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:K\�LV�ODQJXDJH�LPSRUWDQW"

We are committed to promoting equal rights and opportunities, supporting diversity, and 

creating an open and inclusive environment for our members, employees and stakeholders. 

The successful implementation of equality and inclusion in all aspects of our work will 

HQVXUH�WKDW�PHPEHUV��FROOHDJXHV�DQG�VWD̯�DUH�YDOXHG��PRWLYDWHG�DQG�WUHDWHG�IDLUO\��,W�ZLOO�
allow us to respond appropriately and sensitively to an increasingly diverse society. 

$V�DQ�DVVRFLDWLRQ��DQ�LPSRUWDQW�ZD\�WKDW�ZH�FDQ�D̲UP�RXU�FRPPLWPHQW�WR�HTXDOLW\�DQG�
inclusion is through the use of inclusive language. This guide promotes good practice 

through the use of language that shows respect for, and sensitivity towards everyone. The 

choice of appropriate words makes an important contribution towards the celebration of 

GLYHUVLW\��$V�ZHOO�DV�DYRLGLQJ�R̯HQFH��LW�LV�DERXW�WUHDWLQJ�HDFK�RWKHU�ZLWK�GLJQLW\�DQG�DV�HTXDO�
members of an integrated community. Language is dynamic, and terms disappear, re-

emerge and are revised. We all need to be sensitive to changing expressions and meanings 

as they emerge.

This guidance should be applied to all forms of communication, including conversations, 

committee papers, documents, letters, emails and the website. Anything that we 

SURGXFH�UH̱HFWV�WKH�DVVRFLDWLRQ�DQG�LW�LV�YLWDO�WKDW�DOO�RXU�FRPPXQLFDWLRQV�DUH�IUHH�IURP�
discriminatory language, or what could be interpreted as discriminatory language. Using our 

values and behaviours as the foundation, inclusive language does not discriminate against 

anyone on the basis of any of the protected characteristics in the Equality Act 2010. 
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:KDW�LV�7KH�(TXDOLW\�$FW�����"�
The Equality Act 2010 brought together existing equalities legislation (eg Disability 

'LVFULPLQDWLRQ�$FWV��5DFH�5HODWLRQV�$FWV��DQG�(TXDO�3D\�$FW���,W�FRYHUV�WKH�VDPH�JURXSV�
that were protected by existing equality legislation but extends protections to groups 

not previously covered, and strengthens particular aspects of equality law. The nine 

‘protected characteristics’ in the Act are: 

 – age

 – disability 

 – gender

 – gender reassignment

 – race (this includes ethnic or national origins, colour and nationality)

 – religion or belief

 – sexual orientation

 – marriage and civil partnership

 – pregnancy and maternity

1 You can read more about the Equality Act 2010 here: www.gov.uk/guidance/equality-act-2010-guidance

:KDW�LV�GLVFULPLQDWRU\�ODQJXDJH"
Discriminatory language includes words and phrases that:

 – reinforce stereotypes

 – reinforce derogatory labels 

 – exclude certain groups of people through assumptions, eg assuming the male or 

white population is the norm

 – patronise or trivialise certain people or groups, or their experiences

 – FDXVH�GLVFRPIRUW�RU�R̯HQFH

https://www.gov.uk/guidance/equality-act-2010-guidance
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6RPH�WKLQJV�WR�UHPHPEHU�ZKHQ�FRQVLGHULQJȋ 

Age
Age discrimination can be a serious barrier to younger and older people playing an equal 

SDUW�LQ�VRFLHW\��,QFOXVLYH�ODQJXDJH�VKRXOG�EH�VHQVLWLYH�WR�WKH�HQWLUH�DJH�UDQJH��ZKLFK�LV�
SDUWLFXODUO\�LPSRUWDQW�JLYHQ�WKH�8.ȃV�DJHLQJ�SRSXODWLRQ��,W�LV�JRRG�SUDFWLFH�WR�DYRLG�WHUPV�
that may be perceived as a manifestation of ageism. Ageism is found in negative, derogatory 

or abusive language, which can be targeted towards people of any age – young and old. 

