 - ‘Special Leave’ in our People Policies &

e Speci ve in v
Guli es, an ent agreements for more details)
. d servicele n completion of five years’ continuous service with Inland Revenue.
e specific details are set out in each employment agreement.
Leave sho en for the purpose for which it is required and in the spirit in which it is
intende expected that employees will consider the purpose of any leave and ensure that
appro e and reasonable leave is requested. Likewise, leaders should carefully consider any

le @q st and not unnecessarily withhold approval.

Wﬁh/we have this policy

This policy provides information about our approach to supporting the leave entitlements in
Inland Revenue’s employment agreements.

It's essential that Inland Revenue complies with the law and observes employment agreement
commitments in its practices. The policy helps us to support the wellbeing of our people and
looks to ensure our people consistently follow the correct processes relating to the various
leave types.



Who this policy applies to

This policy and the guidelines which support its application apply to all Inland Revenue
employees.

Many of the leave provisions are contained in employment agreements. Additionally,
employees may have individually negotiated provisions/terms with Inland Revenue or have
specific protected terms (some documents refer to these as “grandparented”). To ensure
correct identification of entitlements and obligations, people leaders need to check the
employee’s personnel file and their employee's agreement (including an riations). /;;\

)
Specific practice around leave @ S 4
% \\\\// }

NOTIFICATION AND RECORDING v

Employees should notify their people leader that they in%o take Ieaye as

rly as possible

\} //

entered and approved through our self service maintai ccurate record of leave
taken and current entitlements.

In the case of domestic violence leave &q\ea

person or HR Advice.

and specify the type of leave.
Employees are required to organise leave arran%ii} th tr& leader. The leave is

\ \/
be applled for via a union support

Specific types of le

\ \\ ) ) . .
For further mformatlon/ch e sp uidelines which expand on many of the
leave types below (Tomc Zw— eave’ i People Policies & Guidelines. The homepage also
includes links to emp(o }\t/agree e"ffts rotected entitlements etc.)

ANNUAL LEI@

Annual leg e taken crues. It must be taken in either full or half days. While
generall he employe\es choice as to how and when they request leave, the usual

exp @l s that t w1II\take annual leave within 12 months of becoming entitled to it.

Emp oyees are er(coura to take at least one long break of at least two weeks each year for
rest and recreati w/IjnIand Revenue can require an employee to take annual leave (including

\

specifying t must provide a minimum of 14 days’ notice. (Situations when this may
occur ar ered in the annual leave guidelines).
An/t|c ing annual leave

Wh\ere/appllcable the employees’ employment agreement sets out how much leave may be
anticipated. An employee may anticipate some of the next year’s annual leave entitlement if
their people leader approves. If the employee stops working for Inland Revenue before
accruing enough leave to cover the anticipated annual leave taken, Inland Revenue will
recover the difference from the final pay if possible.



Inland Revenue'’s annual close down

During Inland Revenue’s annual close down between Christmas and New Year, under the terms
and conditions of the various employment agreements, employees must take annual leave, or
anticipate annual leave if they do not have enough. There are some exceptions in relation to
unplanned leave such as sick or bereavement leave.

In some years specifically identified parts of the business may remain open in this period. If
this is planned, Inland Revenue will advise as early as possible (at least one month in
advance), including the number of people who will be required to work.

If a part of Inland Revenue wants to have another close down, it mus @t agree e
from employees, in accordance with the Holidays Act.

Leaders, seek advice from People & Workplace SerV|c<e/s
(Not in scope ) if you are considering a er c e dow

planning to stay open during the normal closed d@v Y

e S
BEREAVEMENT, TANGIHANGA ANI@? KOﬁ@

He kaupapa ténei hei awhina i nga kaimahi o te tangihanga me te hura kohatu kia taea
e ia te whakatutuki i 3na herenga ki tétahi ta pima . te atu. Ko te whiwhinga a

nga kaimahi ki ténei whakamatua kei r a whak a whiwhinga mahi me nga ture.

