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OPENING DECLARATIONS : this page must be read carefully and completed
THIS SECTION MUST BE COMPLETED.  Please place a cross a before the applicable row below.
	
	

	
	We participated last year and have not made any changes to any of our responses.   We therefore have not responded to any of the questions within this submission understanding that our points from last year will automatically carry over.  There is no need for AWEI markers to look any further within this document.

	
	We participated last year and have made some changes or added new responses.  We have only included responses to the questions that we would like Pride in Diversity to re-mark (new responses/changed responses).  We have not entered any information in the rows that are to retain the score from last year.

	
	We did not participate last year.  This is the first time we have completed a Standing Submission – all responses are new.


THIS SECTION MUST BE COMPLETED.  Please place a cross before the applicable row below.

	
	We are an Australian organisation
	All of policies are written locally

	
	We are a global organisation
	But all policies are written by our Australian office

	
	We are a global organisation
	Policies are written by an overseas office and applied in Australia.
IF THIS APPLIES: Please ensure you complete Section 1.14 at the end of this document, clearly articulating which policies addressed throughout this submission have been locally applied AND noting any work undertaken to localise the policies stated.  Non-completion of 1.14 could see you lose points unnecessarily.


THIS SECTION MUST BE COMPLETED BY ALL EMPLOYERS.  

	FOR EMPLOYERS THAT HAVE PREVIOUSLY SUBMITTED: We understand that additional notes have been added throughout this document to assist us with adjusting our answers for a higher score, should we so choose (these are in red).   We confirm that we have only responded to those questions that we either wish to update or that we are responding to for the first time.   
ALL EMPLOYERS:  We understand that we only add items within the Additional Work sections of this document that will be considered part of our permanent submission.  We have not claimed any points for work that applies to the current year only (these can be claimed in the Annual Submission).  We understand that unless attachments submitted incorporate the correct question number and row letter within the name and are clearly identified within this document as being included, or if lengthy and superfluous information is included within our responses, Pride in Diversity will not take any responsibility for points not applied.
Signed on behalf of the organisation (name and contact details sufficient):     




section 1: hr policy & diversity practice
Q1.1
FOUNDATION: Discrimination Policy

Our Anti-Discrimination/Policy statement clearly prohibits discrimination based on:   (please place an X in the first column against all attributes articulated within your anti-discrimination statement)

	
	(a)
	Sexual Orientation

	
	(b)
	Gender Identity

	
	(c)
	Gender Expression

	
	(d)
	Intersex Status

	
	(e)
	Relationship Status


 SHAPE  \* MERGEFORMAT 


 Please copy and paste your anti-discrimination clause as it currently reads within your documentation.     ( Please note, for full point allocation, all attributes within the table must be covered within the anti-discrimination/policy statement.

Q1.2
FOUNDATION: Inclusive Language / Terminology

The following partner/family definitions are explicitly inclusive of same sex partners and families (please select the rows that apply)
	
	
	
	If you do not use this terminology, please indicate the term/terms you use.
	Actual language used within the policy that explicitly states LGBTI inclusivity in regard to this term. Please present the relevant paragraphs only. 
	EVIDENCE: Please provide evidence of where the LGBTI inclusivity of these terms is communicated to employees (must be a permanent, easy to locate intranet page – not within temporary email or blog). This may be alongside policy information or within appropriate network page. 

	
	(a)
	Partner/Spouse
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(b)
	Family
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(c)
	Parent/Carer
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).


 SHAPE  \* MERGEFORMAT 


 Please provide a copy of any statements within your current policy documentation that clearly articulate the definition or meaning of the above terms.    (   Please copy only that section of your policy documentation which clearly articulates the definition or meaning of the terms you use. Please note, for full points, we must see the actual wording within the policy documentation.  Some employers may not use all of these terms within their policies (ie. family), some may use different terms.  Providing the relevant terms used are explicitly inclusive of LGBTI people and their families, full points will be awarded.
Q1.3
FOUNDATION: Staff Benefits

We have audited the following staff benefits and can confirm that they are explicitly inclusive of same sex partners/families and have been clearly communicated as such to employees (please select all that apply).  Enter N/A in the first column if these are not offered to employees.

