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Introduction
Worcestershire Acute Hospitals NHS Trust is committed to being an inclusive employer and providing our patients with an inclusive healthcare environment. This guide sets out the Trust’s expectations to employees when producing documents, protocols and communications. 
Why do we need inclusive language?
Many policies and documents contain heavily gendered language and do not take into account our diverse population, especially our trans and non-binary communities.
Non-binary is a term for people whose gender identities do not fit into the binary of male or female. Non-binary people sometimes refer to themselves using pronouns which are not gendered, for example ‘they’ and ‘they have to come in for their routine scan’.
The Chartered Institute of Personnel and Development’s ‘Inclusion at Work’ report from 2021 recommends that trans policies and practices need targeted improvement. 26% of trans workers were not able to be open with their gender identity at work. Nearly half (48%) of trans workers felt that inclusive language in communications was inadequate. 
By using inclusive language in our writing and workplace, we can help to ensure that all of our colleagues and patients feel included and are not discriminated against. 
What is inclusive language?
Inclusive language is language that does not exclusively refer to the binary of male and female. For example:
1) We can remove gendered language from our policies when it’s not needed and replace it with gender-neutral language:
Current: ‘If an employee wishes to discuss his/her annual leave allocation, he/she should contact his/her line manager’
Becomes: ‘If an employee wishes to discuss their annual leave allocation, they should contact their line manager’
2) We can use additive language, which means using gender-neutral language alongside gendered language to ensure that everybody is represented and included. 
Current: ‘When a woman consents to a procedure, she should be informed of the risks’
Becomes: ‘When a women or person consents to a procedure, they should be informed of the risks’
Other examples include:
	Gendered Language
	Inclusive Language

	‘Violating his/her dignity’
	‘Violating their dignity’

	‘Affecting him/her’
	‘Affecting them’

	‘Directed at women or men’
	‘Directed at people’

	‘Woman’
	‘Woman or person’

	‘Man’
	‘Man or person’

	‘Mother’
	‘Mother/birthing parent/adopter’

	‘Father’
	‘Father/co-parent/adopter’

	‘Breastfeeding’
	‘Breast/chest feeding’

	‘Both sexes’
	‘All genders’

	‘Hello ladies and gentlemen’ or ‘Hi guys’
	‘Hello everyone’
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