You should avoid using language that stereotypes or implies that a particular age group is 

PRUH�RU�OHVV�DEOH��,I�\RX�DUH�XVLQJ�WHUPV�VXFK�DV�ȂROGHUȃ�DQG�Ȃ\RXQJHUȃ�UHPHPEHU�WKDW�WKHVH�
DUH�UHODWLYH�DQG�VKRXOG�EH�XVHG�ZLWKLQ�D�FOHDU�DQG�VSHFL̰F�FRQWH[W��

'LVDELOLW\
,W�LV�LPSRUWDQW�WR�UHPHPEHU�WKDW�WKH�ZRUG�ȂGLVDEOHGȃ�LV�D�GHVFULSWLRQ��DQG�GRHV�QRW�UHIHU�WR�
a group of people. You should always avoid any unnecessary reference to disability, and 

avoid using insensitive and patronising descriptions or language. Do not use terminology 

that emphasises the GLVDELOLW\ rather than the SHUVRQ, or which equates the person with 

the ability or disability. You should also avoid using terminology and medical labels that 

UHLQIRUFH�VWHUHRW\SHV�RI�YLFWLPKRRG�RU�VX̯HULQJ�DV�SDUW�RI�DQ\�LOOQHVV��GLVHDVH��GLVDELOLW\�
or impairment.

2QO\�UHIHU�WR�D�SHUVRQȃV�GLVDELOLW\�RU�DQ\�VSHFL̰F�UHTXLUHPHQWV�WKH\�PD\�KDYH�ZKHUH�WKHVH�
DUH�UHOHYDQW��:KHUH�QHHGHG��SKUDVH�UHIHUHQFHV�E\�VWDWLQJ�WKH�SHUVRQ�̰UVW�DQG�UHIHUHQFH�WR�
the disability second, eg ‘a child with autism’ rather than an ‘autistic child’. Make sure that 

you are using precise and accepted terms (where possible, ask the individual). 

*HQGHU
The English language appears to have evolved on the assumption that the world is male. 

We refer to ‘the man in the street’, or ‘manning the phones’, and talk about the ‘taxman’, 

‘layman’s terms’, ‘as every schoolboy knows’ and so on.

Gender neutral language avoids stereotyping people according to their sex. Although 

VWHUHRW\SLQJ�FDQ�D̯HFW�PHQ�DGYHUVHO\��ZRPHQ�DUH�PRUH�RɓHQ�D̯HFWHG�EHFDXVH�IRUPHU�
convention was to assume that an individual of unknown gender was male, or to use male 

gendered language to cover both sexes. For example, the words ‘policeman’ and ‘stewardess’ 

DUH�JHQGHU�VSHFL̰F��WKH�FRUUHVSRQGLQJ�JHQGHU�QHXWUDO�WHUPV�DUH�ȂSROLFH�R̲FHUȃ�DQG�Ȃ̱LJKW�
DWWHQGDQWȃ��2WKHU�JHQGHU�VSHFL̰F�WHUPV��VXFK�DV�ȂDFWRUȃ�DQG�ȂDFWUHVVȃ��PD\�EH�UHSODFHG�E\�WKH�
RULJLQDOO\�PDOH�WHUP��IRU�H[DPSOH��ȂDFWRUȃ�XVHG�UHJDUGOHVV�RI�JHQGHU�

You should avoid references to a person’s gender except where it is relevant in a discussion. 