	
	
	
	Exact terminology used with the benefit documentation or employer addendum to terminology in regard to this policy (see notes below table). Please present relevant paragraphs only.
	EVIDENCE: Please provide evidence of where the LGBTI inclusivity of this benefit is communicated to employees (must be a permanent, easy to locate intranet page – not within temporary email or blog).

	
	(a)
	Health Care Packages
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(b)
	Superannuation/Death Benefits
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(c )
	Travel & Relocation
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(d)
	Insurance Benefits
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(e)
	Other communicated benefits
	
	If you are including an attachment, identify the filename here (must include question number and row letter).



 SHAPE  \* MERGEFORMAT 


 Please show the language use and provide evidence of where the inclusivity of these benefits are communicated to employees    ( Please note. To gain points for any of the above listed benefits, we must see the actual wording within the benefit documentation or on the intranet page where this information is located.  The language must be explicitly clear that the benefit is applicable to same sex families and where appropriate, gender diverse individuals. Additionally, this must be well communicated in an easy to find, permanent location on the intranet (ie. a paragraph with links to the policies on a diversity intranet page or LGBTI employee network page is an ideal place to communicate this).  In some cases, employers may need to add an addendum to where the policy information is stored to ensure LGBTI employees that the policy is inclusive.  This will also be accepted providing that this is clearly communicated alongside the policy on a permanent, easy to locate (and relevant) intranet page.
Q1.4
FOUNDATION: Parental / New Parent Leave available
Which of the following leave options are available to new parents and explicitly inclusive of same sex families (please select the leave types available)
	
	
	Leave Type
	If you do not use this terminology, please indicate the term/terms you use. 
	Language that explicitly states the LGBTI inclusivity within policy. Please present relevant paragraphs only. 
	EVIDENCE: Where the LGBTI inclusivity of this benefit is communicated to employees (must be a permanent, easy to locate intranet page – not within temporary email or blog).

	
	(a)
	Parental leave
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(b)
	Adoption leave
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(c)
	Surrogacy
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).

	
	(d)
	Foster Parent leave
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).



 SHAPE  \* MERGEFORMAT 


  Please note, to gain points for any of the above listed benefits, we must see the actual wording within the benefit documentation or on the intranet page where this information is located.  The language must be explicitly clear that the leave is applicable to same sex families regardless of gender (primary/secondary carer is insufficient for full points).  Additionally this must be well communicated in an easy to find, permanent location on the intranet (ie. a paragraph with links to the policies on a diversity intranet page or LGBTI employee network page is an ideal place to communicate this).

Q1.5
FOUNDATION: Access to external subject matter expertise.  We have access to external subject matter expertise to assist us with LGBTI workplace inclusion (includes but is not limited to Pride in Diversity membership.)     ( Please note, Pride in Diversity membership will only be included if active within the year assessed.
 SHAPE  \* MERGEFORMAT 


 Please provide evidence of any non-Pride in Diversity external support that you have access to.  
Q1.6
INTERMEDIATE: Strategic Focus and Communication of Inclusion: LGBTI inclusion is well communicated to all staff and documented as a focus of our diversity and inclusion work. (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	THIS QUESTION HAS NOW BEEN REMOVED FROM THE INDEX.  ANNUAL SUBMISSION WILL PROVIDE MORE DETAIL AROUND YOUR LGBTI STRATEGY.  
	Removed 
	There will be no points allocated for this submission for this question.

	(b)
	Our ongoing commitment to LGBTI workplace inclusion is communicated on our external website
	Please provide the URL of where this is communicated on your external website.
	URL:  

	(c)
	We have at least one diversity or HR professional whose role description and/or performance appraisal includes documented objectives/targets in the area of LGBTI inclusion.
	Please provide evidence of the documented LGBTI-related accountabilities for this role.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	We have online resources readily available that employees can access in regard to LGBTI workplace inclusion. This may include but is not limited to e-learning, LGBTI inclusion publications, information sheets, glossaries or other media.
	Please provide:
(a) A brief overview of resources available

(b) A screen capture of where some of these resources can be found
(c) An outline of how you communicate the existence of these resources along with any target groups for that communication (ie. networks, managers, all staff)
   ( Please note, for full points all of the above statements must be addressed.
	(a) 

	
	
	
	(b) If you are including an attachment, identify the filename here (must include question number and row letter).