Bereavement, tangihanga and h %hatu leave i Q ed to enable employees to meet
their obligations and/or pay t cts wh on with whom they had a close
association has passed away. ploy \e@lém

employment agreement and lation
DOMESTIC V EL @

ent to this leave is set out in their

Paid Domestic Violehée Leave of up 0 days per year is available for the purpose of assisting
employees who a -» affecte estic violence. “Affected by domestic violence” is defined
as mean
A pefson v is on oth of the following:
a) A’perso whom any other person inflicts, or has inflicted, domestic violence; or
b) A pe whom there ordinarily or periodically resides a child against whom any

n inflicts, or has inflicted, domestic violence.

Entitle ts are set out in the Domestic Violence—Victims’ Protection Act 2018.

P@ITAL LEAVE

The purpose of parental leave is to provide employees with time away from work when a new
child comes into their family. Entitlements are set out in employment agreements and in the
Parental Leave and Employment Protection Act 1987. An employee may also be entitled to
paid parental leave through the Government’s paid parental leave scheme.

Inland Revenue offers some provisions beyond the legislated entitlement, including the
following.

Incentive payment



The eligibility criteria and entitlements are set out in employment agreements. Generally, if
the employee takes extended parental leave of up to 12 months, then returns to work and
completes a further six months of service they will receive a payment equivalent to 30 working
days at their pay rate when they started parental leave. If an employee took extended
parental leave for less than 30 working days, their payment will be equivalent to the number
of working days they were absent.

Timing of access to extended parental leave

Legislation requires at least six months service with the same employer (and minimum hl&
etc.) for an entitlement to Primary Carer Leave and extended leave. S nland Revenhue
employment agreements allow for a reduced period of extended leav eks) whe %n/

employee has been employed for less than 12 months. 3

reghant is entitfed ore taking
—/ .
ave wit -@ for reasons
y unpai 1land Revenue this
s fmean % ve the option to
ill_alseconsider up to 10 days

enue
r of§e ry carer for medical reasons
onp al Jeave
Sl
Annual leave will continue to ile an @k{ €e is on parental leave. On return, this

annual leave, as well as an r\jrior to parental leave commencing, will be
treated the same as nor d at ordinary weekly pay or average weekly

Access to 10 Days Discretionary Leave

The legislation provides that a “female employee who is
primary carer leave, to take a total of up to 10 days s,
connected with her pregnancy”. While this leave is

leave is applied for as Discretionary Leave - wh
consider a leave with pay option. Likewise, In
discretionary leave with or without pay fo ne
related to the birth. %

Payment of annual leave accru

The table explai?@gﬁ isi tion to parental leave and annual leave:
If the emplo The employee’s service end date is the day immediately
with Inla before the start of parental leave without pay. No annual
they g@ leave will have accrued past that point. (It would only
wit@% have applied if the employee’s service had resumed.)
e
N

Any untaken annual leave accrued while on extended

If.the employ ment. parental leave is paid out at a rate equivalent to the
with Inland Rev ends during average weekly earnings for the 12 months immediately
the 12 after their return to before the end of the last pay period before the annual
work

leave is paid out.

The leave is cashed up at the rate equivalent to the higher
of the employee’s average weekly earnings or ordinary
weekly pay for the 12 months immediately before the end
of the last pay period before the annual leave is paid out.

®)
If the employee wishes to cash up

leave within 12 months of

returning from parental leave. Note: Employees still need to meet the requirement for

cashing up annual leave under the policy and cashing up
leave guidelines (see Topic 2 - ‘Leave’ (Special Leave)).

Note: While not directly related to parental leave, we also offer a Childcare Subsidy for
eligible employees. Details are in employment agreements and in the Allowances, Benefits



and Retirement Savings Policy (see Topic 7 — ‘Pay & Benefits’ in our People Policies &
Guidelines).

PUBLIC HOLIDAYS

Inland Revenue observes public holidays as provided under the Holidays Act 2003, with leave
granted and taken in accordance with the legislation.

SICK LEAVE

The purpose of sick leave is to provide employees with time off fro
person who is dependent on them, are sick or injured. Dependant
spouse or partner, child or parent. Other individuals will be agreeg

Medical certificate

Depending on the circumstances and employment agree gp gowswns oyee may be
required to provide a medical certificate for their abs @
When paid sick leave is exhausted

If the employee has no sick leave provision a ptlo taklng annual leave or
%n of sick leave from an

unpaid sick leave can be discussed and m

employee’s next allocation may also be ion.

