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The AWEI Foundation Submission is for Bronze Tier Status 2023 – 2029.

This application can becompleted and submitted between Monday, 11 January 2027 – Monday, 22 February 2027 .

To achieve Bronze Tier Status within the AWEI Foundation Submission, participating organisations must obtain 80% of allocated
points. For Standard Employers (501 or more employees), this is 64 points out of 80 points.

Pride in Diversity only accepts submissions through this online portal.  You can usethe 'Save and Complete Later' function, but
once you have submitted your final application online, no changes can be made. If you experience issues using  this portal, please
contact awei@acon.org.au as early as possible.

PROVIDING EVIDENCE
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Please read each question carefully and provide only the evidence requested.

If evidence is contained within a broader document or policy, please highlight only the detail requested.
If inadequate or incomplete answers are provided for any question, full points will not be obtained.

Tick-box Selections:

Please ensure you select the appropriate tick-box when tick-boxes are presented within the question. 
Pride in Diversity will not assess responses if tick boxes have not been selected (these are critical to how your responses will be
assessed).
Pride in Diversity will not be responsible for non-assessment of questions where there is conflict between evidence provided and
tick-box selected.

Text Responses:

Where evidence is by way of written responses, please use the text box provided.  To expand the text box, click and drag the
corner of the selection to increase the height of the textbox.
Most questions will require a written response, even if an evidence attachment is also requested. Please ensure you use the text
boxes provided to clearly address the criteria and explain how your evidence supports your response. A strong written
explanation helps provide context and clarity for reviewers, ensuring your submission is assessed accurately and fairly.

Evidence Attachments:

Limit one piece of evidence per evidence box.  Please note: If multiple files are uploaded to a single evidence field, they will not
register as separate files and some files may be lost. Where multiple files are required, separate evidence fields have been
provided. Pride in Diversity cannot take responsibility for evidence uploaded incorrectly, so please ensure that text and evidence
fields are used as directed throughout the form.
The maximum amount of evidence required for each question is determined by the number of evidence boxes provided. 
If an evidence box is not provided within the question, an attachment is not required for the question.
Please note: Some questions include multiple criteria, which may require different forms of support to fully address the question.
For example, a single question might ask for written 'details' for one item and 'evidence' for another. Please read each question
carefully to ensure you are meeting all requirements. Where possible, Pride in Diversity has structured questions to minimise
unnecessary attachments and streamline your submission process.
Please note: You are not required to use all evidence upload boxes provided within a single question. These additional boxes are
included to allow flexibility for organisations that may need to upload multiple files to meet the evidence requirements. However,
if your organisation can address multiple criteria points within a single document, you are welcome to upload just one
attachment. The key is ensuring that all required elements are clearly identifiable within the evidence you provide.

HOW TO COMPLETE YOUR SUBMISSION
'Save and Complete Later' Function:

IMPORTANT: Use the 'Save and Complete Later' function as you complete your Submission. This function can be utilised
throughout the year, as you prepare, review and complete.
This function allows you to return to your work without losing any work previously updated.
If you do not use this function, any changes or updates made may not be saved and work may be lost. Pride in Diversity will not
be responsible for any work lost.
Upon clicking 'Save and Complete Later,' you will be sent a link to utilise to return and continue work on your Submission.

'Submit' Function: 

Once you have completed and reviewed all work and are ready to submit, you must click the 'Submit' button upon completion.
If you do not click 'Submit' upon completion, your Submission will not be accepted.
Do not click the 'Submit' function unless you are ready to formally complete and submit your Submission.

Placeholder Link Function: 

Each time you click 'Save and Complete Later,' you will be sent an updated link to continue you work on your submission. Any
work done on an 'outdated' link will result in work being lost.
Any link provided to you and your organisation can only be utilised by those within your organisation. 
If multiple people are working on a submission for their organisation, they must share this correct link or all work will not be
saved properly. Each placeholder link email will be sent to the person who is working on the submission at time of saving.
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1 point if all instances of the words ‘sexual preference’ or ‘lifestyle choice’ have now been changed to ‘sexual orientation’ or ‘diverse
sexuality’

1 point if all instances of the words ‘gender transition’ or 'transition' have now been changed to 'gender affirmation' or ‘affirmation’

HR POLICIES & DIVERSITY PRACTICE

2. LGBTQ+ Inclusivity within Policies and Benefits

On our policy intranet pages or upfront within our policy documentation, we have made it explicitly clear that all policies
are inclusive of LGBTQ+ employees and their families (where families are included within policies/benefits).

Please provide the statement that makes it explicitly clear that all policies are inclusive of LGBTQ+ employees and their families.

Why this question? We know that people can read themselves out of policies.

In previous indices, we asked for evidence of inclusivity statements within every policy. Australian law changes now make it illegal to
discriminate against LGBTQ+ employees (apart from some religious exemptions). The need to clearly articulate the LGBTQ+
inclusivity of your policies here in Australia is still necessary for the following reasons:

Employees may be unsure of how religious freedoms interact with discrimination law in workplace settings
Not all employees will be up to speed with discrimination law when it comes to family benefits and workplace policies so may not
know if all policies apply

Some policies are written internationally and implemented globally where laws are different. A localisation of benefits or clarification
of these will be necessary

2 points if the statement provided is explicitly inclusive

There are no partial points for this question.

Answer

The Department of Social Services (DSS) is committed to ensuring its workplace policies are inclusive for all staff. Our workplace policies are 
written for and apply to all staff regardless of gender, disability, cultural diversity (including First Nations people), age or religion and 
inclusive of all DSS employees. This statement is explicitly clear on our corporate policies intranet page and supporting materials that all 
policies developed must be inclusive of LGBTIQA+ employees and their families. This information can be found on our intranet and 
corporate policy checklist and template guidance. 

HR POLICIES & DIVERSITY PRACTICE

3. New Parent Leave Inclusive of LGBTQ+ Families
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We clearly communicate that our New Parent Leave (or equivalent) is inclusive for employees who bring children into their
family via surrogacy, adoption and foster/guardianship.

Please provide a copy of the exact wording of your policy regarding these areas.

Why this question? There are many ways that children come into LGBTQ+ families; for some this may be limited to surrogacy,
adoption or foster/guardianship arrangements. In each of these scenarios, there will be leave required during the initial stages of
caring for a new member of the family.

1 point if surrogacy is included

1 point if adoption is included

1 point if foster/guardianship is included

Answer

The DSS Leave Policy is inclusive of employees who bring children into their family through surrogacy, adoption or foster care (outlined on 
pages 1, 24- 27, 28 and 49). This information is accessible to all staff on the DSS intranet. It is important to note that our policy applies to all 
staff regardless of gender, disability, cultural diversity (including First Nations people), age, religion and is inclusive of all LGBTIQA+ staff, 
their partners and/or family members consistent with the provisions of relevant legislation. 

We have a simple statement on page 1 that notes this, although does not go into explicit demographic or diversity groups. We have 
included details of our parental leave options which clarify the variety of leave types available. The policy also includes an escalation 
process for staff if they feel the policy has been misinterpreted by their managers. 

File as evidence for this question

Only one attachment per field.

Other attached files: Q3 - Evidence New Parent Leave inclusive of LGBTIQA+ Families.docx

File as evidence for this question

Only one attachment per field.

BrowseBrowse

File as evidence for this question

Only one attachment per field.

BrowseBrowse

HR POLICIES & DIVERSITY PRACTICE

4. International Travel Advice for Employees

We have international travel advice available to our LGBTQ+ employees or employees with LGBTQ+ dependents should they
be required to travel for work (e.g., cultural context, safety, LGBTQ+ matters in other jurisdictions).

Please provide a copy of travel advice available.

Why this question? For organisations requiring international travel, it is essential to provide travel guidance for LGBTQ+ employees,
particularly in countries with hostile laws towards diverse sexualities and/or genders. Employees may face personal risk in certain
locations, so HR or relocation teams should ensure this information is readily available to all staff. 
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3 points for international travel advice available to our LGBTQ+ employees

Note: Points will not be allocated for a brief mention of LGBTQ+ inclusivity without any meaningful information that would inform an
employee as to their safety or acceptance within a given location.

Answer

The department has international travel advice readily available to LGBTIQA+ employees should they be required to travel for work. This 
advice includes a clear principle that staff are not required to travel if there is a high risk of discrimination or harassment (page 5 of the 
International Travel Policy). A clause has also been included to link staff to resources such as the Smart traveller website for LGBTIQA+ 
travellers. 

Our intranet site includes a checklist to ensure prospective travellers have read the international travel policy. Both the policy and checklist 
can be found on the international travel intranet page which is accessible to all staff. In addition, a range of FAQs listed on the DSS Pride 
page includes a range of FAQs that provide additional information around travelling.  

File as evidence for this question

Only one attachment per field.

Other attached files: Q4 - Evidence for International Travel Advice for Employees.docx

File as evidence for this question

Only one attachment per field.

BrowseBrowse

HR POLICIES & DIVERSITY PRACTICE

5. LGBTQ+ Inclusive Domestic & Family Violence
Policy

Our Domestic and Family Violence Policy or resources clearly:

a) acknowledges and identifies unique challenges faced by LGBTQ+ people in domestic and family violence situations; AND

b) identifies specialist LGBTQ+ avenues of support to assist HR Managers and employees impacted by LGBTQ+ domestic and
family violence

For full points, please provide evidence for BOTH a) and b).

Why this question? Domestic and Family Violence (DFV) is a significant problem within Australia, and laws are now being introduced
for DFV to be addressed within workplace policy and practice.

A significant number of DFV policies make a passing reference to the inclusion of LGBTQ+ people but do not mention the unique
challenges faced by LGBTQ+ people in these situations.  The fact that support avenues for LGBTQ+ people are incredibly limited is
also significant.  This part of the index seeks to close that gap

2 points if (a) the DFV Policy acknowledges and identifies unique challenges faced by LGBTQ+ people in domestic and family violence
situations

2 points if (b) the DFV Policy or relevant intranet pages identifies specialist LGBTQ+ avenues of support to assist HR Managers and
employees dealing with LGBTQ+ domestic and family violence
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Answer

The department’s Family and Domestic Violence Policy acknowledges that LGBTIQA+ employees can be uniquely impacted by family and 
domestic violence (page 4). Our policies are written for all staff and diversity groups and so don’t tend to go into specific details for each 
cohort as these are supposed to be high level documents. Additional content is being drafted as an appendix to explain these scenarios in 
more details for each diversity group. 

The department’s Family and Domestic Violence Policy (page 11 and 12) and the Family and Domestic Violence Guidance for Employees 
and Managers resource (page 10) clearly identifies specialist LGBTIQA+ avenues of support to assist HR Managers, managers and 
employees impacted by LGBTIQA+ domestic and family violence. 

Staff can also access support from appropriately qualified and experienced Employee Assistant Program consultants who specialise in 
LGBTIQA+ issues who have an in-depth understanding of sensitivities and required approaches. The policy and resources can be easily 
found by all staff on the intranet. 

File as evidence to this question

Only one attachment per field.

Other attached files: Q5 - Evidence for LGBTIQA+ Inclusive Domestic & Family Violence Policy.docx

File as evidence to this question

Only one attachment per field.

BrowseBrowse

LGBTQ+ BULLYING, HARASSMENT & SUPPORT

6. Resources on LGBTQ+ Inclusive and Negative
Language

We actively promote the availability of resource(s) to all staff that provide clear guidelines on both inclusive language and
on language that is negative, offensive, or harmful to LGBTQ+ populations.