	
	
	
	(c)


Q1.7
INTERMEDIATE: Bullying & Harassment: Recognising barriers relating to stigma and disclosure in reporting LGBTI related bullying and harassment, we have put the following measures in place. (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected.
	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have included specific examples of what constitutes non-acceptable behaviour targeting LGBTI people within our bullying/harassment documentation.


	Please provide a copy of any LGBTI targeted bullying/harassment examples contained within your current bullying/harassment documentation.     ( Please send only the information relevant to this question, not the entire policy.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have specifically communicated LGBTI friendly HR or grievance contact/s for LGBTI employees wishing to speak to an HR person in regard to their employment or personal issues faced.
	Please provide an exact copy of the wording used to identify LGBTI friendly HR contacts and describe how employees find this information (Do not include LGBTI network contacts communicated unless one or more have been specifically identified as HR).     ( For full points, it must be clear which employees have been LGBTI trained or are Allies.  Unless explicit there may be a hesitation to contact.  It must also be clear that conversations will be treated confidentially.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q1.8
INTERMEDIATE: Support of Gender Diverse Employees.  We have the following in place to support Gender diverse employees within the workplace. (Place a X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have clearly communicated our support for employees transitioning or considering transitioning within the workplace.
	Please provide a copy of the text articulating this support along with a brief description of how this information may be found.    (Note: this has to be more than a social media post or a one-off communication.  To obtain full points, this information must be easily found and permanent.  For example, if a person was considering transition but has not yet disclosed this, would they be able to easily locate this information?  

