
Outline of Transition Process 

 
The chart below provides an overview of a typical transition and may prove useful for 
those managing or representing staff or students throughout the process whether it 
involves medical intervention or social orientation. It is important to note that every 
individual’s situation will vary depending on a wide range of factors that can come into 
play.  
 

A person identifies that their physical gender is not their actual gender, the medical 
term used is gender reassignment  
 

The person informs their institution that they want to transition to their preferred gender 
and will commence a real-life experience  
 

After at least three months, the person begins hormone therapy  
 

At the person’s request, the institution updates its records to reflect any name change 
and their new gender  
 

A new staff or student file is created and any documents revealing their former name 
and gender that must be kept (for example, pension records) are marked ‘confidential’  
 

If the person is a student and they have changed their name, they are informed that 
they must legally change their name before a degree certificate can be issued in their 
new name  
 

After at least 12 months, the person may undergo genital surgery  
 

After two years of living in their chosen gender, whether or not their have undergone 
surgery, the person applies for a gender recognition certificate  
 

A gender recognition certificate is awarded and the person is issued with a new birth 
certificate  
 

The person is now legally recognised in their chosen gender – all documents and 
references that have not already been changed must now be changed  
 

If the person is a staff member who is a member of the institution’s pension scheme, 
they must send their new birth certificate to the appropriate person to ensure their 
gender is changed on pension records 
 
 