Some employment agreements specify Sgafls and others are silent and any
anticipation would need to be ¢ d on acas se basis. Unless there are exceptional
circumstances, all anticipate e will red from an employee’s final pay, if they
leave Inland Revenue bef

referenced for specn'“ ic w

ext SQ\W\ location. Employment agreements may be

TEMPL ILABL e Ieaders have access to template letters
Inclug{ng icipating annua d sick leave and parental leave letters.

7
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PEOPLE POLICIES AND GUIDELINES

Topic 2 - Leave

Kaupapa Whakamatua Motuhake @ @&
Special Leave Policy @ @
This policy explains how special leave works in Inland R&le. A

Inland Revenue may, at its discretion, approve paid or @&ave to m\ﬁn employee.

This includes allowing additional leave above that pr inoemplo greements or in a
range of special circumstances. Each request will ere% by case basis.

Why we have this policy @
This policy sets out the support InIand@ provide
When events outside the contr; the parties Q . adverse events, specialist or emergency
prevent an employee froy? e g work f\ medical appointments

ployees:

TR Y
O pAtCEAE Il Cl & hity-b E.g. jury service or civil defence
obligdtio "G= JULY

QA

To participate in actj % outsi
(inc] {ﬁ oAl A cHGieE E.g. representing NZ, holiday
Rz
To purs ev ment opportunities requiring
ﬁ 2 E.g. study, course, conference
e away fro 3
i

NV

Ws p plies to

This policy a h delines which support its application apply to all employees of Inland

Revenue.
Spe@%ractice around special leave
OF SPECIAL LEAVE

The table below sets out examples of the types of special leave that may apply to

employees. The list is not exhaustive, and employees may also request special leave for other
social, community or cultural interests, or for personal reasons such as a holiday, healthcare
appointment or sickness including medical reasons related to pregnancy/birth.

Some specific types of special leave apply under an employee’s employment agreement or as
defined in the table:



Special leave type Details

Adverse natural
events

Also see the Adverse
Events Guidelines in our
People Policies &
Guidelines which provide
more detail.

Special paid leave may be granted for employees when adverse natural
events (generally weather related) result in office closure or the office
being genuinely inaccessible to our people.

Jury service and
witness leave

Also see the Jury &
Witness Leave Guidelings

in our People Policie 8?
Vi

Guidelines which
more det

We consider discharging obligations such as attendi
called as a witness to be part of our public duty
to attend if possible. Special leave will be

ry service eing
urages e s

such pu
JANN

A: Jury service:

If an employee
attends jury service
on paid special
leave

If an employe

%)

elects to tak
annual lea mployee may keep any jury fees
special lea d expenses paid by the Court.

witl@p;ey to
atten rvice
o

mployee is summoned as a:

'%ss leaye)-

We may grant up to three days’ paid special leave.
If an employee is required in court for more than
three days, they may be granted other unpaid
leave or may request to use their annual leave. If
the employee is on paid special leave, they must
recover fees and expenses from the party calling
the witness and pay these to Inland Revenue.

7z <
? @

Witnes ate
riminal or

cap
ra
wc case)
Ve

We may grant special leave without pay or the
employee may elect to use their annual leave. The
employee is required to pay any expenses incurred
and can keep any fees and expenses awarded by
the Court.

Witness in a private
capacity
(for other than a

criminal or traffic
case)

This is considered part of normal duties, so the
employee will receive normal pay. The employee is
required to pay Inland Revenue any witness fees or

Witness in their
capacity as an IR
employee
expenses that they receive.




Special leave type Details

We support employees who may be involved in their private capacity in
civil defence/ emergency management, search and rescue or fire fighting.

If an employee:

e Attends a conference or course sponsored or supported by civil
defence/emergency management, we may grant special leave paid o
unpaid

e Volunteers during or following an emergenc ay be granted
Emergency 9 9 gEneY i @

management paid leave for the duration of the emergen a maximu
three days v
Search and rescue e Is granted approval to undertake a‘co itment, th ay be
granted paid leave for the duration of thé& emerg to a

Fire fighting

Civil defence

pr%&@, they may be

rce, we may grant them
all-outs during normal working

special leave_§
hours.

Leave for military
training or service

Refer to the Volunte
Employment Protéctio
Act for further =}

@v g xtended special leave without pay. The employee’s employment
PR L

w o be kept open while they are on this leave.

