[image: ]Gender-Inclusive Workplace Resources for Supervisors 
Page 2 of 2




Looking for more information or support?
Check out the Gender-Inclusive Workplace webpage or email InclusiveWorkplace@cityofmadison.com.
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This guide provides resources for inclusive workplace topics that are specific to supervisors. If you are new to learning about gender-inclusion, or if you’re looking for ways you can advocate for inclusion, you’re in the right place.


Resources:
· APM 2-52 Inclusive Workplace: Transgender, Gender Non-Conforming, and Nonbinary Employees 
· Attachment 1: Resource Guide 
· Attachment 2: Language Style Guide 
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Content prepared by the Gender-Inclusive Workplace Training Team.


[bookmark: _Toc214865122]Q: How can I improve gender-inclusion on my team? 
A: As a supervisor, you have the opportunity and responsibility to establish an inclusive environment. Your employees look to you to lead. Modeling inclusive behavior will encourage them to do the same. 
Visit the Resource Guide (pages 4-7) for information about creating an inclusive environment.
Examples:
· Add your pronouns to your Teams profile, email signature, etc.
· Start sharing your pronouns when you introduce yourself and facilitate meetings.
· Use gender-neutral language when talking about people whose gender or pronouns you don’t know. 
· Talk to your employees about the Inclusive Workplace policy and encourage them to think about how it applies to their daily work. 

[bookmark: _Toc214865123]Q: How do I correct misgendering or other harassment in the workplace?
A: Using the wrong name or pronouns (misgendering) to refer to someone is harmful. Doing so intentionally or repeatedly is harassment, as outlined in APM 2-52 and APM 3-5. As a supervisor, it is your responsibility to set expectations for acceptable behavior in the workplace. 
Visit the Resource Guide (pages 6-7) for information about learning a new name or pronouns, correcting mistakes, and responding to harassment. 
Key points:
1. Correct others if they use the wrong name or pronouns for someone.
· Example: “As a reminder, Jordan uses they/them pronouns.”
2. Correct yourself if you use the wrong name or pronouns for someone.  
· Example: “She will be- I’m sorry, he will be attending the meeting.”
3. Practice name or pronoun changes until they feel natural. 
4. Request training for your team, your department, or individual employees if you notice challenges or widespread issues. 
5. Report harassment if an employee is repeatedly or intentionally using the wrong name or pronouns for someone per City APM 2052. This is a requirement for you as a Mandatory Reporter. 






[bookmark: _Toc214865124]Q: What should I do if an employee tells me they plan to transition at work?
A: Thank your employee for sharing with you and ask them what kind of support they would like from you. If the employee is interested, contact the HR Accommodations Specialist for help planning their transition. 
Visit the Resource Guide (pages 9-10) for information about planning a transition in the workplace. 
Key points:
1. Confidentiality. Do not share any information without the permission of your employee. They have the right to decide what information they want to share with others.
2. Ask questions and listen. Every employee is different and may have individual needs. Defer to your employee on what support they need.
3. Use APM 2-52 resources to create a plan. You do not have to be an expert. Refer to the Resource Guide, and contact the HR Accommodations Specialist if you and your employee would like more support.
4. Check in. Let your employee know you are here to support them. Their needs may change over time.

[bookmark: _Toc214865125]Q: How do I talk about the purpose of gender-inclusion in the workplace? 
A: Employees may come to you as a leader with questions about the policy and why it was enacted. These talking points can help guide you through conversations with City staff. 
Key points:
1. Focus on City values. APM 2-52 supports the City’s vision of “Our Madison – Inclusive, Innovative, and Thriving.” Inclusion strengthens our organization and helps all employees feel safe and thrive.
2. Discuss benefits of inclusive practices. These practices:
· Help women and transgender employees feel safer and more respected, improving employee retention. 
· Help everyone feel more welcome in the workplace. 
· Broaden applicant pools for hiring. 
· Equip us to serve transgender members of the public more effectively.
3. Tell a real story. Talk about your experiences learning about inclusion. Give an example of a time when inclusive practices helped you build a stronger, more trusting relationship.
4. Listen. Make yourself available for others to share challenges and practice. 
5. If needed, reinforce that this is City policy. Inclusion is a part of our organization’s policies, vision, values, and service promise. APM 2-52 isn't optional or an opinion up for debate. It is a workplace expectation, and a commitment to safety, inclusion, and professionalism for all employees. It’s a service promise to our residents and to each other where we demonstrate respect and treat everyone as they would like to be treated.



