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working on with full conviction since 2009. We are driven by the vision of a world in which 

LGBT+ people can freely develop their potential and strive in their careers and studies 

without reservation. With more than twelve years of experience, we are now the experts in 

the field of LGBT+ diversity, inclusion and belonging beyond the borders of Germany. 
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1. What does trans mean? 

Trans is to be understood as an umbrella term for transgender, transsexual, transident etc. and 

includes all people who do not (only) identify with the gender assigned to them at birth. This 

means that a person's physical appearance and biological sex differs from their self-perception of 

their gender identity. 

Trans is not a sexual orientation. The term does not indicate which gender a person is 

emotionally, romantically, or sexually attracted to. For this reason, the term "transsexual" is now 

rarely used, as the term can quickly lead to misunderstandings. Trans refers to gender identity, i.e. 

to which gender a person feels that he or she belongs, corresponding to whether he or she feels 

like a woman, man or a non-binary person. 

Here a distinction can be made between: 

- trans woman: describes a person whose birth certificate indicates male gender, but who self-

identifies as female. 

- trans man: describes a person whose birth certificate indicates female gender, but who self-

identifies as male. 

- non-binary person: describes a person whose birth certificate indicates female or male 

gender, but who does not identify (exclusively) as either male or female, feels that they belong 

to both genders, or sometimes feels that they belong more to the female gender and sometimes 

more to the male gender. 

- Cisgender: Cisgender (also "cis") forms the counterpart to trans and describes individuals 

whose gender expression and gender identity matches the typically associated expression and 

behavior of the gender assigned to them at birth.  

Note: Trans persons do not necessarily refer to themselves as trans women or trans men, but see 

themselves as women or men in the usual sense. 
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2. The transition 

Many trans people decide to express their gender identity and as a result, initiate change. This 

process is called transition. 

 

Once an employee decides to begin the 

transition, the employer is a key figure in 

successfully facilitating this process in the 

work context. It is not only the person in 

transition who is the driving force, but also 

managers, HR staff and colleagues. 

Transition is a process in which trans people take steps to align with their own 

gender identity. This may include the following changes: 

- external measures: Clothing, hairstyle, voice and body language is adapted to the 

corresponding gender identity 

- medical measures: Hormone use, gender reassignment surgery (e.g., genital reassignment 

surgery, mastectomy [surgery toward a flat breast profile], hysterectomy [removal of internal 

reproductive organs], plastic surgery and facial surgery, beard and facial hair removal) 

- legal procedures: Change of first name and change of civil status. 

Transition is a process that is individual for each person, dso some trans people take all 

of the above measures, while others take only some of them. For example, not all trans people 

have gender reassignment surgery or take hormones. In addition, the order in which the various 

measures are carried out may be different for each person. 

At the latest when a trans person initiates medical or legal measures, concealing one's own trans 

identity is no longer possible. Unlike lesbians and gays, trans people are forced to come out to 

almost everyone else, which increases the risk for discrimination and other negative experiences. 
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How is the transition regulated by law in Germany? 

There are different regulations for the medical and legal part of transition. 

- Medical Regulations: Before initial medical measures are funded, health insurance 

companies require trans people to complete an "everyday life test" (in German: “Alltagstest”). 

This means that the person is supposed to live in their "new" gender for 18 months and has to 

manage their everyday life this way. This is often accompanied by stressful experiences and 

great challenges, as the trans person is thus forced to live in the "new" gender, although 

physically no medical measures have yet been done. During this time, trans persons can also 

have negative experiences because of this in their everyday working life. Nevertheless from a 

legal perspective, the "everyday life test" plays no role for employers. 

- Legal Regulations: A change of the first name and gender entry according to the 

"Transsexual Act" (in German: Transsexuellengesetz, TSG) is made upon application to the 

responsible court. The court will then commission two expert opinions. This process involves 

high costs for the trans person and takes between 6 and 12 months, depending on the court's 

workload. → For more information, see chapter 3.2. 
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3. On the way to a trans-friendly corporate and organizational culture 

In the following chapter, we look at the different areas in the company that need to be taken into 

account to create a trans-friendly corporate and organizational culture. 