Note: This is over and above the existence of a policy (next question).
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have a transitioning policy, process or guidelines documented and in place to assist a person transition in addition to those supporting the person’s transition.
	Please provide evidence.
   (For full points, we must be able to see a comprehensive internal policy or process for supporting employees who wish to affirm their gender.  This needs to be more than a statement of support or reference to a PID publication.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q1.9
LEADING PRACTICE: Bully & Harassment Cont’d: Expanding on Question 1.7, and recognising the barriers that relate to disclosure in reporting LGBTI related bullying and harassment, we have put the following measures in place. (Place an X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have put additional special measures in place to help facilitate reporting of LGBTI bullying/harassment given the challenges faced in this area. 
	Please provide an explanation of these measures and any impact on incident reporting.
   (Note: has to be above and beyond tracking (covered within the next question), this is about creating safety to report, understanding the challenges/roadblocks to reporting, understanding the sensitivity of disclosure.  This is a leading practice question and for full points we need to see what you have done within your organisation to address this difficult area.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We currently track, analyse, report and act on LGBTI bullying/harassment reports 
	Please provide a description of what you do in this area and identify how often you report data.
   (Note: for full points we need to see evidence of process that is in place to track, analyse, report and act on LGBTI specific bullying/harassment complaints.  We need to see what analysis of data you undertake over and above the ability to track data.  We need to understand what is reported on and what actions are taken in the instance of negative results.  This is about documenting your process with supporting evidence rather than providing a recent report of data collection.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We have engaged with our internal/external counselling or Employee Assistance Programs to ensure that they understand the work that we are doing in LGBTI inclusion and the challenges faced by LGBTI people in the workplace.  We are confident of their understanding and ability to assist our employees AND have communicated this to our employees
	Please indicate who this meeting was held with and an approximate date/year, in addition to an example of any staff communications in regard to their inclusivity of LGBTI people.
   (For full points, you need to not only show that you have engaged with the EAP provider but that their inclusivity has been communicated in a permanent and easily locatable page on the organisation’s intranet (ie. Network page, Diversity page, Support page).  The more evidence you can provide, the greater the number of overall points allocated.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	We have resources specifically written for our LGBTI employees that clearly state our values around inclusion and diversity incorporating one or more of the following: reiterating our support for any issues faced; identifying where to go for more information; addressing topics such as how to come out at work should they so choose; the inclusivity of policies; HR contacts; network contacts; support for those transitioning; the value of joining the LGBTI employee network and/or other relevant information.
	Please include a list of any resources available and indicate how employees are made aware of this resource / or resources.
   (This is over and above general LGBTI inclusion resources, these are resources specifically written for LGBTI people, hence this being within the advanced practice section.  Please provide a copy of the resources or outline of the content and a screen capture of where they are located on the intranet.  
For full points, please show evidence of communication of these documents ie. how are people made aware of the fact that they exist?
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q1.10
LEADING PRACTICE: Support of Gender Diverse Employees.  We have the following in place to support Gender diverse employees within the workplace. (Place a X in the first column against all rows that apply. Provide the evidence requested for each row selected)
	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We have within our leave options, the ability to provide transgender employees who are undergoing surgery or who otherwise require time related to transitioning the ability to take necessary time away from work without utilising personal annual leave allocations.
	Please provide a screenshot of where this has been communicated or copy the text directly from your HR documentation that clearly communicates leave support for transgender people requiring special leave.    ( Responses such as “annual leave or personal leave may be taken” will not attract full points.  It needs to be clear that employees will be supported above and beyond if required and that there will be some negotiation around alternative/additional leave options. We also need to see where this is communicated. 
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have documentation for HR and Diversity professionals to assist in better understanding and supporting gender diverse employees, including those who do not identify within the gender binary. 
	Please provide an overview of the documentation that you have and how the availability of this documentation is communicated to HR/Diversity teams.  Please also make particular reference of any materials addressing, and providing guidance in relation to non-binary genders.    ( If you are referencing materials other than PID’s, please provide a table of contents so that we can gauge how comprehensive the documentation is.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We have recruitment documentation/guidelines in place that cover challenges faced by LGBTI people in recruitment.  In particular transgender or gender diverse employees.  This documentation should also discuss the importance of language, non-discrimination and inclusion. 
	Please provide an overview of the documentation that you have and how the availability of this documentation is communication to Recruitment teams.
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(d)
	We have a documented policy in place which covers the use of facilities and dress codes for non-binary people.


	Please provide a copy of the documentation or a screenshot of where non-binary dress codes are communicated.    ( For full points your response must cover both facilities and dress codes.  Dress codes must be clearly non-gendered for points and/or explicitly state that employees can adopt the code of their affirmed gender.
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q1.11
LEADING PRACTICE: Support of Intersex Employees.  Our HR policies and/or diversity strategy incorporates the support of Intersex people within our workplace. . (Place a X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We clearly acknowledge and communicate support for Intersex people within HR or Diversity documentation online (note: over and above the use of the letter ‘I’ in the acronym LGBTI)
	Please provide of copy of the text that articulates this or a screen capture marking of any web pages. (If screen shot is not readable, please provide a copy of relevant text).    ( Please note, for points, this must be easily locatable and permanent.  Temporary communications such as emails, posts, events do not warrant points in this section.

	If you are including an attachment, identify the filename here (must include question number and row letter).

	(b)
	We have internally provided/distributed documentation that educates HR and Diversity teams specifically on what it means to be Intersex, the challenges faced by intersex people along with any potential support that may be required.  This would ideally also cover what employers can do to be more inclusive of intersex people.  
	Please provide:
(a) a complete list of resources available

(b) evidence of resources (screen capture or link)

(c) details as to how the availability of these materials are communicated.
   ( Please note, for full points you must address all of the above, providing evidence for each. If you are not referencing PID materials, please provide a table of contents so that we can gauge how comprehensive the documentation is.
	(a) If you are including an attachment, identify the filename here (must include question number and row letter)

	
	
	
	(b) If you are including an attachment, identify the filename here (must include question number and row letter)

	
	
	
	(c)