\ng @%an employee relocates as a result of an appointment to another location

Ul

within Inland Revenue, they will be granted paid or unpaid transfer leave
to enable them to visit their family until they are able to join the employee
at the new location.

accommodation assistance at the new location, they may be granted
permission to visit their family at Inland Revenue’s expense. Employee’s
may also be granted paid leave of actual travelling time plus two days for
the transfer of effects

@%Ieave If an employee transfers at Inland Revenue’s expense and is in receipt of

We support employees who are selected to represent New Zealand. We
may grant up to a maximum of four weeks special leave with pay per
annum. The amount of leave granted will also be dependent upon the
employee’s work performance, length of service, and the impact of their
absence on the worksite.

Representing New
Zealand




Special leave type Details

If we consent to an employee attending an Outward Bound course in their
capacity as an employee, we will pay the associated fees and provide the
employee with paid leave.

Outward Bound
courses

Up to six days’ paid leave may be approved in any 12 month period for an
employee to attend meetings of boards, councils and committees providin
that:

e The appointment to the board, council or ittee is by
Meetings of boards: Ministerial appointment; and N\

councils and e There are no difficulties involved i ing’you from ydur duties;
committees sifid &

e There is no conflict of inter
e period @ paid leave was
venue&\
tmployee&b%::—?d/conferences and
endance wil@e;gt e employee and Inland
AN

\ )
Employees meb\Q\t_e;g{'anted dy Je Ve
further education. Employées)wi
assistance for their Ieli copsideration and employees may also be

Any external remuneration recei
granted must be refunded to

Paid leave may be gra
conventions where
Revenue.

Conferences and
conventions

re enter i d agreement so that we can ensure an

wack

bd \ e \,)seek advice from People & Workplace Services:

@ in scope |) if you are establishing study
@ stance or bonding agreements.

v P% of study leave: The purpose of study leave is to enable
@ es to undertake continued education or courses of study to

% ? nce their skills and contribution to Inland Revenue (for example to

mplete qualifications, attend courses and seminars, or undertake
research projects). Approval may be granted for study and examination

Study leay @
bon@ leave, including travel time, with or without pay, on such conditions as

negotiated. The conditions may include the reimbursement of study related

@ costs, such as tuition and examination fees if the course of study is
% successfully completed.

Study awards: Study awards may also be granted to enable employees
to undertake full-time university study to support their development. Such
awards may include the payment of full or part salary, study related
expenses, transfer expenses and standard leave entitlements.

Bonding: If an employee is granted a period of paid study leave, they may
be required to enter into a bond arrangement with Inland Revenue. The
purpose of the bond is to ensure that the investment we make in relation
to the study undertaken by the employee provides adequate return in
terms of their increased performance and continued employment with
Inland Revenue. The amount of bonding will be based on the length of the

4




Special leave type

course of study and the assistance we provide. If a bonded employee
leaves Inland Revenue before completing their bond arrangement they
may be required to reimburse all or part of the costs we incurred.

Also see the Performance and Development page for more detail.

Note: For those who were on PSA CEC011, much of this content is also set out in the Wordi
from PSA CECO011.

HR DELEGATION: Level 4 authority or higher is required to approve ave (wnf@
without pay). O

% >
Longer term special leave &\3 W

In addition to the above requirements, for Ionger-term sp eave th g should also
be considered.

IMPACT ON SERVICE ENTITLEMEN @

Special leave without pay interrupts but do serw When an employee is absent
on special leave without pay for more th nsecutivedays; including weekends, they will
not accrue annual leave beyond the fir of that absence. Exceptions to this are set out in

the Holidays Act s16 2(a).
SECURITY OF EMPLO

An employee’s placemen n from eave without pay, if they have been away for
between 3 and 15 month onditio smtable vacancy being available. If we cannot
place an employee or@n from out pay, they will be given one month’s notice in
writing that thei ent WI eave without pay will apply for the one month period
of notice.

This doe y whe onee is returning from military service (where the
presu he jo ept open) or where an alternative agreement has been made.
[ B Leade gi?dwce from People & Workplace Services: Notin'scope ) if a
r is seeking special leave between 3 and 15 months, or for military

TES AVAILABLE: People leaders can access the letter templates for approving
declining special/discretionary leave

)
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Topic 2(b) - Leave

Healthcare Appointments Guidelines

These guidelines outline our principles regarding the tigl%l@ealthc@ \

appointments and the related use of sick leave. m
>

In all but exceptional circumstances health care appointments d\b>e mad tsié\tS your
normal working hours. For those on collective agreements shou d refe specific
employment agreement.