Please provide:

a) a copy of the resource provided to staff; and

b) details of how staff learn about the existence of this resource

Why this question? Language in this area can be quite complex and public commentary, articles, ads, brochures, blogs, etc. can
inadvertently be negative, harmful, offensive, inappropriate and/or discriminatory.

A targeted communications guide is designed to assist anyone within your organisation who might be referencing LGBTQ+
populations.  It will enable them to understand which words are offensive, harmful or negatively perceived, while equipping them
with inclusive alternatives.
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2 points if the resource provides clear guidelines on inclusive language

2 points if the resource provides clear guidelines on negative language

2 points for a means by which staff can easily learn about the existence this resource

Answer

The department actively promotes multiple resources to all staff that provide clear guidelines on both inclusive language and negatively 
perceived language relating to LGBTIQA+ people. These are linked in a range of locations on the intranet that are available to all staff.  

File as evidence to this question

Only one attachment per field.

Other attached files: Q6 - Resources on LGBTIQA+ Inclusive and Negative Language.docx

LGBTQ+ BULLYING, HARASSMENT & SUPPORT

7. LGBTQ+ related Grievance Officers

Our organisation has a trained grievance officer (or someone equivalent, trained in addressing and/or processing
organisational grievances) who is:

clearly communicated as a contact for LGBTQ+-related grievances; AND who is
clearly identified as someone who has been trained in LGBTQ+ inclusion and awareness

For full points, please provide evidence for BOTH a) and b).

Why this question? This question does NOT refer to LGBTQ+ Network leads (unless they are also HR people with grievance process
responsibilities).  This question refers to the people or person that formal bullying/harassment complaints are referred to.

Having an authorised grievance officer (or equivalent) who is fully trained in LGBTQ+ inclusion and an ally, provides a level of safety
in reporting harmful behaviour.

2 points if (a) the grievance officer is clearly communicated as a contact for LGBTQ+ related grievances

2 points if (b) the grievance officer is clearly identified as someone who has been trained in LGBTQ+ inclusion and awareness

Note: Points will not be allocated for generic statements that all Grievance Officers are trained/inclusive.

Answer

The department has trained Harassment Contact Officers (HCOs) available to provide advice and support to employees in relation to 
harassment, bullying or discrimination. A current HCO is clearly identified as being trained in LGBTIQA+ inclusion and awareness. Another 
HCO is clearly identified as LGBTIQA+ and as a specific contact person amongst the HCO’s for LGBTIQA+ matters. 

This information is accessible to all staff on the HCO intranet page. Details have been redacted to protect privacy. 

File as evidence for this question

Only one attachment per field.

Other attached files: Q7 - LGBTIQA+-related Harassment Contact and Grievance Officers.docx
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File as evidence for this question

Only one attachment per field.

BrowseBrowse

LGBTQ+ BULLYING, HARASSMENT & SUPPORT

8. Behavioural Examples of What Constitutes
Bullying / Harassment

Our organisation has documentation that is easily located within our bullying and harassment policy/guidelines that
provide clear behavioural examples of what constitutes LGBTQ+-related bullying/harassment.

For full points, please provide behavioural examples given within your bullying/harassment documentation that identifies:

a) behaviour that constitutes bullying/harassment regarding employees of diverse sexual orientation; and

b) behaviour that constitutes bullying/harassment regarding employees of diverse gender

Why this question? Having very specific behavioural examples of what constitutes bullying/harassment of LGBTQ+ people:

allows employers to utilise this to show how such behaviour contravenes your code of conduct
allows managers to point to such behaviour when counter claims such as “it was only meant as a joke” or “that was just a bit of
fun” are given
gives LGBTQ+ employees and their allies ‘permission’ to call out that behaviour

This is particularly relevant regarding the constant innuendo, jokes, unwelcome commentary that LGBTQ+ people frequently face,
and have clearly identified as a cause of workplace stress and harassment within the AWEI Employee Surveys.

2 points for (a) clear behavioural examples that constitutes bullying/harassment regarding employees of diverse sexual orientation

2 points for (b) clear behavioural examples that constitutes bullying/harassment regarding employees of diverse gender

Answer

The department’s “understanding bullying and harassment” intranet page, the Sexual Harassment and Sex Based Harassment Policy and 
the Workplace Bullying and Harassment Policy provide clear examples of what constitutes bullying/harassment regarding employees of 
diverse sexual orientation and diverse gender. In addition, information with explicit behavioural examples are available on our intranet. 
The policies and general information is accessible to all staff. 

File as evidence to this question

Only one attachment per field.

Other attached files: Q8 - Behavioural Examples of What Constitutes Bullying and Harassment.docx

File as evidence to this question

Only one attachment per field.

BrowseBrowse
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INCLUSION OF TRANS AND GENDER DIVERSE
EMPLOYEES

9. Gender Affirmation Policy and Process
Documentation

We have a documented gender affirmation policy/process to support:

a) employee(s) wishing to affirm their gender in the workplace

b) manager(s) and/or HR contact(s) supporting those who wish to affirm their gender

c) peers/colleagues of those who wish to affirm their gender

For full points, please provide evidence for each of the areas above.

Why this question? We are currently seeing an unprecedented number of people affirm their gender in the workplace.  Having a
clearly articulated policy and process to support the employee, their manager and team during this time is critical.  

2 points for (a) a documented gender affirmation policy/process to support the employee(s) wishing to affirm their gender in the
workplace

1 additional point for (b) documentation or processes to support manager(s) and/or HR contact(s) supporting those who wish to
affirm their gender

1 point for (c) documentation or processes to support peers/colleagues of those who wish to affirm their gender

Note: You will not lose points for referring to a ‘Transitioning Policy,’ however we do ask that you endeavour to change wording to
‘Gender Affirmation Policy’ going forward, to reflect best practice.

Answer

The department's Gender Affirmation Policy and Gender Affirmation Guidelines support all employees wishing to affirm their gender in the 
workplace The advice to managers, Inclusion Officers (HR contacts) and peers/colleagues supporting those who wish to affirm their gender 
is outlined on page 4 and 5 within the Policy and pages 4, 5 and 9 within the Guidelines. The Policy and Guidelines can be found on the 
intranet which is accessible to all staff.

File as evidence for this question

Only one attachment per field.

Other attached files: Q9 - Gender Affirmation Policy and Process Documentation.docx

File as evidence for this question

Only one attachment per field.

Other attached files: Q9 - Gender Affirmation Policy.pdf

File as evidence for this question

Only one attachment per field.

Other attached files: Q9 - Gender Affirmation guidelines.pdf
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File as evidence for this question

Only one attachment per field.

BrowseBrowse

INCLUSION OF TRANS AND GENDER DIVERSE
EMPLOYEES

10. Dress Codes

Our employees can easily locate an explicit statement that supports trans and gender diverse people dressing according to
their affirmed gender at work, alongside a contact point for employees who have specific questions regarding this.

Note: For full points, this statement must be outside of gender affirmation documentation.

Please provide:

a) the explicit statement supporting trans and gender diverse employees to dress according to their gender at work, located outside of
gender affirmation documentation; and

b) an easily locatable contact point should employees have any questions specific to this

Why this question? Gendered language within dress code documentation or “dress for the day” style communications can be
fraught with problems for those affirming their gender, those who are trans, gender diverse, ornon-binary, and those whose gender
expressions don’t conform to societal ‘norms.’

The 2021 AWEI Employee Survey showed that 44% of all trans and gender diverse employees found dress codes to be one of the top
3 barriers in employment.

It is important even for those organisations without formal dress codes, that there be an overt statement to support employees
dressing according to their affirmed gender.

1 point for (a) if the statement is only located within gender affirmation policy documentation and is explicitly supporting trans and
gender diverse employees

1 additional point for (b) an easily locatable contact point

OR

3 points for (a) if the statement is accessible by all employees, outside of gender affirmation documentation, and is explicitly
supporting trans and gender diverse employees

1 additional point for (b) an easily locatable contact point

Note: Points will be based on the inclusivity of the statement and how easily it can be located by all employees, not just those wishing
to affirm their gender at work.
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Answer

DSS does not have a specific dress code policy, however staff can easily locate an explicit statement that supports trans and gender 
diverse people dressing according to their affirmed gender at work on the Pride Committee intranet page and the Join the department 
intranet page. 

Our Gender Affirmation Guidelines and LGBTIQA+ intranet page also includes guidance around dress and appearance. 

The Pride Committee are promoted to staff as a primary point of contact for anyone with concerns or questions about dress and 
LGBTIQA+ employees. 

When staff search 'dress code' on our intranet, all 3 pages where supportive dress is mentioned are the first pages returned. 

INCLUSION OF TRANS AND GENDER DIVERSE
EMPLOYEES

11. Non-Binary Gender Options for Employees

We currently include non-binary options when collecting employee gender information within internal forms and/or IT
systems.

For full points, please provide one example of gender inclusive options used on forms and/or within IT systems.

Why this question? This question is on par with international practice and refers to how we collect information about the sex or
gender of our employees on internal forms/documentation or systems. Where your organisation collects gender information from
employees, non-binary options should be included for trans and gender diverse employees.

Full points may be obtained in either option:

OPTION 1: Re: Non-Binary Gender Options:

2 points for the inclusion of options other than male/female on forms
Additional 2 points  where gender information collected is inclusive of non-binary people and free of any language that may be
negatively perceived

OPTION 2: Removal of gendered information:

4 points if you have removed gendered information on the majority of forms and can provide an example of this

Note: Intersex relates to sex characteristics, not gender. Terms such as ’Indeterminate,’ ‘Undisclosed,’ ‘Unspecified’ are commonly
used for intersex characteristics and non-binary gender options. As this question speaks to gender, these terms will not obtain
points.

Answer

DSS has very few forms in paper format and majority of information is captured online without the need for gender information. When the 
department does need to collect gender or diversity data, the form includes options other than male/female. This form is available to all 
staff registered on our SAP system. The gender information collected in the internal form and reported in the department's Annual Report 
and annual APS Census report is inclusive of non-binary people and free of any language that may be negatively perceived. 

File as evidence for this question

Only one attachment per field.

Other attached files: Q11 - Non-Binary Gender Options for Employees.docx
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File as evidence for this question

Only one attachment per field.

BrowseBrowse

STRATEGIC FOCUS & ACCOUNTABILITY

12. External LGBTQ+ Expertise

We have access to external LGBTQ+ inclusion support/expertise that we have called upon throughout the assessed year.

As Pride in Diversity members, we have access to external LGBTQ+ inclusion support, resources and expertise. 

Why this question? While internal resources and subject matter expertise groups are valuable; they are sometimes limited by the
scope and extent of work within the current organisation or previous roles.

This question looks at the utilisation of LGBTQ+ inclusion expertise/support across the year outside of your employee base.

3 points for Pride in Diversity membership

STRATEGIC FOCUS & ACCOUNTABILITY

13. LGBTQ+ Inclusion Strategy

We have an organisational strategy or Diversity & Inclusion (D&I) action plan to progress LGBTQ+ inclusion within our
organisation.

Please provide a copy of the LGBTQ+ component of this strategy.

Why this question? An LGBTQ+ inclusion strategy or action plan ensures that there are endorsed accountabilities in this area of
inclusion and allows employees and executives to track progress.

