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[bookmark: _1.0_Purpose]1.0 Purpose
These guidelines aim to support Griffith employees to draft and publish University policies and procedures that reflect our commitment to equity, diversity and inclusion. The quick guide will inform language and content that is respectful, accessible and inclusive of all members of the University community.
[bookmark: _2.0_Scope]2.0 Scope
These guidelines are intended for Griffith employees that draft and publish University policies, procedures and related resources.
[bookmark: _3.0_Policy_statement][bookmark: _3.0_Procedure][bookmark: _3.0_Framework]3.0 Guidelines
When drafting and reviewing university policy documents, employees should adhere to the following principles:
Ensure accessibility for all, including those using assistive technologies
Apply consultation principles: “Nothing about us without us”
Use inclusive, respectful language that acknowledges diversity
Consider policy/procedure impacts across diverse groups within the University community


	


[bookmark: _3.1_[Insert_sub-heading]][bookmark: _3.1_Aboriginal_and][bookmark: _3.1_Inclusive_and]3.1 Inclusive and respectful language: Aboriginal and Torres Strait Islander Peoples
[bookmark: _3.2_[Insert_sub-heading]][bookmark: _3.2_Accessible_content]Grifith’s Guidelines for Aboriginal and Torres Strait Islander Terminology (Login required)  provide guidance on appropriate terminology to enable students and staff to work in a culturally-appropriate manner with Aboriginal and Torres Strait Islander colleagues, students and the wider community, both internal and external to the University.
3.2 Accessible content
Accessible content is designed to be perceivable, understandable, and usable by people with diverse abilities, including those who use assistive technologies, as well as people accessing documents on different devices or in varied contexts. 
To ensure your documents are accessible, follow the advice below to: 
Use inbuilt heading styling 
Create unique, descriptive links 
Provide alternative text for images 
Check your document’s accessibility
3.2.1 Use inbuilt heading styles
Griffith’s Policy Library provides templates include heading styles to help you create clearly structured, accessible documents. Using heading styles provides a clear, consistent visual structure to a document as well as providing navigation for people using assistive technology. 
Avoid creating headings by manually changing font size, colour and other formatting as this removes the navigation structure of the document. 
When you are using a template to create a new document, you can create additional headings either by: 
Selecting the new heading text, choosing the Home tab, and selecting Styles to pick the heading style you want 
Selecting an existing heading, clicking the Format Painter button on the Home tab, and then clicking the new heading to apply the same heading style 
3.2.2 Create unique, descriptive links
Screen reader users can navigate a document by links alone. Link text should tell users what to expect when they click, making sense even if read alone. For example: Refer to Griffith’s Staff equity, diversity and inclusion for more information.  
If you are creating links but can’t distinguish them in Review mode, try adding square brackets. For example: Refer to [Griffith's Staff equity, diversity and inclusion] for more information.
People with colour-blindness may not be able to identify a weblink when using red text. An underline can be used to help identify links in text.   
Avoid creating links that are: 
the full URL (that is, the full link address) 
associated with vague phrases such as “Click here”, “here” and “Read more”. 
3.2.3 Providing image descriptions/alternative text
Alternative text, or Alt Text, is descriptive text which conveys the meaning and context of a visual item. There may be instances where a policy or resource contains images such as flow charts or infographics. Images must have alternative text so that descriptions can be read aloud by screen reader software. 
When writing alt text, describe only what is relevant to understanding the content or purpose of the image. 
The image below has the alternative text: 'Griffith University Pride Logo includes an open book with pages coloured in the Progress Pride Flag colours and the text: Griffith University.'
[image: Griffith University Pride Logo includes an open book with pages coloured in the Progress Pride Flag colours and the text: Griffith University]
To add Alt Text to an image in Word, right click on the image and choose ‘View Alt Text'. If an image is decorative, then you should indicate this by checking the box shown. 
[bookmark: _Hlk216699946]Microsoft's guidance, Everything you need to know to write effective alternative text, provides more information on adding alt text. 
3.2.4 Check your document’s accessibility
Use Word’s Accessibility Checker (via the Review tab) to address potential issues in your documents. 
The Australian Government also provides helpful guidance on designing Accessible and inclusive content including best practice for creating easy to read documents.
[bookmark: _3.3_Gender_impact,]3.3 Gender impact, diversity and LGBTQIA+ inclusion
When developing, reviewing and implementing policies, the University is required[footnoteRef:1] to ensure that our policies support the prevention and response to gender-based violence (GBV), physical and psychological safety and wellbeing of our students and staff, and positive outcomes for persons impacted by GBV.  [1:  Universities Accord (National Higher Education Code to Prevent and Respond to Gender-based Violence) Act 2025] 

