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Gender Identity, Expression & 
Sexual Orientation



Definitions

The sex assigned at (or before) birth. Often assigned by medical professionals, and 
generally reflected on birth certificates and other legal documents.

Every individual’s internal, deeply felt sense of being male, female, or 
something other or in-between, regardless of the sex assigned at birth.

Individuals whose gender characteristics do not fit traditional or societal 
expectations

How an individual expresses gender through their characteristics, presentation 
and/or behaviors. Gender expression may be perceived as masculine, feminine, 
neither or both. 

An individual’s physical and/or emotional attraction to people. Sexual orientation is 
distinct from gender identity and expression. Transgender people can be gay, lesbian, 
bisexual, straight, etc., just like cisgender people.
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*Some people described by these definitions don’t consider themselves transgender, and may use other words. For
instance, they may identify simply as a man or a woman.

Definitions

Transgender: 
An umbrella term used to describe individuals whose gender identity and/or gender 
expression differs from what is typically associated with their sex assigned at birth.

A transgender man is a person who identifies as a 
man, and whose sex assigned at birth was female

A transgender woman is a person who identifies as 
a woman, and whose sex assigned at birth was 
male

People who identify as androgynous, gender queer, 
nonbinary, and/or other identities may also consider 
themselves transgender
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Definitions

Transitioning

The process of changing to the gender with which one identifies. 
Transitioning can have social, legal, and/or medical aspects. Each person 
has their own unique transition process.

Cisgender

A term to describe individuals whose gender identity matches the sex they 
were assigned at birth. For instance, a cisgender woman is someone who 
identifies as a woman and was assigned female at birth.



Policy & Purpose



Executive Directive 18-03



Policy

All employees, applicants, and contractors must be 
treated with dignity and respect, regardless of gender, 

gender identity, and gender expression. City employees 
may not harass, discriminate, or retaliate against anyone 

based on their gender identity or transition status. 

Promote a safe, professional, inclusive, and productive 
workplace for everyone, regardless of gender expression 

or gender identity. 
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Workplace Considerations



Transitioning

• Some individuals may transition while continuing to 
work

– May or may not seek medical treatment

• Foster respectful work environment for transitioning 
individuals

– Gender Transition Guidelines explain how a transition 
should be handled in the workplace 

 Guidelines for HR & Management

 Guidelines for Transitioning Individuals
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Names & Pronouns

• Applicants and employees may choose the name they 
go by (instead of their legal name)

• Request to use a chosen name can be made:

– On job application or during onboarding for new 
employees

– Any time for current employees 

• Individuals have the right to be addressed by the 
name and pronoun they choose 

– Refusing to call co-worker, applicant, or contractor by 
chosen name and/or pronoun is harassment



Chosen Name Details

• Applicants can select chosen name on employment 
application in JobAps

• Onboarding staff should check application and verify 
with employee whether or not they want to use 
chosen name

• If employee is recent applicant, and included chosen 
name on application, their disaster service worker 
(DSW) badge will print with chosen name by default

• If the employee applied prior to chosen names being 
available, or did not use the field on their application, a 
chosen name can still be added using the template 
based hire (TBH) in People & Pay
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Using Non-Gendered Language

• Changing wording on forms, other documents to be 
non-gendered or gender-neutral:
– Possible modifications include: 

 Parent/guardian instead of mother/father 
 Spouse instead of husband/wife 
 Child instead of son/daughter 
 Eliminate fields asking or stating Mr. /Ms. or use Mx.



Appearance & Attire

• Transgender and gender nonconforming employees 
have the right to dress in a way that matches their 
gender identity, in alignment with departmental 
dress codes



Use of Facilities

• All applicants, employees, and contractors have the right 
to use facilities that match their gender identity and/or 
gender expression, including, but not limited to:

– Restrooms

– Locker rooms

– Sleeping quarters 

• Transgender and gender nonconforming employees not 
expected or required to use gender-neutral restrooms

• City employees cannot harass or question individuals 
about their facility choices 
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Gender-Specific Assignments and Duties

• Transgender and gender nonconforming employees 

will be assigned work consistent with their gender 

identity and/or gender expression for gender-specific 

job assignments (including sleeping arrangements)

• Employees can use facilities and shared spaces that 

match their gender identity and/or gender expression

• Managers and supervisors must try to provide 

facilities in a way that keeps transgender or gender-

nonconforming status confidential



Confidentiality & Privacy

• Transgender, gender-nonconforming, and gender-
nonbinary employees have the right to discuss their 
gender identity and expression openly, or to keep 
that information private

• Management, HR staff, and co-workers must not 
reveal an employee’s transgender status without the 
employee’s consent



Reporting Violations

• Employees are encouraged to report violations

• Supervisors/managers have a duty to report

• Report to:
– Departmental EEO representative

– Departmental personnel officer

– Department of Human Resources EEO Division

– The City’s EEO Helpline at (415) 557-4900 or (415) 557-
4810 (TTY)

– SFMTA employees may contact SFMTA’s EEO Officer 
Virginia Harmon at (415) 646-2875 or EEO@sfmta.com



Workplace Tools
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Training Scenarios



Juan Deborah

Meet the Employees

– Gender identity: Male

– Pronouns: he/him/his

– Department: Fire Department

– Job: Firefighter 

– Background: Juan is a trans man. Until a 
few months ago, he went by the female 
name he was assigned at birth and by 
female pronouns.