3 points if there is an LGBTQ+ component of this strategy or an action plan

There are no partial points to this question.
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Answer

The department has a Diversity and Inclusion Action Plan and a Pride Action Plan to progress LGBTIQA+ inclusion within the department. 

Together the plans set out how we will work to build and strengthen our departmental culture, and are active steps towards DSS becoming 
an employer of choice for all people, including LGBTIQA+ people and their allies. The plan has been developed to align with the Australian 
Workplace Equality Index. This is Australia's national benchmarking instrument for LGBTIQA+ workplace inclusion. The plans are endorsed 
by our DSS Executive team, who are committed to supporting its implementation. 

For evidence, please refer to the full copy of the Diversity and Inclusion Action plan and Pride Action Plan files.

File as evidence for this question

Only one attachment per field.

Other attached files: Q13 - DSS Pride Action Plan and Diversity and Inclusion Action Plan.pdf

STRATEGIC FOCUS & ACCOUNTABILITY

14. External LGBTQ+ Workplace Inclusion
Promotion

We have detailed information on our Australian LGBTQ+ inclusion focus or work on our external facing website.

Please provide the URL of an external webpage that specifically promotes your LGBTQ+ inclusion work.

Why this question? When considering a role, potential employees often review an organisation’s website. For LGBTQ+ candidates,
information on diversity and inclusion can influence their decision to apply and set expectations about workplace inclusivity.
Including Australia-based content reassures candidates that the local culture is welcoming and inclusive. 

3 points if the URL to the external webpage specifically promotes your Australian LGBTQ+ inclusion work

There are no partial points for this question.

Points will not be allocated if we are unable to access the information from the direct URL provided.

Answer

The department has detailed information on our approach to supporting Australian LGBTIQA+ communities and staff on our website. 
Examples are available at: 

https://www.dss.gov.au/careers-and-employment/our-diverse-and-inclusive-workforce/supporting-our-lgbtiqa-staff

https://www.dss.gov.au/news/first-national-survey-strengthen-sexual-violence-prevention-and-support-lgbtiqa-communities

STRATEGIC FOCUS & ACCOUNTABILITY

15. Professional Accountabilities
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LGBTQ+ EMPLOYEE NETWORK (OR ALTERNATIVE)

17. Orientation / On-boarding 

Our network (or alternative) has a process to actively introduce itself to new employees.

Please outline this process.

Why this question? When a new employee first joins the organisation, they are engaged and looking for what the organisation has
to offer.  This is a critical time to introduce your new employees to the culture and any employee groups that you have.

Involvement of the network (or alternative) in the onboarding process, whether it be by means of distributing welcome/network
cards with an invitation to connect, speaking at new employee orientation on the network (or alternative) or establishing a welcome
event periodically for interested new employees, allows people to opportunity to:

find out about the network (or alternative)
experience a sense of inclusion from the start
experience a proactive welcome and/or invitation to be a part of a network

This approach is equally valuable for allies, families, friends, and colleagues of LGBTQ+ employees.

Note: If your organisation does not have a dedicated LGBTQ+ network (or alternative), the orientation/on-boarding process should still
include representation from the function responsible for LGBTQ+ inclusion within your organisation.

1 point if the network (or alternative) is introduced by others as an overall part of the diversity component within the induction
process

2 additional points if the network (or alternative) itself is actively involved in introducing itself to new employees
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Answer

The department's Pride Committee has various avenues to actively introduce itself to new employees. 

When new employees join the department, they receive a welcome email from our capability and development area which includes a link 
to the diversity committee intranet page for further information on our diversity committees, this is accessible to all staff. 

Another way we also introduce diversity committees to new starters is via our new starter program which also includes information on the 
DSS Diversity Committees and prompts new starters to learn more and join a network of interest. This information is also linked to our 
“join the department” intranet page which is accessible to all.

Additionally, the DSS Pride Committee takes part in Orientation Day for our new cohorts from the DSS Graduate Program. A Pride 
Committee chair is invited to speak to the new graduates to inform them of Pride Committee functions and why participation in diversity 
network events is an important part of engagement with the workplace. Sign-up sheets are available for new graduates to register interest.  

Other ways the Pride Committee actively engages with new starters are through advertising expression of interest processes to join the 
committee (when there are available positions) and encouraging staff to join the events and communication channels. 

The Committee facilitates all staff events to celebrate and acknowledge Wear it Purple Day and IDAHOBIT where new staff are encouraged 
to join in. Sign-up sheets are available for any staff to register interest.  

Larger events typically include a hybrid component to include people working from home or remotely, and events are occasionally 
organised in decentralised offices to include more staff.

Lastly, the DSS Pride Committee introduce themselves to new starters with a regular online presence via intranet articles and messages 
from the Pride Champion. These include people profiles to highlight our LGBTIQA+ staff members, the importance of their work and 
aspects of their personal and professional lives they feel comfortable sharing. 

These messages and activities all encourage our staff to feel included, be inclusive and join the committee to pursue greater inclusion. 

LGBTQ+ EMPLOYEE NETWORK (OR ALTERNATIVE)

18. Ally / Champion Reference Guides

Our employees can easily locate Ally/Champion Reference Guides that detail how to be an effective ally and/or active
champion for LGBTQ+ inclusion within the workplace.

Please provide:

any Ally/Champion Guides outlining how to be an Active Ally/Champion for LGBTQ+ inclusion; and
details of how employees find out about the existence of these guides

Why this question? In the 2022 AWEI Employee Survey, only 31% of the 37,408 respondents considered themselves to be active
allies. 

When the 67% of respondents who were ‘passive supporters’ were asked what would influence them to become an active ally, 43%
responded “more information on how to be an active ally”, and 25% responded “more information on WHY active allies are so
important.”

2 points for (a) any Ally / Champion Reference Guides available

1 additional point if employees can easily find out about the existence of this guide
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Answer

Departmental staff can access Ally Reference Guides detailing how to be an effective ally for LGBTIQA+ inclusion within the workplace. 

The LGBTIQA+ intranet page, accessible by all staff, provides resources and useful tips on how to be an effective LGBTIQA+ Ally. This 
information page and associated materials provide guidance for staff and managers on the importance of Allies. There are also direct links 
to external Ally Reference Guides. 

File as evidence to this question

Only one attachment per field.

Other attached files: Q18 - Ally and Champion Reference Guides.docx

File as evidence to this question

Only one attachment per field.

BrowseBrowse

File as evidence to this question

Only one attachment per field.

BrowseBrowse

LGBTQ+ EMPLOYEE NETWORK (OR ALTERNATIVE)

19. Confidential Contacts

Our organisation clearly identifies LGBTQ+ people or allies who can be contacted for a CONFIDENTIAL and informal (non-
HR), LGBTQ+-related discussion.

Please provide a screenshot of where employees are identified as go-to people for LGBTQ+ non-HR related discussions, clearly indicating
that CONFIDENTIALITY is assured.

Note: This must not be a generic mailbox as it does not evoke the same level of confidentiality; and there may be employee concerns as to
who has visibility of this. By identifying individuals, employees know exactly to whom they are speaking.

Why this question? There are times when a person may want to have a confidential conversation with an LGBTQ+ person or
experienced ally about the possibility of coming out within their team, or to ask a question regarding the network (or alternative). 
They may want to discuss something about their work experience. The ability to call someone confidentially outside of HR allows
those conversations to take place. As this is not about formal reporting, the designated contact points here do need to understand
where the boundaries are and when they need to refer on.

3 points for clearly identified LGBTQ+ people or allies who can be contacted for a confidential and informal discussion regarding
being an LGBTQ+ employee within the organisation (non-HR related)

There are no partial points to this question.

Note: This is over and above any HR or grievance contacts and confidentiality must be assured. If the contact is not clearly
communicated as CONFIDENTIAL, or generic mailboxes are used, full points will not be awarded.

Answer

The department clearly identifies LGBTIQA+ staff on the DSS Pride Committee intranet page for people to contact for support. There are 2 
identified members who are distinctly identified as contacts for confidential and informal discussions with LGBTIQA+ staff who require 
assistance. The intranet page is accessible to all DSS employees. 
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File as evidence to this question

Only one attachment per field.

Other attached files: Q19 - Confidential Contacts.docx

File as evidence to this question

Only one attachment per field.

BrowseBrowse

LGBTQ+ EMPLOYEE NETWORK (OR ALTERNATIVE)

20. Internal LGBTQ+ Social Platform

Our organisation provides a platform for LGBTQ+ employees and their allies to engage and interact.

Please provide evidence of your dedicated internal-facing LGBTQ+ platform.

Why this question? Internal LGBTQ+ platforms, dedicated social media streams, spaces or forums provide a valuable mechanism
for the sharing LGBTQ+ relevant information. In addition, it provides a dedicated and safe place for LGBTQ+ people and allies to
interact while providing an active and engaged audience for the promotion of your LGBTQ+ inclusion work.

All of the above send visible messages of inclusion to your LGBTQ+ population and beyond. 

2 points for a dedicated internal-facing LGBTQ+ platform

There are no partial points for this question.

Note: Points will not be given for public facing platforms, as this is about internal employee reach.

Answer

The department has a dedicated internal facing LGBTIQA+ social media stream to engage employees with our LGBTIQA+ inclusion work 
and provide a safe place for LGBTIQA+ employees and allies to interact. The Pride Network maintains a MS Teams group chat which all 
network members can join. 

It is a safe space and is used for day-to-day network interactions, connecting staff within the Network. It currently has 112 members. 

File as evidence for this question

Only one attachment per field.

Other attached files: Q20 - Internal LGBTIQA+ Social Media Stream.docx

File as evidence for this question

Only one attachment per field.

BrowseBrowse

DSS - FOI 56474  - Document 1
D

ocum
ent release under the Freedom

 of Inform
ation Act 1982 (C

th) 
by the D

epartm
ent of Social Services



TRAINING, AWARENESS & PROFESSIONAL
DEVELOPMENT

21. LGBTQ+ Inclusion Training Availability

We have made LGBTQ+ Awareness/Inclusion/Ally training available to all employees.

Please provide the following:

a) evidence of the training sessions available, including the LGBTQ+ related content that covers awareness regarding the workplace and/or
professional barriers that LGBTQ+ employees face and how to create an inclusive environment

b) evidence of communications promoting the training as available to all employees

c) details of any actions taken, or plans written to increase the uptake of training for all employees (beyond the promotion of staff emails)

Note: Such training may include online training (pre-recorded modules, eLearning, etc.) or facilitated sessions (interactive with a
facilitator, including Zoom/Webex/Teams, etc.)

Why this question? LGBTQ+ inclusion is such a critical measure of an organisation’s inclusive culture; and training is one of the key
areas that can really impact, not only an understanding of why inclusion is important, but in understanding some of the challenges
faced by our diverse employees.

The difficulty with most diversity training is that it usually only gets attended by the people who are interested – and quite often, they
are not the people you are targeting. By having LGBTQ+ inclusion or ally training available and actively promoting and seeking to
increase participation in the training, we are ensuring that we obtain maximum participation outside of mandating attendance.

3 points for (a) availability of inclusion training for ALL employees that covers awareness regarding the workplace and/or
professional barriers that LGBTQ+ employees face and how to create an inclusive environment

Note: If the training was facilitated by ACON’s Pride Inclusion Programs, please confirm this. Evidence will not be required in this
instance, as the content is developed and delivered by our team. You will still need to provide evidence of the training sessions made
available.