This section provides guidance on conducting gender impact assessments (GIA), using gender-neutral language, and recognising diverse identities.
3.3.1  Gender impact assessment
A Gender Impact Assessment (GIA) ensures equitable outcomes across genders. The following themes should be considered when conducting a GIA, before finalising any policy or procedure:  
Identify Impact
· Does this policy affect people differently based on gender? (e.g., entitlements only open to full-time staff might disproportionately impact women, who are more likely to work part-time)
· Consider intersectionality (e.g., gender + cultural background, disability). 
Assess Language and Representation
· Is language gender-neutral?
· Are binary or gender-specific programs or references justified and only used as appropriate (eg. Women in Leadership program)
Evaluate Data and Evidence
· Are gender-disaggregated data available to inform decisions?
· Does the policy address existing gender disparities?  
Consult Diverse Voices
· Include people of different genders in consultation processes
· Ensure representation from LGBTQIA+ and gender-diverse communities.  
Mitigation and Action
· If unintended gender bias is identified, revise language, processes, or implementation strategies.
· Document changes and rationale. 
3.3.2 Gender impact checklist
Gender-neutral language is used where possible. 
If applicable, binary or gender-specific references are only used where necessary (e.g., when addressing underrepresentation in enrolments or employee representation)
Diverse gender perspectives were included as part of consultation. 
Policy language does not reinforce or create gender-based stereotypes or inequities.
3.3.3 Gender neutral language
Griffith recognises that the diversity of genders goes beyond the binary of female/woman and male/man. All Griffith policies and procedures are inclusive of staff and students who are people of diverse genders, bodies and sexualities, and their families (where relevant), which is why using gender neutral language is important. 
There may, however, be instances where it is appropriate to specify gender in university policy documents, for example, 'The University's Women in Leadership program'. 
To ensure inclusive language, use:
Gender-neutral terms for groups such as ‘employees’, ‘leaders; ‘students’, ‘managers’
Gender-neutral terms or pronouns for individuals: 
· They instead of he/she
· Example: Instead of “an appointee is required to disclose whether he/she...”, use “an appointee is required to disclose whether they...”
· Parent, birth parent or caregiver instead of mother or father
· Parental leave instead of maternity/paternity leave
· Candidate instead of male or female applicant
3.3.4 Gender neutral language checklist
· Inclusive terms are used for groups
· Neutral pronouns or terms are used for individuals
· Gendered job titles are avoided 
· Neutral family and role terms are used
3.3.5 Recognising diverse identities
As our understanding of identities grows and evolves, so does our language. The Griffith Pride Committee recommends the following terminology:
people of 'diverse genders, bodies and sexualities', which can be shortened to the acronym, DGBS; or the more commonly known
LGBTQIA+ meaning Lesbian, Gay, Bisexual, Transgender, Queer/Questioning, lntersex, Asexual and+ to connote identities not listed. 
While DGBS is more encompassing and inclusive of a range of diverse identities, LGBTQIA+ is more familiar and can also be used. If you need to refer to the rainbow communities in your policies or procedures, the new terminology can be used in the following ways:
People of diverse genders, bodies and sexualities
Staff/students who are of diverse gender, body and/or sexuality
DGBS staff and students
The following terms are not inclusive and must not be used in university policy documents:
gay people or gay communities: the DGBS communities encompass far more than people who are gay.
referring to sexualities or gender identities as 'preferences' or 'lifestyles'.
For more information on inclusive language and common terminology when it comes to the DGBS communities, please refer to our How to be an LGBTQIA+ Ally and How to be a Trans Ally guides and online courses, both of which can be found on the Griffith Allies website. 
3.4 [bookmark: _Person-centred_language]Person-centred language
Person-centred language focuses on respect, dignity, and individuality. It avoids labels or deficit-based terms and instead emphasises the person first. For example:
Instead of ‘disabled person/student/staff member
Use ‘person/student/staff member with disability.
At Griffith University, we also recognise neurodiversity and that some neurodiverse people may not identify as being a person with disability. As such, you may wish to separate this out. For example, person/student/staff member with disability and/or neurodiversity.  
3.5 [bookmark: _Inclusive_forms]Inclusive forms 
Sometimes forms are linked to Griffith policies and procedures. As a general principle, and aligned with our Privacy Policy, it is important that we only collect information that is needed and avoid collecting irrelevant and potentially discriminatory information.
3.5.1 Inclusive categories
Where we do legitimately collect information, it is important that we use inclusive categories or free text fields. 
Gender categories: should go beyond the binary of female/woman and male/man and include the opportunity for a person to indicate gender diverse identities such as non-binary, or self-describe. For example, provide an option for 'I use a different term (please specify)' with a free text field to describe. 
Name categories: should recognise a diversity of naming norms, for example, different cultures have different concepts of what a 'first' and 'last' name is, and some people will not have two-part names. Additionally, some people may use a name that is different from their legal name. Good practice examples: 
· Asking for a person's full name in one field with a note clarifying that chosen names are accepted, or
· If a person's legal name is required for the purposes of the form, asking for a person's full name in one field in addition to a chosen name in another field.
Access and health categories: Individual’s may identify differently with health and other long-term conditions that impact their access needs, and may not wish to disclose this information to the University, so a ‘Prefer not to say’ option should always be included.  Good practice example:
· Do you have a disability, identify as neurodiverse or have long-term health condition?
· Yes
· No
· Prefer not to say
· Do you have access needs in relation to the above?
· Yes
· No
· Please describe your access needs (provide a free text box)

For advice and support, email policy@griffith.edu.au for Governance and Operational policy documents, and policyservices@griffith.edu.au for Academic policy documents.
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