– Gender identity: Female

– Pronouns: she/her/hers

– Department: Public Utilities 
Commission 

– Job: Business Analyst

– Background: Deborah formerly went by 
the male name she was assigned at 
birth and presented as male. Now she 
dresses as female, and uses a new 
name and pronouns.

Chris
– Gender identity: Nonbinary

– Pronouns: they/them

– Department: Library

– Job: Librarian

– Background: Chris uses the same name as before, 
but uses new pronouns (they/them/theirs).



Scenario 1: Pronouns

• After Chris announced to their coworkers that they 
go by the pronouns they/them, one coworker, Kevin, 
refused to use the correct pronouns. Kevin told Chris, 
“Sorry, everyone is either a man or a woman. It isn’t 
possible to be in-between or neither. I don’t believe 
in that. I’m going to call you ‘he’ like I always have.”

• Is Kevin’s behavior appropriate for a City employee? 
Why or why not? 



Scenario 1: Pronouns

• No, Kevin’s behavior is in violation of the Gender 
Inclusion Policy, the Respect Policy, and EEO Policy.

• Refusal to refer to an employee by their correct 
pronouns and name is disrespectful and is 
considered harassment on the basis of gender 
identity/gender expression.

• Supervisors have a duty to correct anyone they hear 
using the wrong name or pronoun.



Scenario 2: Names

• Since she started using her new name at work, 
Deborah’s coworker Nancy keeps calling her by her 
previous name. When Nancy notices the mistake, she 
apologizes. However, Nancy doesn’t always notice 
the mistake. Even three months after Deborah has 
been using her current name at work, Nancy still uses 
the wrong name for Deborah 40% of the time.

• Is Nancy’s behavior appropriate for a City employee? 
Why or why not?  



Scenario 2: Names

• No, Nancy’s behavior is in violation of the Gender 
Inclusion and Nondiscrimination Policy.

• Repetitive use of the wrong name or pronouns for an 
employee (regardless of good intentions) is 
disrespectful and may be considered harassment on 
the basis of gender identity/gender expression.



Scenario 3: Privacy

• Juan’s coworker Fred has never met an out 
transgender person, and Fred wants to know more 
about how medical transitioning works. Fred asks 
Juan about his gender-affirming medical procedures. 
Juan knows Fred is asking these questions out of 
genuine curiosity and isn’t trying to be rude, but it’s 
making Juan uncomfortable.

• Is Fred’s behavior appropriate for a City employee? 
Why or why not?



Scenario 3: Privacy

• No, Fred’s behavior violates the Gender Inclusion Policy. 
This behavior also violates the City’s Equal Employment 
Opportunity (EEO) and Respect Policies.

• Asking questions about transition, including medical 
transition, is disrespectful and may be considered 
harassment on the basis of gender identity/gender 
expression.

• The medical, personal or intimate details about 
someone’s gender identity, transgender status, or 
transition (medical or otherwise) are personal business. 
The individual decides when, with whom, and how much 
private information to share.



Scenario 4: Facilities

• Juan isn’t comfortable using the men’s or women’s 
locker room. He doesn’t want to use the women’s 
locker room because he isn’t a woman. He is 
uncomfortable using the men’s locker room because 
he fears for his safety if other men were to realize 
that he is transgender.

• How would you address this situation?



Scenario 5: Safety

• As a librarian, Chris spends most of their time 
interacting with the public. They often get questions 
from members of the public about their gender, and 
often get misgendered. It’s getting tiresome to re-
explain their gender identity and pronouns over and 
over again. It’s taking a toll on their morale at work.

• How would you address this situation?



Additional Information

• San Francisco’s Office of Transgender Initiatives: Working with the 
community and the City to advance equity for transgender and gender 
nonconforming people

– https://sf.gov/departments/city-administrator/office-transgender-initiatives

• Forms and systems
– Nonbinary gender designation and chosen name now available in JobAps + 

People & Pay

– Nonbinary and gender-neutral title options on DHR forms

– Gender-neutral labels (parent, spouse, etc) on website and other DHR 
materials

• Training
– Email DHR.transgender@sfgov.org to request training for your team

• Online
– Policy and all tools available at:

https://sfdhr.org/gender-inclusion-policy-and-tools
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