3 points for (b) communications promoting the training to ALL employees

2 points for (c) a plan or actions taken to increase uptake of training for ALL employees

Answer

The department offers multiple LGBTIQA+ Awareness/Inclusion/Ally training to all staff. Training sessions are available through the 
department's internal Learning Management System include Pride In Diversity – Foundation of LGBTIQ inclusion training and LGBTIQ+ 
Awareness courses. There is also mandatory training on diversity and inclusion which covers LGBTIQA+ content. 

The department promotes the training sessions on the LGBTIQA+ intranet page, and internal corporate communications in line with Day of 
Significant events or when external training sessions become available. DSS also promote this training via the Pride Network teams chat to 
promote uptake of training. 

File as evidence to this question

Only one attachment per field.

Other attached files: Q21 - LGBTIQA+ Inclusion Training Availability.docx
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File as evidence to this question

Only one attachment per field.

BrowseBrowse

File as evidence to this question

Only one attachment per field.

BrowseBrowse

File as evidence to this question

Only one attachment per field.

BrowseBrowse

End of Form

You are now about to submit the form. Please confirm that all questions are properly answered.

On behalf of Pride in Diversity, we would like to thank you for your commitment to Australian LGBTQ+ inclusion, equality and equity;
and for participating in the AWEI Submissions and this important benchmarking Index.
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AWEI Evidence for Question 3 
New Parent Leave inclusive of LGBTIQA+ 
Families.  
DSS are to provide clear, unambiguous evidence for any of the below leave 

options have:  

• Surrogacy leave available

• Adoption leave available

• Foster/guardianship leave available

Please note DSS have also provided evidence of process where employees can 

apply to have a decision reviewed should they be dissatisfied with outcome to 

support this evidence.  

Evidence Part 1 

Please see below screen shots specific to pages (1, 24 – 27, 28 and 49) of 

the DSS Leave Policy to support evidence. 

Inclusivity of policy: 

Surrogacy evidence (page 28): 
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Parental leave options for adoption and foster leave evidence (pages 24-27): 
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Additional evidence to show clear escalation process if not satisfied with the 
outcome (page 49):
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AWEI Evidence for Question 4 
International Travel Advice for Employees 

DSS are to provide evidence of international travel advice available to our 

LGBTQ+ employees. This resource must be available to all employees. 

Evidence Part 1 

This is a submission of the DSS International Travel Policy Leave Policy (Q4 – 

Attachment A).  

To support LGBTIQA+ employees, page 5 of the International Travel Policy 

includes principles that explicitly supports staff to decline travel if they feel 

unsafe. 

In addition, health and safety information is available on page 6 of the DSS 

International Travel Policy to support evidence. 

The travel intranet page directs staff who are planning their trip to follow a 

check list to help ensure staff read the policy.  
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Screenshot of information located on the DSS Pride page (Frequently asked 

questions subsection). Which also has link to DFAT Smart Traveller website for 

further advice at Advice for LGBTQIA+ travellers | Smartraveller 
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AWEI Evidence for Question 5 - LGBTIQA+ 
Inclusive Domestic and Family Violence 
(DFV) Policy 
DSS are to provide evidence that: 

• The DFV Policy acknowledges and identifies unique challenges faced by LGBTQ+

people in domestic and family violence situation.

• The DFV Policy or relevant intranet pages identifies specialist LGBTQ+ avenues of

support to assist HR Managers and employees dealing with LGBTQ+ domestic and

family violence.

Evidence Part 1 

This is a submission of the DSS Domestic & Family Violence (DFV) Policy (Q5 – Attachment 

A). Please see below screen shots specific to page 4 of the DSS Domestic and Family 

Violence (DFV) Policy to support evidence. 

The link in the policy goes to the 1800Respect.gov.au website to a page that provides greater 

guidance around diversity groups who are at higher risk of domestic, family and sexual violence. Here 

are some screenshots of that page:  
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On this page, there are a list of information for specific diversity groups: 

The LGBTIQA content provides more explicit examples and points to support and resources. 
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b) Inclusive Language and LGBTQA+ Terminology - Pride in Sport 

Evidence Part 2 

This is a submission of evidence for negative language resources as follows: 

a) Glossary of Terms: LGBTQ | GLAAD 
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LGBTIQA+ resources and support page: 

Central diversity and inclusion hub: 
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Part 2  

Evidence  

a) Another HCO has completed LGBTQA+ Awareness Training. These details are placed on 

HCO intranet page. 

 

b) Our Employee Assistance Program also offers a specific LGBTQA+ number and trained 

staff who specialise for counselling for this group. This resource is located on our Employee 
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AWEI Evidence for Question 8 - Behavioural 
Examples of What Constitutes 
Bullying/Harassment  

DSS are to provide evidence of:
(a) clear behavioural examples that constitutes bullying/harassment regarding employees of

diverse sexual orientation (2 Points)

b) clear behavioural examples that constitutes bullying/harassment regarding employees of

diverse gender

Part 1 Evidence  

Submission of DSS Workplace Bullying and Harassment Policy page 2 and 3. 

Part 2 Evidence 
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Submission of DSS Sexual Harassment and Sex Based Harassment Policy - Attachment B 

(Page 5).   

The following content is available to all staff on our intranet regarding bullying and 

harassment. Scenario 1 and 2 offer explicit gender and sexual orientation behavioural 

examples. The page also offers a range of support options for staff.  
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Also see evidence below Part 2 - Q9 - DSS Gender Affirmation Guidelines – Attachment B (Page 

8) 

Part b evidence 

Explicit examples of support for team leaders or managers provided from the DSS Gender 

Affirmation Guidelines (Page 4). 
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Part c evidence 

Explicit examples from the DSS Gender Affirmation Guidelines (Page 9) outlining how staff can 

support their colleagues.    
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1 – Gender affirmation guidelines 

Contents 
Purpose of guidelines ................................................................................................................. 2 

Understanding gender affirmation ............................................................................................... 2 

Legal, privacy and confidentiality requirements ............................................................................ 2 

Education and awareness ........................................................................................................... 3 

Leave entitlements ................................................................................................................. 3 

Facilities ................................................................................................................................ 4 

Supporting your colleagues ........................................................................................................ 4 

Be a trans ally ........................................................................................................................ 4 

Use inclusive language ............................................................................................................ 5 

Where to find additional support .............................................................................................. 5 

Developing a workplace plan ...................................................................................................... 6 

Support for employees affirming their gender .............................................................................. 8 

Support for team leaders and managers ...................................................................................... 9 

Attachment A: Example of a workplace plan ............................................................................... 10 

Communications .................................................................................................................... 10 

Training options .................................................................................................................... 10 

Support systems .................................................................................................................... 11 

System changes .................................................................................................................... 11 

Attachment B: Example communication to broader department .................................................... 13 

 

DSS - FOI 56474 - Document 1h
D

ocum
ent release under the Freedom

 of Inform
ation Act 1982 (C

th) 
by the D

epartm
ent of Social Services



2 – Gender affirmation guidelines 

Purpose of guidelines 
This document may be used as a resource to inform a workplace plan that details the responsibilities 

of a person affirming their gender as well as their line manager. The guide also outlines key 

terminology and points of contact.  

Transgender people are not obliged to let their colleagues, or any other work-related party, know 

that they have or intend to affirm their gender in the workplace. It is not mandatory. 

Understanding gender affirmation 
Trans and gender diverse people identify their gender(s) as different to the one that was presumed 

for them at birth. Trans and gender diverse people may position ‘being trans’ as a history or 

experience, rather than an identity and consider their gender identity as fundamentally the same as 

the gender(s) of cisgender people. Some strongly connect with their trans experience. 

Gender affirmation refers to the process of a person who may take steps to live as their defined 

gender(s), based on what is right for them. Some steps they may take may include: 

• social steps such as publicly changing their name, pronouns and appearance 

• medical steps such as hormones or surgery 

• legal steps such as changing their legal gender marker and name in official documents. 

People in the trans and gender diverse community may describe themselves using one (or more) of a 

wide variety of terms. Always use the term preferred by the person. A helpful glossary of terms can 

be found at TransHub or LGBTIQA+ glossary of common terms from  Australian Institute of Family 

Studies. 

The decision to transition is a very personal one and every transgender person’s experience will be 

different and unique. There’s no right way to be trans or gender diverse, and it’s okay for a person to 

take the time to figure out what is best for them. Gender affirmation is an ongoing process with no 

defined end point.  

More information about gender transition is available from the Gender Centre and A Gender Agenda.  

Legal, privacy and confidentiality requirements 
Transgender and gender diverse people are protected from discrimination and harassment in the 

workplace by the Sex Discrimination Act 1984. In addition, the department has corporate policies, 

including bullying and harassment policies, which outline further expectations of staff. 

APS staff are also bound by the APS Code of Conduct, which requires that staff treat everyone with 

respect and courtesy, and without harassment when interacting with others in connection with their 

APS employment. The Code of Conduct is set out in section 13 of the Public Service Act 1999. 

The Privacy Act 1988 outlines the handling of personal information. Information regarding the gender 

affirmation of a staff member should only be disclosed to those who need to know, are involved in 
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3 – Gender affirmation guidelines 

the process, or have the consent of the person who is affirming their gender. It should also be noted 

that employees are not required to disclose medical information to the department.  

Education and awareness 
A lack of knowledge and awareness can sometimes create discomfort, tension and nervousness 

amongst employees. Clear, open and honest communication from managers, employees and the 

person affirming their gender is essential. Communication can help alleviate any potential difficulties 

or issues, but it is important to remember that all staff are expected to behave in accordance with 

the APS Code of Conduct and departmental policies. If manager requires assistance on how to 

support a transgender employee, please contact Workplace Relations at 

 

Addressing negativity  

While there are arrangements in place to assist employees and their colleagues to support a 

respectful and positive experience for someone affirming their gender, there may be people who 

struggle with the change. As per our bullying and harassment policies, the department will not 

tolerate negative behaviour, destructive gossip and deliberate or non-deliberate attempts to isolate or 

make a person uncomfortable.  

Information and training sessions 

It may be useful to host information sessions and forums to address concerns and educate 

employees. Courses are available to learn more about gender on LinkedIn Learning. Gender 

awareness training sessions can be organised by the DSS Pride Committee. The department also has 

an external workplace LGBTIQA+ inclusion partner, Pride in Diversity, who can facilitate team 

discussions. 

The most knowledgeable person about a gender affirmation is the employee undertaking it. They are 

central to the decision making and planning of their own affirmation process. It is recommended that 

if a team member is affirming their gender, they are included in local information and training 

sessions. The level of involvement will differ in each instance.  

Leave entitlements 
Transgender and gender diverse staff may use leave provisions available to them under the DSS 

Enterprise Agreement, the Leave Policy and relevant laws. Employees are entitled to use their 

personal and carer’s leave for preventative health appointments, provided they have available credits.  

Providing reasonable flexibility and the ability for the person affirming their gender to access leave in 

accordance with existing leave policies is essential. Long service leave, annual leave and other leave 

entitlements such as miscellaneous leave may be available for use with existing processes. Eligible 

employees do not need to exhaust other forms of leave before seeking miscellaneous leave for 

gender affirmation purposes. 

Refer to the Leave Policy to learn more about the range of available leave options. 
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4 – Gender affirmation guidelines 

Facilities  
The department provides segregated male and female and separate gender neutral, accessible toilet 

facilities. Staff are able to use the toilet facilities commensurate with their affirmed gender identity.  