3.1. Recruiting 

A trans-inclusive recruiting process often requires concrete changes in practices - from the wording 

of the job posting to the interview. The following section highlights key issues for companies and 

organizations. 

Transinclusive job postings 

Auf folgende Kriterien sollte geachtet werden, damit die Stellenausschreibung auch transinklusiv 

ist: 

Attention should be paid to the following criteria to ensure that the job posting is trans-inclusive: 

- Gender-neutral job titles 

- Use coherent, gender-neutral wording throughout the text 

- Avoid gender stereotypes in the advertisement text 

- Use qualities, such as communicative, cooperative, team-building, diplomatic, motivating 

- Avoid unnecessary requirements for the job and keep them short 

- Avoid gendered salutations by direct addressing job seekers, such as "You should have the 

following knowledge/skills..." 

- Indicate in the application that the use of self-designated name is possible without official 

recognition, such as "Feel free to let us know your name and pronouns. We will respect these 

regardless of whether they match the information in your reports or other documents." 

- Refrain from using photos in the application process - this should also be clearly communicated 

in the job advertisement 

- In application forms it should be avoided to ask about a person’s gender  1

 BBVA (2019): An inclusive workplace begins with the wording of job ads1
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Adressing trans persons in Job adverts  

Targeting trans people can be done in two ways: 

1. Promoting diversity and addressing diverse groups in general to apply, e.g. with the following 

text: "We value diversity and therefore welcome all applications - regardless of gender, 

nationality, sexual orientation, gender identity, ethnic and social origin, religion/belief, disability, 

and age." 

2. Inviting certain groups (such as trans people in our case) to apply is permitted if there is an 

underrepresentation of the group in the company or in the respective area of the company. The 

invitation to apply does not mean to give the targeted group   preference in the application 

process. The text could look as follows: "When filling the position, we also want to specifically 

address people who are threatened or affected by discrimination. We therefore invite trans and 

inter people in particular to apply." 

Job interview 

The following points should also be considered in the hiring process and job interview to avoid 

discrimination against trans people in the process: 

- Formulate standardized criteria for 

the selection process: this brings job 

requirements into focus and makes it 

easier to avoid prejudice and 

attribution 

- Draft a standardized list of 

questions for the job interview in 

order to create equal opportunities 

between applicants. 

- All parties in the interview should introduce themselves by name and pronoun as standard, not 

only towards people who are assumed to be gender diverse 

- Use gender-neutral language in the application process. 

- Appearances, gaps in resumes, or inconsistent personal information should not have a negative 

impact on applicants 
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- Hostile attitudes of other employees toward trans individuals should not impact the decision-

making process and are not a legitimate reason to reject trans applicants 

- Raising awareness of transgender and gender diversity issues among human resources 

professionals  2

3.2. Change of first name and gender - options for companies before and after the change of the civil 
status 

Transition is often accompanied by a change of first name and gender entry. An official change of 

first name and civil status in Germany according to the "Transsexuellengesetz" (TSG) is done by the 

trans person upon request to the responsible court. The request to the court is always associated 

with high costs for the trans person and takes several months. For this reason, not all trans persons 

make this official change. But even if a trans person changes their entry in the civil status, this 

process takes a long time. For this reason, trans-friendly companies should allow their trans 

employees to use their new first name and gender entry internally even without an official change 

of civil status.  

Which changes can or must already be made in which documents and systems at which point in 

time is broken down under the following section. 

Legal note: In personnel administration and contract law regarding trans employees, many aspects 

have not yet been clearly clarified in legal terms. In addition, the legal situation in this area may 

change in the coming months. If HR professionals are unsure about certain procedures, we 

recommend consulting with an attorney or their legal department. 

3.2.1. Changes before or without an official change of civil status 

In many documents and internal systems, companies can change the name and gender of their 

trans employees even without an officially confirmed change of civil status. 

Requirements for a change 

Employers may require different documents for changing a person's name and gender without an 

officially confirmed change of civil status. For example, one option would be to present the  dgti-

ID card.  

