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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Use of Personal Pronouns

[COMPANY NAME] recognizes that name and gender identity and gender expression are important to an employee’s sense of self and comfort, and every employee has the right to be addressed by the name and pronoun that correspond with their gender identity and expression.   

Employees are encouraged to voluntarily share what pronouns they use. Pronouns are merely a way in which people are commonly referred to in place of their name; for example, “he/him/his" or “she/her/hers” or “they/them/theirs.”  Our Company strives to refer to employees by the pronouns that they prefer.

The intentional or persistent refusal to respect an employee’s gender identity (for example, intentionally referring to the employee by a name or pronoun that does not correspond to the employee’s gender identity or expression) can constitute harassment and is a violation of this policy. When in doubt, you may generally use neutral pronouns. However, you may also politely ask your co-worker how they would like to be addressed if you are unsure what pronoun they prefer. 
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