Making the appointment outsid nor 'orking
hours

It is more likely for less urgent and pre-p point n going treatment (e.g.
physiotherapy sessions) to be made ou % t elth r our normal working day.

If you ordinarily accumulate and use ﬂex e, an ppointments are made at the start
and end of your normal working @ou will us ttmie for the appointment.

The length of time of any appai t vari c@l erably depending on the nature of the
appointment / waiting ti ou sh ss the likely time requirement with your

people leader and en { are cIe% type of leave that will be granted.
When you mak ppointment outside your normal

worklng@\

Spe \o/emergency medical appointments:

@ > ialjst hospital and emergency appointments may be more difficult to arrange
o e of work hours or at the beginning and end of the day as you may have no
Q’wtrol over the timing of the appointment. Where these can’t be arranged

Using sp@% outside your normal working hours, special leave will be paid.
paid

No access to flexitime:

appointment is not able to be made outside your normal working hours, special

If you are not ordinarily able to accumulate and use flexitime, and where the
@ leave will be paid.

Should you seek special paid leave for a health care appointment, you should expect to be
asked, and be able to provide sufficient information to demonstrate why:

e You cannot arrange an appointment outside your normal working hours; or

e You cannot arrange an appointment at the start or end of your normal working day and
use flexitime to accommodate your attendance.




Depending on the circumstances of each situation ‘sufficient information’ could be as simple as
a conversation with your leader about the availability of the specialist concerned or the nature
of the emergency, and by you providing a copy of the appointment. A common-sense
approach should be adopted.

Using sick leave

If the appointment requires you to be absent for a half or whole day, this will be treated as
sick leave. You may wish to reference any provisions for part-day absences in your S;

employment agreement.
If you feel unwell after your appointment and are unable to work, th @ppointm time
ou

should be recorded as per the leave type agreed. The rest of the Id bé& orded
as sick leave.

Note for further information refer to Sick leave or Supporting positive atter

Document control vl March 2016 % N

>
Review dates Date reviewed: Dec 202{@) é\\ Y/

O\
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Inland Revenue

Gender transitioning at work guide

and managers to
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 email e ‘and we
n

sider this feedback when reviewing this do ument.

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. seeking medical
assistance or undergoing different surgical procedures over@ &

©

Inclusivity at IR

Inland Revenue promotes an inclusiv le 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
ﬁommunlcate 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.

9 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. E?

Supporting you’re a member of your ia \@

transitioning at work

Your support, including your communicati 'cal 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.
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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@g

- &
o

ur team

Maintaining confidentiality is critica@ i

members’ transgender status pr y and withqut their permission.

Be openminded and demons§ erstas n
) §§ .

Your team member-may as with communication to people
they work with I customers, stakeholders.

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, k$

process of transitioning at work. &

S
Timeframe @ &@©

It would be useful to consider when specifi gés associated with the transition will take
place and record the dates or timefrar@ ese§mple, when the person will:

Assume their gender at work their new name, referred to by

Start to use fac and changing rooms which match their
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,

new pronouns, etc.) @5
Adopt workplace ender
athroc
off w

work wi 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?
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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 ary@:ind without !; ny

evidence) by you.

Access Atea > Me > Personal informati .@. sonal i nd you can
change your name, title, gender an a preferr . The gender
options currently available include-Fe e, Ge iverse, Male, and
Prefer Not to Say.

You can apply foran n Reve @ rd if it doesn’t show the

correct name/title jr photo. Fin@ to apply for a new ID card.

%as email address, distribution lists, IR

pdat r pla
W p%vhere e and/or photo appears — use the workplace
glagy form ate your email and contact Internal Comms for any

elated to<{ny existing articles or references on the intranet via
A
/. 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 tranS|t|omng at work tlp

useful definitions and an outline of employers responsibilities to ;%oyees 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) \V;

Gender Minorities Aotearoa resources - for mfor@x 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 suppcﬂx@E ation or assistance about transitioning while employed

Inland the fogo ontacts are available.
HR Advisor
!lin &2

Leaders ca

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

@ Rainbow Network