  BBVA (2019): An inclusive workplace begins with the wording of job ad2
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The identity card serves to simplify the identification of trans persons whose ID or passport have 

not yet been updated and was developed by the Deutsche Gesellschaft für Transidentität und 

Intersexualität e. V. (dgti e. V.). Further information can be found at: 

dgti.org/ergaenzungsausweis.html 

However, since it also takes several weeks to get the dgti ID, we recommend that companies only 

ask for a letter of intent from the trans person. This can be an informal document or one 

standardized by the company in which the old and new names are entered and the trans person 

signs. 

The following documents and internal systems can already be changed without an 

officially confirmed change of personal status: 

- Business cards 

- Doorplates 

- E-mail address / e-mail signature 

- Organization chart 

- Name lists 

- All internal and external communication (name on intranet, blogs, social media, internet) 

- Company ID card 

- Employment contracts (Here, only the (still) official name must be placed in brackets next to the 

self-determined name. Gender-neutral wording in contracts is legally possible without any 

problems). 

 

In addition, newly issued job references can also already be issued in the new name. This 

does not constitute indirect false certification (StGB § 271) if the content is not significantly 

incorrect. 
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3.2.2. Changes after the official change of civil status  

If the trans person has officially changed their gender entry and marital status according to the 

"Transsexuellengesetz" (TSG), the prohibition of disclosure according to § 5 of the TSG applies from 

this point on. It says that after a change of first name, the "old" first name must not be disclosed or 

researched without the consent of the trans person. From this point on, employers are legally 

obligated to ensure that all documents, certificates (such as references, social security, pay slips, 

documents for new applications) and internal systems that go to the public, i.e. to "third parties," 

are adjusted, including retroactively, in which the "old" first name still appears. The law is intended 

to ensure that no personal information becomes public without the consent of the trans person. 

Requirement : Submission of the legally binding decision on the change of first name/personal 

status from the responsible court by the trans person 

This is how employers should handle document changes in various cases: 

- Documents and certificates issued by the employer, going to the public (e.g. old 

employment certificates), where the person authorized to sign is still employed 

by the company:   

- Reissue of the document with change of name, gender and the resulting grammatical and 

spelling changes (changes in content are not allowed). 

- The old date must be used and may not be changed 

- The person authorized to sign at that time also signs the new document 

- In this case, the trans person must return the old document. 

- Legal basis: Court decision LAG Hamm of 17.12.1998 - 4 Sa 1337/98 + post-contractual 

duty of care of the employer, the scope of which results from § 242 BGB in conjunction 

with Art. 2 Para. 1 GG and § 5 TSG 

- Documents and certificates issued to the public by the employer (e.g. employer's 

references) where the person authorized to sign is no longer employed by the 

company: 

- Re-issuance of the document with change of name, gender and the resulting grammatical 

and spelling changes (changes in content are not allowed). 
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- In this case, an updated date and signature may be used 

- Documents in the personnel file that are not disclosed to the public 

- The prohibition of disclosure does not apply to these documents (according to court 

decision VG Hannover 2nd chamber, judgment of 12.02.2010, 2 A 5587/08). 

Nevertheless, it should be examined to what extent it is necessary for certain documents 

to remain in the personnel file 

- Documents from other organizations or companies must not be changed, such as (school) 

reports or work references from other employers. The trans employee usually takes care 

of changing these documents themself. As soon as the trans employee submits these 

documents with the updated name, they must be replaced with the old documents in the 

personnel file 

- Documents that still contain the old name should be handled sensitively and 

confidentially. For the protection of the trans person, it should be examined to what 

extent old documents can be specially locked so that the information is only accessible 

when it is really needed. It must be transparent which employees may have access to 

which files. 

3.3. Gender-neutral restrooms, locker rooms and showers 

Gender neutral restrooms 

Gender neutral restrooms are important for trans people, but 

also for gender diverse workers in general. Often trans people, 

especially when in transition, are denied access to women's or 

men's restrooms, asked to leave, or verbally or physically 

assaulted there. Non-binary people are also forced to choose a 

gender in binary restrooms. Not all trans people prefer gender-

neutral restrooms, so non-discriminatory behavior towards trans 

people in women's or men's restrooms must also be 

encouraged. For this reason, hygiene bins should also be placed 

in men's restrooms so that trans men, inter and non-binary 

people with periods also have the opportunity to properly 

dispose their hygiene items (pads, tampons, etc.). 
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Gender-neutral restrooms can also coexist with restrooms for men and women, or only gender-

neutral restrooms can in general be offered in the company. 