[bookmark: _Toc214865126]Q: What if I’m still learning and worried about making mistakes? 
A: You don’t need to be an expert to help make your workplace more inclusive. Focus on creating an environment where your employees feel supported, respected, and trusted.  
It’s normal to make mistakes. In fact, you can use them to model how to correct your mistakes and create a safe place for others to learn. If someone corrects you, just thank them, quickly apologize, and move on. You can always go back to the APM and resources or contact InclusiveWorkplace@cityofmadison.com for support. 
Key points:
1. Learn: Reach out to HR for learning resources, or attend a training about the policy or inclusive language: 
· Gender-Inclusive Language Online Recording
· Creating a Gender-Inclusive Workplace Online Recording
· Supervisors Building a Gender-Inclusive Workplace Online Recording
2. Practice: Like learning any skill, practice what you learn. Repeat phrases using gender-neutral language by yourself or with others. Take a few minutes to think about a time you might have assumed someone’s gender recently, and what you might say or do instead.
3. Connect: Talk to other leaders, supervisors, and managers for support. Your peers might have experienced similar challenges, and their experience could help you.
4. Listen: You can learn from your employees, too! If you’re not confident in your knowledge, ask questions and encourage others to provide feedback. 
5. Step back: Recognize when you need to step back and learn on your own. It’s good to ask questions and learn from others! However, transgender people are often asked to teach others about these topics, which can put a burden on them. Make sure you’re doing your own learning and not relying only on others.
Example:
“This is new for me, and I know I’m still learning. Please feel free to let me know if I make a mistake and thank you for your patience!”






[bookmark: _Toc214865127]Q: How can I, as a leader, get involved and improve inclusion in my department?
A: It’s great that you want to get involved! Consider what control or influence you have in your position as a leader. You may be able to advocate for change, influence your workplace culture, or directly update policies. 
Think about the examples listed here, or email InclusiveWorkplace@cityofmadison.com for support and suggestions. 
Examples:
1. Invite (or require) all employees to attend gender-inclusion trainings. 
2. Make sure members of hiring panels know not to assume applicants’ gender or pronouns. 
3. Review documents, policies, and webpages for gender-inclusive language.
4. Review your dress code and update it for gender-inclusivity. 
5. Review the ways you collect demographic data and identify tools that have only two gender options. 
[bookmark: _Toc214865128]Q: What if an employee makes comments about which bathroom or locker room someone is using?
A: It is not acceptable for employees to comment about the restroom or locker room someone else is using. Employees are welcome to use the restroom and locker room of their choosing.
If an employee comes to you with a complaint about the restroom someone else is using, you need to make it clear that those comments are not acceptable and go against City policy.
If an employee reports that someone else has commented on or harassed them about the bathroom they use, follow the standard procedures for reporting harassment outlined in APM 3-5.
Visit the Resource Guide (pages 3 and 5) for information about facilities and restrooms.


Resources:
· Webpage
· Gender-Inclusive Workplace Landing Page 

· APMs
· APM 2-52 Inclusive Workplace: Transgender, Gender Non-Conforming, and Nonbinary Employees 
· Attachment 1: Resource Guide 
· Attachment 2: Language Style Guide 

· Training for All Employees 
· Gender-Inclusive Language Online Recording
· Creating a Gender-Inclusive Workplace Online Recording

· Training for All Supervisors 
· Supervisors Building a Gender-Inclusive Workplace Online Recording
· Supervisors Building a Gender-Inclusive Workplace Companion Guide  

· Individual Coaching Support Team 
· InclusiveWorkplace@cityofmadison.com – email for confidential support and any questions. 
· You can reach out to OrganizationalDevelopment@cityofmadison.com – email for confidential leadership coaching. 
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