Note, all staff should feel safe in the workplace at all times, including when using the facilities. The 

Workplace Bullying and Harassment Policy, the Corporate Plan, the APS Values, Employment 

Principles and Code of Conduct provide guidance on expected and appropriate conduct in the 

workplace. The Employee Assistance Program (EAP) is also available to provide support and 

guidance. 

The DSS Pride Committee has posters/signage that can be provided if required.  

Supporting your colleagues 
If a colleague approaches you about the intention to affirm their gender, your support may be 

requested. Below are some of the ways you can support the person affirming their gender. 

Be a trans ally 
You can show your support by being an ally of the LGBTIQA+ community. An ally is associated with 

others for a shared cause or purpose. It is important to understand that being an ally is not a one-off 

gesture or statement, it is a continual journey.  

There are many ways to show support and act: 

• Explore and develop an understanding of issues affecting different parts of the community and 

how their experiences may differ from your own, through listening to and reading about the 

experiences of people in the community. 

• Speak up when you hear inappropriate language or remarks directed at the community or 

staff member(s).  

• Call out bad behaviour. No-one should feel disrespected and sometimes it can be your voice 

that changes attitudes. 

• Encourage others to use correct pronouns. It is ok to make a mistake, correct it and move on. 

Be mindful not to make a big deal out of it.  

• Add your pronouns to your email signature or any name tags or ID you wear at work. 

• Show your support by displaying flags or Teams backgrounds or wearing pins.  

• Never assume a person’s identity based on how they appear.  

• Remember that someone who is beginning to affirm their gender may experiment with 

different ways to present as they find what works for them. Be patient, kind and respectful. 

• Offer your company. Facilities are there to be used, but sometimes uncomfortable to navigate 

alone. If you can be there as a buddy, feel free to accompany someone, with their permission. 

• Listen respectfully. Everyone is the expert on their own lives and one of the most important 

roles of an ally is to hear that experience and offer support. Talking and expressing their 

feelings, which may be all a person needs. Ensure to respect their privacy and be aware of 

your limitations. 

• Complete training on supporting LGBTQIA+ colleagues.  

• Make time to celebrate or observe days of significance. 
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5 – Gender affirmation guidelines 

IDAHOBIT (International Day Against Homophobia, Biphobia, Interphobia and Transphobia) has 

guides on developing your understanding of the issues confronting LGBTIQA+ people and taking 

meaningful actions of allyship. 

Use inclusive language 
Language is a powerful tool for building inclusion at work. Guidance on using inclusive language is 

available in the Australian Government Style Manual and the Pride in Diversity Glossary of LGBTIQA+ 

terminology.  

Generally, a person who identifies with a gender other than the one they were assigned at birth may 

be referred to as a transgender person. Once a transgender person chooses to publicly express their 

gender it is important that they are referred to using their affirmed name and pronouns such as he, 

she, they. If you are unsure about which terms to use you can ask the person what pronouns they 

use or ask your manager for advice. 

If someone is attempting to contact a colleague who is affirming their gender and using their former 

name, it is important to note that you may not share personal information without consent. If you do, 

it is considered unacceptable behaviour and a form of bullying and harassment. The best course of 

action would be to check with the person who is affirming their gender and ask how they would 

prefer this type of situation to be managed. A general response could be, ‘Let me put you through to 

(affirmed name) - (affirmed pronoun) will be able to help you with that.’  

Where to find additional support 
Staff contact officers, including DSS Pride Committee members and health and safety representatives 

(HSRs), can provide advice and support regarding gender affirmation.  

Employees and their immediate families or household members may access to support through the 

Employee Assistance Program on  for confidential professional guidance and 

counselling support services. Specialised support for LGBTIQA+ is available on request.  

Anonymous and free LGBTIQA+ peer support can be accessed by calling QLife on 1800 184 527. 

Support is also available through Lifeline on 13 11 14.  

Gender affirmation can take a lot of courage and be a lonely and isolating experience for some 

people. There are a range of wellbeing and mental health resources available on STAFFnet. This 

includes: 

• guidance around psychosocial safety and hazards that can cause psychological harm or stress 

to employees 

• conversation guides to having discussions about mental health and wellbeing 

• suicide prevention guidance is also provided to help aid discussions and seek appropriate help.  

If you're not sure what to do with the information your colleague tells you, you can contact the 

department’s confidential mental health information line by calling or texting .  
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6 – Gender affirmation guidelines 

Developing a workplace plan 
An important step during the gender affirmation process in the workplace is the development of a 

workplace plan, should the person affirming their gender choose to make one. The workplace plan 

helps outline expectations, timeframes and key milestones. It may include information such as, but 

not limited to: 

• creation of a support team (if/as required) 

• proposed timeframe in which the person will present in the workplace as their affirmed 

gender, in order to inform the timing of communications, training and leave. 

• proposed leave plans (if/as required) 

• how the change will be communicated to relevant employees 

• recommended training and who this will be delivered to 

• details of an event for the person to meet the team in their affirmed gender 

• expectations and proposed timeframes for IT system changes (such as gender/name). 

This does not need to be developed by any one person. The process may involve consultation from 

various areas, support services, and the person’s counsellor or manager.  

An example of a workplace plan is at Attachment A.  

Communicating changes 

Respectful communications that are created with involvement from all parties is essential. It is 

natural for colleagues to be curious, and the person’s privacy will need to be balanced with the need 

for colleagues to understand the change and any expectations of their behaviour. 

Ideally, communication should start as social gender affirmation commences. Planning can assist in 

reducing the likelihood of misunderstandings and rumours. When communicating with colleagues 

about these matters it is important to first ensure that the person affirming their gender is 

comfortable with the proposed timing and language used. An example communication via email can 

be found at Attachment B.  

Think about how and when communications about a gender affirmation should be provided to key 

stakeholders. This may include colleagues, clients and managers. Who will be part of these 

conversations? Consider all the people that have an ongoing relationship with the person affirming 

their gender, as well as factors such as email contact information or access to third party premises.  

Education and training 

It is possible that colleagues and other stakeholders may have little to no awareness of trans and 

gender diverse matters. Everyone needs to be aware of the role they need to play to create an 

inclusive workplace. It is important that education is provided.  

Hosting information and awareness sessions for team members and other stakeholders should be 

considered when developing the workplace plan.  
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8 – Gender affirmation guidelines 

Name details may also need to be updated in leave spreadsheets, on call registers and team contact 
lists. 

If bank account details change, this must also be updated in Essentials. 

Name badge, desk plates and business cards  

Branch Executive Assistant or team can order new desk plates, badges or business cards with SES Band 
1 approval. 

Support to make the changes 

The Pay and Conditions team ( can help to update the staff member’s 

official record to reflect a change of legal name.  

Alternatively, if the situation requires more anonymity, the staff member or their supervisor may 

email and the team will arrange the changes on behalf of the staff 

member.  

Support for employees affirming their gender 
Every gender affirmation journey is different. Expectations and responsibilities of staff will be unique 

and dependent on honest and open communication. Affirming one’s gender in the department should 

not be attached to a fear of consequences. 

A staff member seeking to affirm their gender has a responsibility to work with their line manager, 

People Services Branch, and/or representatives to outline their expectations to ensure a positive 

experience.  

Initial discussions 

The department is committed to creating a workplace that is safe and supportive.  

It is important that you feel safe speaking with your line manager in relation to any plans to affirm 

your gender. In circumstances where speaking directly to your manager is not possible, you can 

contact any of the following people to help facilitate discussions or establish a workplace plan to help 

meet your needs: 

• health and safety representatives (HSRs) 

• People Services Branch staff 

• DSS Pride Committee members. 

Establishing a support team 

An important first step will be to establish a support team. This team might include: 

• your direct supervisor 

• health and safety representatives (HSRs) 

• a member of the DSS Pride Committee 

• a union delegate 

• a support person 

• trusted colleague. 
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9 – Gender affirmation guidelines 

These people tend to be located within the workplace and may be in addition to your medical or 

psychological support team.  

Learn more about the role of a support person. 

For more help and support see additional support.  

Appearance and dress  

The department does not have a Dress Code Policy, however employees should dress in a way 

appropriate to their duties and meet the expectations of a professional work environment. Employees 

can dress in a fashion that reflects how they identify and are comfortable presenting.  

Support for team leaders and managers 
When a person approaches you about the intention to affirm their gender, your support as a leader 

and manager is critical.  

Below are some of the key areas your assistance is required in this process. 

Involvement in the development of a workplace plan 

It is imperative that managers treat any employee who is affirming their gender with respect. 

Managers are encouraged to ask questions sensitively, listen and understand specific needs and 

concerns. All employees deserve to be treated with respect and sensitivity when related to their 

personal lives. Support is essential and expected, and discriminatory attitudes will not be tolerated. 

When you become aware of a person who has the intention to affirm their gender, you can 

encourage the creation of a workplace plan. It is important to discuss the aims and expectations of 

the plan which includes your role in helping to manage the workplace change. Make sure to consider 

stakeholders, colleagues, policies and procedures which may be affected.  

For guidance contact a DSS Pride Committee member or a health and safety representative. 

Additionally, the department’s external employer support partner Pride in Diversity is available for 

support.  

Addressing concerns of colleagues 

A lack of knowledge and awareness can lead to misunderstandings, concerns and tension in the 

workplace. Be aware of any tensions arising and check in to find out the experience of the person 

affirming their gender. Addressing expectations, goals and related matters are critical for everyone 

involved, in order to achieve a positive outcome. Encourage communication and be available to 

answer questions and be aware of differentiating between personal beliefs and appropriate 

behaviour.  

Employee Assistance Program (EAP) providers are also available to provide support and guidance in 

workplace related matters. 
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13 – Gender affirmation guidelines 

Attachment B: Example communication to broader 
department 
Good morning/afternoon 

I would like to provide you with some important information about your colleague who you have 

known as ##former name##. 

From ##Date##, in ##enter pronoun## affirmed gender, we will be welcoming ##name## back 

into our team.  

It is important all of us use ##enter pronoun## name, ##name## and ##enter pronoun## 

relevant pronouns (##enter pronouns: such as she/her, he/him, they/them, or a combination##) 

moving forward. This may take a little practice but ##name## has the full support of the 

department and I trust that you will all show ##pronoun## the same level of respect as any other 

colleague. I also stress that the department provides a safe and inclusive work environment for 

everyone. 

We have arranged an information session for ##name##’s immediate colleagues and the wider team 

on ##Date## (which you can sign up for here).  

We are a trans inclusive workplace. The EAP program, the DSS Pride Committee at 

 and  are available for anyone who might 

need to discuss this further. 