Q1.12
LEADING PRACTICE: Diversity Demographics and Metrics.   We have the ability to track diversity demographics across the organisation for the purposes of analyzing engagement alongside other key HR/Diversity metrics. (Place a X in the first column against all rows that apply. Provide the evidence requested for each row selected)

	
	Assessment
	Evidence Required
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	We collect LGBTI diversity demographics across the organisation 
	Please provide:

(a) Information on how LGBTI data is collected

(b) Frequency of data collection

(c) A copy of questions used to collect LGBTI data
   ( Please note, for full points, all of the above must be addressed.
	(a)

	
	
	
	(b) 

	
	
	
	(c) If you are including an attachment, identify the filename here (must include question number and row letter

	(b)
	We analyse engagement data of LGBTI people across the organisation and compare to general populations or other diversity dimensions. 
	   ( Please identify how often LGBTI employee engagement is analysed and the process for comparing the engagement of LGBTI employees against your overall employee population or other diversity demographics. Please provide evidence of this process (previous examples, process charts or capture of reports).
	If you are including an attachment, identify the filename here (must include question number and row letter).

	(c)
	We analyse LGBTI data against other key metrics ie. pay, retention, promotions, exits 
	Please identify all HR metrics over and above engagement used to analyse LGBTI data.     ( Please provide details and evidence of this process (what do you collect, where do you collect it, how often, what do you do with it, do you report on it? etc).
	If you are including an attachment, identify the filename here (must include question number and row letter).


Q1.13
ADDITIONAL WORK (max 6): Other work in this area not covered elsewhere within this section (insert additional rows as required):

 ( Please note, this is for permanent work only that will become part of your permanent process or documentation.  Please do not include work that is only relevant to the current year.  Evidence is required for all additional pieces of work submitted below.
	
	Brief descriptor of work being claimed
	Details of work claimed
	Evidence Provided – If the space within this column is not adequate for your evidence, please save in a separate file including the Question Number and Row identifier in the filename.  Please indicate that you have attached a separate document within the evidence column provided.

	(a)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).



	(b)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).


	(c)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).


	(d)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).


	(e)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).


	(f)
	
	
	If you are including an attachment, identify the filename here (must include question number and row letter).



Examples may include but are not limited to:  

· Domestic Violence Policies clearly including LGBTI domestic violence.     ( Need to show the wording that incorporates LGBTI
· Targeted and tracked LGBTI recruitment activity in line with other diversity demographics when recruiting.
· Annual tracking of high performing LGBTI individuals in additional to individuals from other diverse groups to measure our diversity within talent programs, development opportunities and/or succession planning. 
· Annual tracking of employees who openly declare that they are lesbian, gay, bisexual, transgender or intersex via a human resource system that allows for the analysis of data

· Tracking of ‘out’ LGBTI leaders across leadership teams or within our Executive or Board.
FOR GLOBAL EMPLOYERS ONLY    (No additional point value but must be completed by Global Employers)
Q1.14
Please identify which of the following policies / practices are GLOBAL along with any work that has been done to ensure that these are localised within Australia.  If insufficient evidence of localisation or local communication is provided, this may impact points allocated for section one.
   ( Please note:  Global employers.  By completing this table, you are able to help us determine the local applicability of the stated policies or guidelines. Without this information, you unlikely to receive full points claimed within the relevant sections of this submission.
	
[image: image6.png]



	Policy/Diversity Strategy
	Global or locally developed?
	Brief description of any work or activity undertaken to localise content or communicate locally (if globally developed)



	
	(a)
	Definitions around Family, Partner, Parent
	Globally / Locally
	

	
	(b)
	Family/Partner Benefits
	Globally / Locally
	

	
	(c)
	Transitioning Support/Guidelines
	Globally / Locally
	

	
	(d)
	LGBTI Strategy
	Globally / Locally
	

	
	(e)
	Online LGBTI Resources
	Globally / Locally
	

	
	(f)
	Confidential LGBTI specific HR Contacts for LGBTI people
	Globally / Locally
	

	
	(g)
	Bullying/Harassment Policies
	Globally / Locally
	


EVIDENCE





EVIDENCE





EVIDENCE





EVIDENCE





EVIDENCE
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