Gender-neutral restrooms should have the following features: 

- Use of gender-neutral restrooms should be ensured with a comparable amount of time (e.g. a 

gender-neutral restroom at least every 2nd floor) 

- Gender-neutral restrooms should consist of individually lockable stalls with ceiling-to-floor 

partitions and also a dedicated sink 

- Signage of toilets using functional and gender-neutral pictograms (pictograms e.g. of sit-down 

toilet, urinal) and/or text-based labels such as "Restroom for everyone" or "Restroom for all 

genders" 

- Hygiene bins should be available in all bathroom stalls 

- Single-occupancy restrooms can be converted to single-occupancy gender-neutral restrooms 

(gender-neutral signage and single-occupancy restroom including vestibule should be 

lockable)  3

Changing rooms and showers 

It should also be possible to use locker rooms and showers in a non-discriminatory manner. Again, 

individual shower stalls and individual locker rooms with partitions from floor to ceiling are 

recommended. There should also be enough space in the shower stalls for people to change there. 

Unfortunately, many companies do not have individual stalls, but rather collective locker rooms 

and collective showers. Consideration should then be given to whether additional privacy screens 

or even a separate individual shower stall could be installed. An alternative solution would be 

certain shower times, in which time the collective shower could be used by one person alone, 

making separate use possible.  4

3.4. Work clothes 

In order not to discriminate trans and non-binary persons, gender-specific dress codes should be 

abolished in the company. In addition, it must be ensured that all employees, regardless of their 

  Fütty, Tamás Jules; Höhne, Marek Sancho; Llaveria Caselles, Eric (2020): Geschlechterdiversität in Beschäftigung und 3

Beruf. Bedarfe und Umsetzungsmöglichkeiten von Antidiskriminierung für Arbeitgeber_innen. Herausgegeben von der 
Antidiskriminierungsstelle des Bundes. Berlin, S. 101f.

 Fütty, Tamás Jules; Höhne, Marek Sancho; Llaveria Caselles, Eric (2020): Geschlechterdiversität in Beschäftigung und 4

Beruf. Bedarfe und Umsetzungsmöglichkeiten von Antidiskriminierung für Arbeitgeber_innen. Herausgegeben von der 
Antidiskriminierungsstelle des Bundes. Berlin, S. 104
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biological sex, can choose their corporate clothing or can also purchase it independently. The 

organization-specific processes should be analyzed in this regard and adapted if necessary. 

3.5. Home Office and flexible working hours 

Within a transition, the possibility of home office or flexible working hours - e.g. in the context of 

medical interventions, doctor's appointments and visits to the authorities - plays an important role. 

If home office is possible in the respective position, trans persons should be given the opportunity 

to take advantage of this without any problems. The trans person's appointments should also be 

taken into account when planning shift work.  

An example of an important cosmetic procedure for trans women, where the possibility of a home 

office is essential, is the beard hair removal. It is done as a laser treatment or needle epilation and 

has clearly visible signs, for example, due to severe skin irritation or because blond-haired trans 

women have to let their beard hair grow a few millimeters before the treatment. The possibility to 

work in the home office during the week of the procedure should help to avoid an unintentional 

outing as well as unpleasant up to dangerous situations (e.g. in public transport). Since not all 

beard hair can be removed at once, this procedure must be repeated several times. 

3.6. Internal company guidelines and regulations  

The employer's corporate culture, values and standards can be written in the company's internal 

guidelines and regulations, which are generally valid for all employees and external stakeholders. 

Therefore, it is important to include protection against discrimination on the basis of gender 

identity and sexual orientation in the Code of Conduct. 

In many companies, new employees must commit to the Code of Conduct and sign it if necessary. 

This increases the commitment and thus all new employees are directly informed about the values, 

standards and regulations of the employer. In addition, possible sanctions in the event of violations 

should be recorded in the Code of Conduct. 