Resources 
LGBTIQA+ - STAFFnet (sharepoint.com) 

Inclusive language | Style Manual 

Glossary – LGBTQ Terminology | Pride Inclusion Programs 

Employee Assistance Program (EAP) - STAFFnet (sharepoint.com) 
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AWEI Evidence for Question 11 – 
Non-Binary Gender Options for Employees 

Where an organisation collects gender information from employees, non-binary options should 

be included for trans and gender diverse employees. DSS need to provide evidence of:  

a) the inclusion of options other than male/female on forms  (2 Points)

b) Where gender information collected is inclusive of non-binary people (2 Points)

Part 1 Evidence 

Submission of screen shot of form to update diversity information into our Human Resources 

Information System (HRIS System SAP). As you can see there is a non-binary option and DSS 

encourages staff to update these details through regular communication that points to intranet 

content with instructions.  
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Evidence Part 2 

In the APS Census Survey, DSS collect information on gender and diversity. This helps us 

understand our workforce and can highlight specific issues or concerns raised with these co-

cohorts. It also allows our plans and strategies to be developed to specifically target the needs 

of our LGBTIQA+ and other diverse communities within DSS to improve our inclusiveness and 

diversity.  
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Evidence Part 3 

The DSS Annual Report 2024-25 on pages 255-258 use the collected SAP data to provide de-

identified data regarding the various breakdowns of our diversity details for our workforce.  
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Copyright notice 

 

This document, the Diversity and Inclusion Action Plan, is licensed under the 
Creative Commons Attribution 4.0 International Licence 

Licence URL: https://creativecommons.org/licenses/by/4.0/legalcode 

Please attribute: © Commonwealth of Australia (Department of Social Services) 2023 

Notice:  

1. If you create a derivative of this document, the Department of Social Services 
requests the following notice be placed on your derivative: Based on 
Commonwealth of Australia (Department of Social Services) data. 

2. Inquiries regarding this licence or any other use of this document are welcome. 
Please contact: Branch Manager, Communication Services Branch, Department 
of Social Services. Phone:  Email:  

Notice identifying other material or rights in this publication: 

1. Australian Commonwealth Coat of Arms — not Licensed under Creative 
Commons, see https://www.itsanhonour.gov.au/coat-arms/index.cfm 

2. Certain images and photographs (as marked) — not licensed under Creative 
Commons 
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Acknowledgement of Country 
The Department of Social Services acknowledges the traditional custodians and 
owners of the land on which we meet and work throughout Australia. We extend our 
acknowledgment to their Elders past, present and emerging and we pay our respects 
to their continuing connection to culture, land, waters and community. 

Welcome to Country or Acknowledgement of Country | Indigenous.gov.au 

Introduction 
The Department of Social Services’ Diversity and Inclusion Action Plan (the action 
plan) is our roadmap to ensure our workforce reflects the Australian society we 
serve, while ensuring our workplace welcomes, includes and treats all employees in 
an equitable and inclusive way. The department will continue to foster an inclusive 
environment as a method of attracting, recruiting, supporting, developing and 
retaining people from the Australian community. A diverse and inclusive workforce 
culture contributes to enabling the department to effectively deliver Government 
priorities.  

The action plan sets out organisational objectives and measurable actions, and 
provides opportunities for our workforce to build knowledge of diversity and 
inclusion, and grow capabilities in applying best practice in day to day activities. This 
action plan builds on work undertaken to progress our diversity and inclusion efforts, 
both within the department and the broader Australian Public Service (APS). The 
action plan was developed in consultation with departmental diversity networks and 
committees, senior leaders, and external advisory bodies.  

Definitions  
Diversity 

Diversity is the unique differences in our individual lived experiences, backgrounds, 
and capabilities and can include disability, age, mental health condition, neurological 
differences, ethnicity, place of origin, culture, language, social class, religion, sexual 
orientation, intersex status, gender identity, caring responsibilities, education, and 
work experience.  

Inclusion  

Inclusion is valuing, respecting and celebrating each employee’s unique, 
background, lived experiences, capabilities and perspectives. Inclusion ensures that 
each employee’s individuality and diversity is welcomed, valued, respected, 
celebrated, and safe to be expressed. An inclusive culture ensures the workplace is 
equitable, respectful, and supportive. It enables everyone to participate effectively in 
the work environment, feel included and that they belong, with equitable opportunity 
to access resources and support.  
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Our priority goals 
The action plan outlines 3 inter-dependent priority goals whose success relies on a 
coordinated and holistic approach across the department.  

The department will actively encourage cultivating an inclusive culture through:  

1. Improving knowledge and embedding inclusive practices at work. 
2. Building a diverse workforce though recruitment and retention strategies.  
3. Strengthening leadership and accountability through commitment by our senior 

executive and management cohort.  
The department acknowledges that to realise a holistic approach, the department 
must recognise that different aspects of a person’s identity can expose them to 
overlapping forms of discrimination and marginalisation and provide supports to 
address this intersectional impact. 

The action plan provides diversity committees overarching strategic guidance to 
inform key committee objectives. To ensure the success of the priority focus areas 
and individual actions, the department’s diversity committees will develop key action 
plans to drive initiatives and manage strategic objectives. The committees will work 
closely and collaborate with People Services Branch, SES Advisors, Diversity 
Champions, and each other to ensure a unified intersectional approach.  

 

These goals align with the broader themes as identified in the APS Disability 
Employment Strategy 2020–25, the APS Gender Equality Strategy 2021–26, and the 
Commonwealth Aboriginal and Torres Strait Islander Workforce Strategy 2020–24. 

These 3 priorities will be embedded into the work undertaken by our senior leaders, 
our managers, and all staff. The success is dependent on acknowledging that 
creating an inclusive environment is the responsibility of everyone and affected by 
not just workplace policy but also by our individual day-to-day actions.  

Cultivate an 
inclusive culture

Build cultural 
capability and 
knowledge to 
improve and 

embed inclusive 
practices and 
develop an 
inclusive 

workplace

Build a diverse 
workforce

Increase 
attraction, 

retention, and 
career 

development  
strategies to 

grow our diverse 
workforce 

Strengthen 
leadership and 
accountability

Strengthen 
diversity and 

inclusion 
leadership 

practices and 
behaviours 

across SES, 
managers and 

supervisors
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Pride Action Plan 2022-2025 
DSS Pride Committee 
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Secretary’s Foreword 

My aim is for the Department of Social Services (the Department) to be an inclusive, 
safe and respectful workplace that celebrates the diversity and strength of its 
workforce. The APS values call upon us to continually work toward these goals.  

Based on responses to the 2021 APS Employee Census, the proportion of 
employees who openly identify as LGBTIQA+ has increased in recent years. The 
Census also found that, although the majority of LGBTIQA+ employees felt 
respected and supported by their agency, a larger proportion perceived 
discrimination, harassment or bullying in the workplace than those who do not 
identify as LGBTIQA+. This is a reminder for all of us at the Department that our 
commitment to diversity and inclusion is an ongoing and important endeavour.  

The Pride Action Plan for 2022-2025 (the Action Plan) represents the hard work of 
the DSS Pride Committee and the Department in paving the way to achieving our 
commitment to an inclusive workforce. Actions 14 through 18 of the Action Plan 
remind us that being a visible ally, and providing physical, mental and structural 
support are powerful ways in which we can foster a safe workplace culture. Simple 
actions can go a long way to signalling to those around you that DSS is a place that 
celebrates and values all people.  

Most importantly, as allies and as members of the community, it is the responsibility 
of all staff to call out discrimination, prejudice and anti-LGBTIQA+ sentiment 
wherever it appears.   

I am proud to endorse this Pride Action Plan and invite you all to commit to strong 
practical ways to realise a safe, inclusive Department for all. 

  

 
Secretary, Department of Social Services 
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DSS Pride Champions 

As Pride Champions for the Department of Social Services (the department), we are 
proud to present the DSS Pride Committee’s Action Plan for 2022-2025. 

We know from research and personal experience how important it is for people to be 
able to bring their whole selves to work. By promoting an inclusive workplace that 
celebrates diversity, staff can feel encouraged to participate in and contribute to the 
work and life of the department. Our workforce is strengthened by inclusion, whether 
one is a member of the LGBTIQA+ community, comes from a culturally and 
linguistically diverse background, is Aboriginal and/or Torres Strait Islander, lives 
with a disability or has caring responsibilities. The work we do for the Australian 
public is more robust when everyone can be their best selves and where their 
personal experiences and insights are valued and harnessed. 

Sadly, LGBTIQA+ people continue to experience higher levels of stigma and 
discrimination than the general population, and are more likely to develop mental 
ill-health and self-harming behaviours as a result. One of the great privileges of 
working in an organisation like the Department of Social Services is that each of us 
can play a role in making work a safe place for people whose experiences outside 
the workplace may not be safe or welcoming.  

The DSS Pride Committee’s Action Plan for 2022-2025 demonstrates some of the 
tangible efforts we as an organisation are committed to undertaking to foster a safe 
and inclusive space in the department for LGBTIQA+ colleagues and visitors. We 
look forward to supporting the Committee in this valuable work.  

 

 

  
DSS Pride Champions 
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AWEI Evidence for Question 15 – 
HR/Diversity Professional Accountabilities 

There are many instances when a focus on LGBTQ+ inclusion shifts with a change of 

staff.  Formally building KPI’s into roles that contribute to LGBTQ+ inclusion ensures a 

commitment to making the work accountable and in focus. 

DSS need to provide evidence of documented accountabilities (either in a job description, an 

objectives statement, or plan of work) for the following roles 

• HR/Diversity professional (2 points)

• Executive Sponsor (2 points)

• Network Leader (2 Points)

• Internally communicated LGBTQ+ Advisory service (2 points

Evidence - Part 2 – Executive Sponsor 

Screen shots of role of the intranet content identifying the Pride Committee Champions 

(Executive Sponsors) and includes a statement of accountabilities.    
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List of our champions

And following on the same intranet page is the statement about the champion role: 

Excerpt from the Pride Committee Governance Document (page 7) further clarifying the roles of 

the Champion: 
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Excerpt from Diversity and Inclusion Action Plan Role Accountabilities, page 3: 
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AWEI Evidence for Question 15 – 
HR/Diversity Professional Accountabilities 

There are many instances when a focus on LGBTQ+ inclusion shifts with a change of 

staff.  Formally building KPI’s into roles that contribute to LGBTQ+ inclusion ensures a 

commitment to making the work accountable and in focus. 

DSS need to provide evidence of documented accountabilities (either in a job description, an 

objectives statement, or plan of work) for the following roles 

• HR/Diversity professional (2 points)

• Executive Sponsor (2 points)

• Network Leader (2 Points)

• Internally communicated LGBTQ+ Advisory service (2 points

Evidence Part 4 – internally communicated LGBTIQA+ Advisory Service 

internally communicated LGBTIQA+ Advisory service (formal or informal) with a mandate to 

support the organisation. See page 3 and 4 of the Diversity and Inclusion Action Plan:  
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Extract from page 1 of the Pride Committee Governance Document outlining the objectives of 

the committee: 
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AWEI Evidence for Question 15 – 
HR/Diversity Professional Accountabilities 

There are many instances when a focus on LGBTQ+ inclusion shifts with a change of 

staff.  Formally building KPI’s into roles that contribute to LGBTQ+ inclusion ensures a 

commitment to making the work accountable and in focus. 

DSS need to provide evidence of documented accountabilities (either in a job description, an 

objectives statement, or plan of work) for the following roles 

• HR/Diversity professional (2 points)

• Executive Sponsor (2 points)

• Network Leader (2 Points)

• Internally communicated LGBTQ+ Advisory service (2 points

Evidence Part 3 – Network leaders 

Excerpt from the Pride Committee Governance Document (page 7) further clarifying the roles of 

the Network leader:  
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AWEI Evidence for Question 15 – 
HR/Diversity Professional Accountabilities 

There are many instances when a focus on LGBTQ+ inclusion shifts with a change of 

staff.  Formally building KPI’s into roles that contribute to LGBTQ+ inclusion ensures a 

commitment to making the work accountable and in focus. 

