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1. Purpose 
 

1. The purpose of this Policy is to set a framework for how the University will support its 

potential, current, and former staff and students who have initiated or undertaken the 

process of gender reassignment.  

 

2. This Policy applies to transgender staff and students, with a particular focus on those 

who have indicated to the University that they wish to undertake gender reassignment 

and live permanently in a gender other than that to which they were assigned at birth.  
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20. In the meeting the following issues may be considered, and may form part of the 
action plan:  

 
a. Date when the member of staff commenced, or intends to commence 

transition into their acquired gender; 

b. Agreed time to inform colleagues in the transitioning staff member’s 

department;  

c. When the transgender staff member wishes colleagues and, if required, 

students, to be informed, and who will do this; 

d. If the member of staff intends to undergo surgery, where possible disclosure 

of dates for this to happen; 

e. Time off work for medical appointments and surgery, and necessary 

arrangements to cover this time off work and where possible to indicate 

proposed dates for this to happen; 

f. What changes to records are likely to be needed and when these are likely 

to take place; 

g. Steps that will be taken in light of pensions, updating bank details and 

National Insurance numbers; 

h. When amendments will be made to records and systems, including ID cards 

and email addresses; 

i. Any other issues or concerns.  

 

21. The action plan is confidential, and a discussion should take place to agree where 

copies should be kept, and who should have access to them. 

 

22. There is no obligation for colleagues to be informed of an individual’s gender 

transition. However, in order for a transition to move forward smoothly, some level of 

prior communication is necessary for those with whom the individual has ongoing 

working relationships, for instance, staff working in the same office. This would be 

provided on a limited, ‘need to know’ basis, so that the requirement to use the new 

name and pronouns, and to share facilities, is understood by work colleagues. 



/student-experience/studying-at-bedfordshire/student-support/cant-hand-in-a-piece-of-work-or-sit-an-exam/ug-and-pgt
/student-experience/studying-at-bedfordshire/student-support/cant-hand-in-a-piece-of-work-or-sit-an-exam/ug-and-pgt
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Time off work and studies  

30. Transgender staff and students who are undergoing medical and surgical procedures 

related to the transition will receive support from the University to meet their particular 

needs during this period. 

 

31. Where a transgender staff member needs to take time off work for medical reasons, 

they should raise this with their named contact or their manager. Transgender staff 

should not be treated any less favourably than if the absence was due to another 

cause such as sickness or injury. 
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c. Any additional requests such as a request for a re-issue of graduation 

certificates; 

d. Current contact details including address, email address and contact number; 

e. The original qualification certificate, or a signed affidavit confirming that they 

are not in possession of it; 

f. A copy of a Statutory Declaration of Change of Name, with a signed affidavit 

confirming that the photocopies are genuine. 

 

39. Once this information has been received the University will need to: 

 

a. Photocopy the Statutory Declaration of the Change of Name, Birth Certificate 

or other official documentation with the affidavit; 

b. Amend the full student record – surname, forenames, sex
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the reissue of qualification certificates must be accompanied with the original 

qualification certificate

/__data/assets/pdf_file/0005/459554/Student-Complaints-Policy.pdf


/__data/assets/pdf_file/0009/459234/Revised-Student-Code-of-Conduct-and-Disciplinary-1.pdf
/__data/assets/pdf_file/0019/124327/Bullying-and-Harrassment-Policy.pdf
/__data/assets/pdf_file/0019/124327/Bullying-and-Harrassment-Policy.pdf
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5. Appendices  

Appendix 1: Guidance letter template for staff  

 

Staff members who wish to notify the University of their Intention to transition may do so by 

submitting a completed intention to transition letter below, and submitting it in a sealed 

envelope marked as ’Private and Confidential’ and addressed to the University’s Director of 

Human Resources.  

 

Date: xx/xx/xxxx  

Staff number: xxxxxxxx  

Name as currently held by the University: xxxxxxxxxxxxxxx 

Date of birth: xx/xx/xxxx  

 

Dear Director of Human Resources,  

I am writing to notify the University that I am intending to change my gender role, and I plan 

to change my name in the near future.  

As required by the Policy, I hereby give you my explicit written consent to notify people on a 

need-to-know basis so that a named contact can be appointed to provide support and 

develop a Confidential Action Plan that will address matters relating to changes to University 

records, disclosure to others and support available during my transition. 

I would welcome the opportunity to discuss with my named contact how my transition may 

nanat on my 
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Appendix 2: Guidance letter template for students  

 

Students who wish to notify the University of their intention to transition may do so by 

submitting a completed intention to transition letter below in a sealed envelope marked ’Private 

and Confidential’ addressed to the Assistant Director Student Experience and Head of Student 

Services. 

 

Date: xx/xx/xxxx  

ID number: xxxxxxx 

Date of birth: xx/xx/xxxx  

Name as currently held by the University: xxxxxxxxxxxxxxx 

 

Dear Assistant Director Student Experience and Head of Student Services, 

I am writing to grant you permission to discuss my intention to transition to my new gender 

role with other staff at the University of Bedfordshire on a need-to-know basis, and would like 

to discuss with a named contact within the University so that we can agree priorities and a 

reasonable timescale. 

Please also accept this letter as my consent to make the necessary arrangements for 

University documents, records and systems to be updated so that all references to me in my 

former name and gender are replaced with my new name and gender role as stated below: 

Contact Number: 

Email address: 

 

Yours sincerely 

[Your name] 
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Appendix 3: The Law  

 

The process of gender reassignment can take several years to complete and there are 

different legislative protections at each stage of the process: 

The Equality Act 2010  

The Equality Act 2010 amends the Sex Discrimination Act 1975 to place a statutory duty on 

all public bodies such as the University, when carrying out their functions, to have due regard 

to the need to eliminate unlawful discrimination and harassment and to promote equality 

between men and women. As part of that duty the University is specifically required to address 

and eliminate discrimination and harassment of transgender staff and students.  

The Gender Recognition Act 2004  

The legal position for a person who has fully transitioned is clear and unequivocal. The Gender 

Recognition Act 2004 allows transgender individuals who are able to satisfy the Act’s evidence 

requirements to apply to a Gender Recognition Panel to seek full legal recognition. If a Gender 

Recognition Certificate is issued, and the person’s birth was registered in the UK, they will be 

able to obtain a new birth certificate which does not disclose the fact that they have changed 

gender. Thereafter, the Sex Discrimination Act applies to this person in the same way it would 

to anyone else. Anyone who acquires information about someone’s transgender status is 

liable to criminal proceedings if they pass that information to a third party without the 

permission of the individual.  

The Data Protection Act 1998  

Information about a person’s transgender status is considered ‘sensitive personal data’ and is 

subject to tighter controls than other personal data. Explicit consent is required before it can 

be processed. Personal data must be looked after properly following the eight data protection 

principles, which include ensuring personal data is accurate, secure and processed fairly and 

lawfully. Failure to change a person’s title, name and gender when requested could lead to 

the following offences under the Act:  disclosure of personal information that is used, held, or 

disclosed unfairly, or without proper security, failure to ensure personal information is accurate 

and up-to-date, processing of data likely to cause distress to the individual.  