In order to create certainty of action for all those involved, regulations and recommendations for 

the case of transition of employees in the job should be recorded in writing, e.g. as part of a guide 

for the trans person, HR, managers and employees. This ranges from tips for managers on how to 

deal with the transition of an employee in the team to technical regulations regarding the change 

of the first name in IT systems. In addition, training and education on the topic of trans at work can 

also help to conscientize employees to the issue. 
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4. What HR and managers should do to support employees during transition 

4.1. Do’s & Don’ts for managers and HR 

This chapter provides a brief introduction to the topic 

of how managers and HR staff can support their trans 

employees in companies, including concrete tips and 

recommendations. In general, it is not a problem if 

the topic is new for managers and employees from 

the HR department. However, there should be an 

openness in the company towards the topic, as well 

as the willingness to learn and to support the trans person. 

7 basic principles for managers and HR professionals 

- The trans person makes the decisions during their coming out and the transition process. As 

Executive or HR manager your responsibility is to actively support the trans person. 

- Any discussions must always be treated confidentially. It is important that trans employees are 

not outed to others. With whom information is shared must always be discussed with the trans 

person. If other departments are involved (e.g. for technical changes or to inform you), the trans 

person must always be asked for permission in advance and the colleagues in the respective 

departments must also be informed that the contents of the conversation are confidential. 

- All employees should listen carefully to how trans employees would like to be addressed in the 

future. In addition, the trans person should decide for themselves how they would like to 

communicate their transition. 

- Executives and HR staff should be open-minded and talk in detail with the trans person about 

their needs and concerns. It is perfectly okay to talk about your own insecurities and lack of 

knowledge about trans issues. However, this should be combined with a firm commitment to 

inform yourself about the topic and to support the trans person during transition.  

- It is not a bad thing if managers and HR staff are not yet familiar with the transition process; 

trans colleagues may also share their experiences with colleagues, but this is neither obligatory, 

necessary nor something that should be expected of trans colleagues.  

- Under no circumstances should discrimination, bullying, harassment or jokes etc. against trans 

colleagues be tolerated.  
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- If managers and HR staff are involved in changing (HR) processes and structures, they can 

contribute ideas on how these can be made more trans-sensitive. One way to do this is to 

include the insider perspective of trans people and adapt existing processes accordingly. 

4.2. Recognizing sign of discrimination and hostility  

Unfortunately, it is often the case that trans employees do not report discriminatory behavior in 

order to avoid conflicts or out of fear that this will make the problem even worse. Therefore, it is 

the task of Executives and, if necessary, also of human resources staff to look closely and see what 

is happening in the team. The task is to create a climate of tolerance and openness and to take a 

clear stand against any form of discrimination. 

Forms of trans hostile behavior can be, for example:  

- Colleagues consistently and intentionally use the wrong name or pronouns of trans 

colleagues.  

- Discriminatory jokes are made about trans people. Even small jibes can have a hurtful effect. 

- Talking about trans people behind their backs or using derogatory language. 

"Overachievement" by trans employees during transition 

When a trans person decides to transition on the job, they may develop the feeling that they and 

their qualifications are being tested again. This often follows the assumption that they must now 

demonstrate that transition will not affect their work and performance. For this reason, 

overperformance or overwork may occur in individual cases. Executives in particular should show 

trans persons during transitioning that they do not have to prove themselves and their professional 

skills anew because of the transition and that no pressure is being exerted from the company side 

here. In addition, they should pay special attention to trans employees and their health during this 

time in order to prevent overwork. 

UHLALA Group | Empowering LGBTIQ+ People in the Working World 16



by UHLALA Group 

UHLALA GmbH 
Wichertstraße 9a 
10439 Berlin 

uhlala.com 
hi@uhlala.com 
+49(0)1707031283

http://uhlala.com
mailto:hi@uhlala.com

	1. What does trans mean?
	2. The transition
	3. On the way to a trans-friendly corporate and organizational culture
	3.1. Recruiting
	3.2. Change of first name and gender - options for companies before and after the change of the civil status

	3.2.1. Changes before or without an official change of civil status
	3.2.2. Changes after the official change of civil status
	3.3. Gender-neutral restrooms, locker rooms and showers
	3.4. Work clothes
	3.5. Home Office and flexible working hours
	3.6. Internal company guidelines and regulations

	4. What HR and managers should do to support employees during transition
	4.1. Do’s & Don’ts for managers and HR
	4.2. Recognizing sign of discrimination and hostility