DSS need to provide evidence of documented accountabilities (either in a job description, an 

objectives statement, or plan of work) for the following roles 

• HR/Diversity professional (2 points)

• Executive Sponsor (2 points)

• Network Leader (2 Points)

• Internally communicated LGBTQ+ Advisory service (2 points

Evidence – Part 1 – HR/Diversity Professional 

Performance development agreement screen shot from the Director, People Safety and 

Inclusion, People Services Branch (HR Professional and Executive) who is responsible for 

inclusion outlining their responsibility and accountability: 

The performance agreement also includes a commitment to ensure training is up 

to date.  
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Secretary’s Foreword 

My aim is for the Department of Social Services (the Department) to be an inclusive, 
safe and respectful workplace that celebrates the diversity and strength of its 
workforce. The APS values call upon us to continually work toward these goals.  

Based on responses to the 2021 APS Employee Census, the proportion of 
employees who openly identify as LGBTIQA+ has increased in recent years. The 
Census also found that, although the majority of LGBTIQA+ employees felt 
respected and supported by their agency, a larger proportion perceived 
discrimination, harassment or bullying in the workplace than those who do not 
identify as LGBTIQA+. This is a reminder for all of us at the Department that our 
commitment to diversity and inclusion is an ongoing and important endeavour.  

The Pride Action Plan for 2022-2025 (the Action Plan) represents the hard work of 
the DSS Pride Committee and the Department in paving the way to achieving our 
commitment to an inclusive workforce. Actions 14 through 18 of the Action Plan 
remind us that being a visible ally, and providing physical, mental and structural 
support are powerful ways in which we can foster a safe workplace culture. Simple 
actions can go a long way to signalling to those around you that DSS is a place that 
celebrates and values all people.  

Most importantly, as allies and as members of the community, it is the responsibility 
of all staff to call out discrimination, prejudice and anti-LGBTIQA+ sentiment 
wherever it appears.   

I am proud to endorse this Pride Action Plan and invite you all to commit to strong 
practical ways to realise a safe, inclusive Department for all. 

  

 
Secretary, Department of Social Services 
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DSS Pride Champions 

As Pride Champions for the Department of Social Services (the department), we are 
proud to present the DSS Pride Committee’s Action Plan for 2022-2025. 

We know from research and personal experience how important it is for people to be 
able to bring their whole selves to work. By promoting an inclusive workplace that 
celebrates diversity, staff can feel encouraged to participate in and contribute to the 
work and life of the department. Our workforce is strengthened by inclusion, whether 
one is a member of the LGBTIQA+ community, comes from a culturally and 
linguistically diverse background, is Aboriginal and/or Torres Strait Islander, lives 
with a disability or has caring responsibilities. The work we do for the Australian 
public is more robust when everyone can be their best selves and where their 
personal experiences and insights are valued and harnessed. 

Sadly, LGBTIQA+ people continue to experience higher levels of stigma and 
discrimination than the general population, and are more likely to develop mental 
ill-health and self-harming behaviours as a result. One of the great privileges of 
working in an organisation like the Department of Social Services is that each of us 
can play a role in making work a safe place for people whose experiences outside 
the workplace may not be safe or welcoming.  

The DSS Pride Committee’s Action Plan for 2022-2025 demonstrates some of the 
tangible efforts we as an organisation are committed to undertaking to foster a safe 
and inclusive space in the department for LGBTIQA+ colleagues and visitors. We 
look forward to supporting the Committee in this valuable work.  

 

 

  
DSS Pride Champions 
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Abstract 
Governance is the system by which an organisation operates, including inbuilt 
accountability and ethics, risk management, compliance and administration guides. 
Even for an organisation with minimal legal and compliance risks, it is vital, because 
good governance facilitates transparency and accountability to members and 
stakeholders; efficiency in internal operations; solidified organisational culture; and 
mechanisms for change and future development. 

Updated: February 2024 
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Terms of Reference 

Name 
1. Department of Social Services Pride Committee, known as DSS Pride or ‘the 

Committee.’ 

Interpretation and Amendments to the Terms of Reference 
2. This document constitutes the Terms of Reference and Operating Procedures 

for the Committee. 
3. The Terms of Reference will take effect through: 

a. Agreement of the Committee; 
b. Endorsement from the Pride Champion; 
c. Approval from the People & Culture Committee. 

4. The Terms of Reference must be available to view on the DSS Pride 
STAFFnet Page. 

Mission Statements & Objectives 

Mission Statement 
5. Our mission is for all Department of Social Services (the department) 

employees to be valued for their differences, for all policy and programs 
created by the department to be inclusive of Lesbian, Gay, Bisexual, 
Transgender, Intersex, Queer and Asexual (LGBTIQA+) people in Australia, 
and for the department to lead the APS in LGBTIQA+ social policy. 

6. While departmental documentation may refer specifically to “LGBTIQA+” staff, 
the Committee notes all people of diverse genders and sexualities who are not 
specifically identified in the LGBTIQA+ acronym. 

Objectives 
7. The Committee was established to provide strategic advice on workplace and 

workforce issues affecting staff at the department who identify as LGBTIQA+. 
The role of the Committee is to represent the interests, perspectives and 
concerns of LGBTIQA+ staff in the department through: 

a. Committing to, supporting and leading education and advocacy for 
change and prevention of discrimination in the workplace; 

b. Identifying issues that impact on LGBTIQA+ staff; 
c. Providing quality and timely advice on issues that impact LGBTIQA+ 

staff; 
d. Effectively advocating and engaging with senior management and the 

Executive (when appropriate); 
e. Supporting the department, the DSS Pride Champion and the Pride 

SES Advisers to raise the profile of LGBTIQA+ issues within the 
department; 

DSS - FOI 56474 - Document 1q
D

ocum
ent release under the Freedom

 of Inform
ation Act 1982 (C

th) 
by the D

epartm
ent of Social Services



 

2 
 

f. Reducing the stigma and addressing the myths and stereotypes relating 
to LGBTIQA+ staff;  

g. Collaborating with other diversity committees and People Services 
Branch to ensure the department becomes and remains an inclusive 
and safe workplace for all;  

h. Providing referrals to external experts to assist with policy advice, 
particularly for policies affecting clients of the department, 
as appropriate; and 

i. Supporting staff in the workplace appropriately, where possible, relating 
to LGBTIQA+ issues. 

Darlington Statement 
8. The Committee affirms the 2017 Darlington Statement (the Darlington 

Statement), which acknowledges the unique challenges of people who are 
intersex. The Committee supports the intersex human rights movement and 
will ensure that any Committee advice on matters concerning the intersex 
community accurately reflects the Darlington Statement and other positions 
advanced by organisations led by intersex people. Where a position 
on a matter is not clear from the Darlington Statement or other such 
documents, the Committee commits to consulting with intersex community 
groups (on the principle of “nothing about us, without us”).  

Association with the Department of Social Services 
9. The Department is committed to creating a diverse and socially inclusive work 

environment that reflects the broader Australian community, and highlights the 
LGBTIQA+ or ‘Rainbow’ community as being a key area of focus. 

10. The Committee supports the implementation of the Department’s diversity and 
inclusion agenda. 

11. The Department will support the Committee by: 
a. Allowing members reasonable time away from their normal duties to 

prepare for and participate in meetings; 
b. Reflecting Committee-related work in members’ individual performance 

management agreements;    
c. Providing authority to the Committee to deliver on their action plans;  
d. Promoting the staff Network via intranet and email communications; 
e. Allowing reasonable time for consultation where advice has been 

sought; 
f. Providing resources for meetings and Committee business;  
g. Funding official travel, including travel allowance, to attend Committee 

face-to-face meetings; 
h. Supporting the Committee to be involved in and to host events that 

promote LGBTIQA+ inclusion; 
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i. Providing adequate support for the Committee (including resourcing 
and financial arrangements) to deliver their action plans and hold 
events such as Wear it Purple Day and other events annually; 

j. Creating an environment of diversity and inclusion best practice through 
providing ongoing and accessible opportunities for staff to undertake 
cultural capability training focussed on the LGBTIQA+ community; and 

k. Enabling other departmental areas to be responsive to Pride Committee 
requests and input. 
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Committee 

Functions and powers of the Committee 
13. The Committee reports to People & Culture Committee in an advisory 

capacity. 
14. The Committee does not have specific powers within the department outside 

of providing advice where appropriate or liaising with experts such as Pride in 
Diversity. 

Membership, eligibility and duties of the Committee 
15. Committee membership will comprise of no more than twenty formal 

members.  
16. If there are limited spots available, State and Territory recruits will take 

preference over National Office staff where there is not already a 
representative in that State/Territory. 

17. People who identify as LGBTIQA+ will be encouraged to join but it is not a 
prerequisite of membership. Allies are valued equally to members of the 
LGBTIQA+ community. 

18. General duties of all Committee members are as follows: 
a. All Committee members must either attend, or send written apologies 

for all official meetings; 
b. Committee members agree to commit up to 10 hours per month to 

Committee work, where endorsed by the members’ supervisors; 
c. Committee members must volunteer to work on a project or priority 

area of the Committee. 

Terms of office 
19. Committee members’ terms of office are at the discretion of the Co-Chairs and 

agreement of the Committee member. 

Appointment of the Committee 
20. The Co-Chairs are responsible for appointing Committee members, in 

consultation with the DSS Pride Champion or SES Advisors.  
21. Vacant positions must be advertised through an expression of interest (EOI) 

process to all departmental staff at least once a year.  
22. Departmental staff may express interest in joining the Committee outside of a 

formal EOI process. 

Committee Positions 

Composition of the Committee 
23. The Committee will comprise of: 

a. Co-Chairs x2; 
b. Policy & Programs Portfolio Lead x1; 
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c. Communications & Events Portfolio Lead x1; and 
d. General Committee Members numbering up to sixteen (x16). 

24. Ex Officio Members of the Committee will include: 
a. Pride Champion x1 
b. Pride SES Advisors x2 
c. Diversity & Inclusion Representative x1 

Co-Chairs 

Roles and Responsibilities 
25. The Committee will include two Co-Chairs. Where possible, the Co-chairs 

should be of differing gender identities. 
26. The duties of the Co-Chairs are as follows; 

a. Managing the conduct of meetings; 
b. Maintaining the Committee’s Decision Register. 
c. Ensuring that all Committee members are given the opportunity to 

contribute to, and comment on, significant issues; 
d. Ensuring the Committee is working within the Terms of Reference and 

Governance Procedures;  
e. Leading an annual review of the Governance Procedures; 
f. Maintaining the DSS Pride page on STAFFnet; 
g. Acting as spokespersons for the Committee both internally and 

to external stakeholders; 
h. Representing the DSS Pride Committee on the Workplace Consultative 

Forum; and  
i. Co-Chairs will provide updates and identify issues to the Branch 

Manager of People Services Branch as required. 

Appointment, Removal and Term of Office 
27. The Pride Champion is responsible for conducting the nomination process 

as follows: 
a. Nominations for vacant Co-Chair positions will be sought from within the 

Committee; 
b. Nominations must be endorsed by the Pride Champion; 
c. Where the number of nominations exceed the number of vacant 

positions, the Pride Champion may conduct an election process. 
i. The election may take place at a Committee Meeting with 

quorum; 
ii. Nominees may choose to speak for no longer than two minutes 

to support their nomination at the meeting; 
iii. The Pride Champion may choose to conduct the vote by 

preferential ballot or upfront by raising of hands at the meeting; 
iv. Nominees are permitted to vote and submit preferences. 
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28. The Co-Chairs will be appointed by the DSS Pride Champion for a period 
of two years, unless the position is resigned or the Co-Chair is otherwise 
removed from the Committee. 

29. Co-Chairs may be re-appointed at the end of their two-year term with the 
endorsement of the Pride Champion. 

30. Where a Co-Chair is on leave for a period of more than three weeks, the DSS 
Pride Champion may appoint another Committee member to act as Co-Chair 
for the duration of the leave.  

a. Committee members leading on projects or priorities within the 
Committee should be considered preferentially for the position of Acting 
Co-Chair; 

b. If those Committee members refuse the role, the Acting Co-Chair may 
be appointed from amongst the general Committee members. 

Pride Champion 
31. The DSS Pride Champion will be an SES level staff member appointed by the 

Secretary.  
32. The DSS Pride Champion should have a sound knowledge and understanding 

of the workplace and workforce issues that impact upon LGBTIQA+ staff.  
33. The DSS Pride Champion will: 

a. Attend meetings of the Committee to provide strategic advice 
to Committee members.  

b. Receive and action feedback from the Pride Committee on identified 
workplace and workforce issues as well as updates on the ongoing 
work of the Committee.  

c. Lead and support other SES to implement the Department’s inclusive 
workplace policies and other initiatives driven by the Committee. 

d. Contribute to internal Committee affairs as outlined in these Terms 
of Reference. 

Pride SES Advisors 
34. The two DSS Pride SES Advisors will be SES level staff appointed by the 

Secretary.  
35. The DSS Pride SES Advisors should have, or be willing to develop, a sound 

knowledge and understanding of the workplace and workforce issues that 
impact upon LGBTIQA+ staff.  

36. The DSS Pride SES Advisors will: 
a. Attend meetings of the Committee to provide strategic advice 

to Committee members. 
b. Seek out opportunities for the Committee to influence workplace culture 

with regard to LGBTIQA+ cultural awareness and sensitivity, including 
through raising the visibility of LGBTIQA+ people and related issues 
in the department. 
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c. Challenge unacceptable behaviours, and escalate issues where 
appropriate to the Champion and appropriate SES. 

d. Perform any duties devolved from the Pride Champion as determined 
by through discussion with the Champion, Co-Chairs and other SES 
Advisor, such as endorsement of new Committee members. 

Committee Portfolios 

Portfolio Structure 
37. The Committee contains two portfolios with tasks as outlined below: 

a. Policy and Strategy 
i. Writing the Australian Workplace Equality Index Submission; 
ii. Annual refresh of the policy paper; 
iii. Reviewing the DSS Pride Action Plan. 

b. Events and Communications 
i. Handling logistics for annual events held in conjunction with the 

Department; 
ii. Creating material for events organised by the Committee; 
iii. Creating and distributing the quarterly DSS Pride Newsletter; 
iv. Responding to additional requests around STAFFnet Articles and 

the STAFFnet Page to support the Committee’s Action Plan; 
v. Arranging education and training options for the department, 

including training such as ‘Ally Training’ for Senior Executive 
Staff, at the direction of the Committee. 

38. General Committee Members will be allocated to portfolios by nomination 
by the member themselves. 

a. All Committee Members must belong to at least one portfolio. 
b. Committee Members may belong to both portfolios, at the discretion 

of the individual and Co-Chairs. 

Project Leads 
39. Project and priority leads will be selected by nomination. An election will be 

conducted where more than one Committee member nominates for a single 
position. 

a. The Co-Chairs are responsible for conducting the election process, 
which may be either by raising of hands during a meeting, 
or by anonymous preferential ballot. 

40. Project and priority leads will be responsible for: 
a. Actions agreed to by the Committee through the Action Plan and 

through regular Committee meetings;  
b. Managing and completing the work assigned to the portfolio by the 

Action Plan and Committee; 
c. Engaging with relevant stakeholders internally and externally to meet 

deliverables; and  
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d. Acting as leads for bodies of work undertaken by the Committee. 
41. Project and priority leads will remain in their positions for a default of twelve 

months, but this may be extended at the discretionary agreement between the 
project and priority leads and Co-Chairs. 

Leaves of Absence, Removal and Resignation 
Leave of Absence 

42. Committee Members may be granted a temporary leave of absence from the 
Committee for a period up to three months, subject to the following: 

a. A request for a leave of absence must be made in writing to the 
Co-Chairs; 

b. The Co-Chairs must approve the leave of absence, and may consult 
the rest of the Committee and the Pride Champion; 

43. A Leave of Absence does not render a position on the Committee vacant 
unless the leave of absence period exceeds three months. 

44. If the member requesting the leave of absence holds the position of Co-Chair, 
or is a project or priority lead, then an existing Committee member may 
temporarily fill the position by appointment by the Pride Champion. 

Resignation 
45. Committee members may resign in writing to the Co-Chairs at any time or for 

any reason, including: 
a. Personal; 
b. Change in work-related capacity; 
c. Planned resignation from the Department. 

46. The Co-Chairs must notify the DSS Pride Champion, SES Advisors and the 
rest of the Committee of the resignation. 

47. Resignation is effective from the date stated on the written resignation: 
a. If no date is specified, Co-Chairs may interpret the resignation as being 

the date in which the resignation was received from the Committee 
Member 

b. The Co-Chairs may reach out to the Committee Member to confirm 
an effective date. 

Removal of Committee Members 
48. Committee Members may be removed from the Committee in the following 

scenarios: 
a. If they fail to attend two or more formal Committee meetings in a row, 

without apologies; 
b. If they fail to uphold the values outlined in the Terms of Reference; 
c. If they resign from the department; or 
d. Otherwise fail to perform their duties as outlined in item 18. 
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49. Actual removal is at the discretion of the Co-Chairs. The Co-Chairs may 
decide to approach the Committee Member for discussion prior to removal. 

Committee meetings 

Meetings and Quorum 
50. Meetings will be called by the Co-Chairs and held approximately every quarter 

or as required; 
51. Secretariat for Committee Meetings is provided by the Diversity and Inclusion 

team; 
52. Quorum for Committee Meetings can be reached by attendance of: 

a. One-third of the existing Committee members (as at the time of the 
meeting) and at least one DSS Pride Champion or SES Advisor; or  

b. Half of the existing Committee members (as at the time of the meeting). 

Decisions of the Committee 
53. Decisions of the Committee will be reached by vote either: 

a. During meetings, or  
b. Circular Motion out of session; 

54. Any Committee Member can move that a decision be put to vote; 
55. All motions must be seconded by a Committee Member; 
56. Committee Members may abstain from voting; 
57. Motions will be considered ‘passed’ by simple majority: 

a. For votes during meetings, this will be counted from those 
in attendance; 

b. For votes during meetings where the Pride Champion or an SES 
Advisor is not present (per item 52 above), decisions must be 
subsequently endorsed by the Pride Champion; 

c. For circular motions, this will be counted from the total number 
of Committee Members. 

58. The Co-Chairs are responsible for administering and counting the votes. 
59. The Co-Chairs will record all decisions in a Decision Register. 
60. The Decision Register must be accessible to all Committee Members for 

a minimum period of two years. 

Financial and Secretariat 

Budget 
61. Funding for the Committee’s activities is provided by the department through 

the People Services Branch in the Corporate Group. 
62. The Committee’s proposed budget is decided annually by the Co-Chairs 

in conjunction with the Pride Champion, SES Advisors and Committee at the 
Committee’s Planning Day. 
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63. The proposed budget is provided to the Diversity and Inclusion team (within 
People Services Branch) for endorsement. 

64. Actual spending is approved by Diversity and Inclusion on an ad-hoc basis. 

Secretariat 
65. Within People Services Branch, the Diversity and Inclusion section 

is responsible for providing secretariat support to the Committee, including: 
a. Booking meeting rooms; 
b. Securing video and teleconference call numbers; 
c. Ensuring all reasonable adjustment requirements are met; 
d. Maintaining email distribution lists; 
e. Disseminating records of meetings to all staff in the Department via the 

intranet; 
f. Arranging meetings and associated papers; 
g. Circulating agenda and papers in advance of meetings; and 
h. Other Secretariat support as required. 
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AWEI Evidence for Question 18 – 
Ally/Champion Reference Guides 

In the 2022 AWEI employee survey, only 31% of the 37,408 respondents considered 

themselves to be active allies.   

When the 67% of respondents who were ‘passive supporters’ were asked what would influence 

them to become an active ally, 43% responded “more information on how to be an active ally”, 

and 25% responded “more information on WHY active allies are so important” 

DSS need to provide evidence of: 

a)  any ally / Champion Reference Guides available (2 points) 

b) Employees being able to easily find out about the existence of this guide (1 point)

Evidence – Part 1 

These resources are easily locatable on our DSS Pride Committee and LGBTIQA+ intranet 

pages (screen shots provided). Staff can type in “LGBTIQA+ Ally” to get to these resources. 
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AWEI Evidence for Question 19 – Confidential 
Contacts  
There are times when a person may want to have a confidential conversation with an LGBTQ+ 

person or experienced ally 

DSS need to provide evidence of clearly identified LGBTQ+ people or allies who can be 

contacted for a confidential and informal discussion regarding being an LGBTQ+ employee 

within the organisation (non-HR related) (3 points) 

Evidence – Part 1 

This evidence is located on our Pride Committee and Network Page in the Frequently asked 

questions section that is accessible by all staff on our intranet.  
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Evidence Part 2 

Screenshots of our MS Teams Pride Network Channel with de-identified chat history. 
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AWEI Evidence for Question 21   
LGBTIQA+ Inclusion Training Availability 

LGBTIQA+ inclusion is such a critical measure of an organisation’s inclusive culture;  

training is one of the key areas that can really impact, not only an understanding of why 

inclusion is important.  

DSS need to provide evidence of: 

a) for outlining training sessions available (3 points)

b) communications promoting the training as available to all employees (3 points)

c) any actions to increase uptake of training for all employees (2points)

Evidence 

a) Screen shots outlining LGBTIQA+ training available. The diversity and inclusion course link

takes you to our Learnhub, the DSS learning management system which provides a hub of

available inclusion and diversity training modules for all staff to access.
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d) Email from Pride Champion – May 2025 - LGBTIQA+ training communication specifically 

targeted at EL’s and SES. 
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Invoice Date:  30/10/2025     Terms:  14 Days     Due Date:  13/11/2025     Customer ID:  430002675 

38 136 883 915
ACON Health Limited
414 Elizabeth St. 
Surry Hills Sydney, NSW 2010
Phone 02 9206 2000 TAX INVOICE 

BILL TO:
Department of Social Services
71 Athllon Drive
Greenway, ACT 2900
ATTN :

INVOICE NO :
Invoice Date :

Customer Code :
P.O. number :

PID001698
30/10/2025
430002675

DESCRIPTION AMOUNT
 Pride in Diversity Essential membership Renewal from 10/10/25 to 
9/10/26

$7,158.00

Subtotal $7,158.00
GST $715.80

Total $7,873.80

Remittance Advice

EFT Payment Details Debtor Details

Account Name
Bank
BSB
Account No

Debtor No
Invoice No
Invoice Total

430002675
PID001698
$7,873.80

Credit Card: We accept Visa/Mastercard/AMEX. Terms of Payment: 14 days
To make online payment, please visit: https://prideinclusionprograms.com.au/invoice-payment/
Please send a copy of remittance advice to ar@acon.org.au
Please refer to our T & C - Microsoft Word - APIP_TermsConditions 26 August 2020 (prideinclusionprograms.com.au)
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