,I�\RX�GRQȃW�NQRZ�IRU�FHUWDLQ�ZKDW�JHQGHU�WR�XVH�ZKHQ�WDONLQJ�DERXW�D�SHUVRQȃV�ORYHG�RQHV��RU�
LI�\RX�DUHQȃW�VXUH�ZKHWKHU�VRPHRQH�LGHQWL̰HV�DV�PDOH�RU�IHPDOH��NHHS�\RXU�ODQJXDJH�QHXWUDO�
until you know what terms they prefer to use. For example, use the word ‘partner’ instead of 

‘wife’ or ‘husband’, ‘parent’ instead of ‘Mum’ or ‘Dad’, and ‘child’ instead of ‘son’ or ‘daughter’. 

You can also mix up the word order in common expressions, eg instead of saying, ‘men and 

women’, use ‘women and men’. 

,I�\RX�GR�QRW�NQRZ�WKH�PDULWDO�VWDWXV�RI�D�ZRPDQ�\RX�VKRXOG�XVH�Ȃ0Vȃ�LQVWHDG�RI�Ȃ0LVVȃ��<RX�
should also respect a woman’s preference to be referred to using the title ‘Ms’. A new gender-

neutral title ‘Mx’ is now being widely used by the Government and many businesses in the UK 

and should be included as a title option in any application or monitoring forms. 

$Q�H[DPSOH�RI�%0$�JRRG�SUDFWLFH

,W�LV�EHVW�SUDFWLFH�WR�XVH�ODQJXDJH�WKDW�DYRLGV�JHQGHU�GLVFULPLQDWLRQ��IRU�H[DPSOH��
avoiding the term ‘chairman’. We should all use the terms ‘FKDLU ’, ‘FR�FKDLUV’ and 

‘GHSXW\�FKDLU ’.



4 British Medical Association $�JXLGH�WR�H̯HFWLYH�FRPPXQLFDWLRQ� inclusive language in the workplace

*HQGHU�UHDVVLJQPHQW
Under the Equality Act 2010, a person has the protected characteristic of gender 

reassignment if they are proposing to undergo, are undergoing, or have undergone 

a process (or part of a process) for the purpose of reassigning their sex by changing 

physiological or other attributes of sex. 

7UDQVJHQGHU�LV�DQ�XPEUHOOD�WHUP�XVHG�WR�GHVFULEH�SHRSOH�ZKRVH�JHQGHU�LGHQWLW\�GL̯HUV�
from the sex they were assigned at birth. Gender identity is a person’s internal, personal 

sense of their own gender, whether male, female or non-binary (an umbrella term for a 

person who does not identify as male or female). For transgender people, the sex they were 

assigned at birth and their own internal gender identity do not match. 

7UDQVVH[XDO is an adjective to describe a person who was assigned one sex at birth, 

who is, or has implemented the personal process of gender reassignment through 

medical interventions (including but not limited to hormones and/or surgeries). Unlike 

transgender, transsexual is not an umbrella term. Many transgender people do not 

identify as transsexual and prefer the word transgender. Transgender may be preferred 

by some individuals mostly because it moves away from the sensitive sexual word and 

focuses more appropriately on the chosen and expressed identity of that individual. 

Trans-inclusive language is language that acknowledges that some people identify as 

D�JHQGHU�RWKHU�WKDQ�WKH�RQH�WKH\�ZHUH�DVVLJQHG�DW�ELUWK��,W�LV�EHVW�WR�DVN�ZKLFK�WHUP�
DQ�LQGLYLGXDO�SUHIHUV��,I�WUDQVVH[XDO�LV�SUHIHUUHG��LW�LV�EHWWHU�WR�XVH�DV�DQ�DGMHFWLYH��HJ�
transsexual woman or transsexual man. 

For more information look at the Stonewall glossary of terms.

0DUULDJH�DQG�FLYLO�SDUWQHUVKLS
,Q�WKH�8.�VDPH�VH[�FRXSOHV�KDYH�EHHQ�DEOH�WR�IRUP�D�OHJDOO\�UHFRJQLVHG�UHODWLRQVKLS��
known as a civil partnership, since 2005. Couples who form a civil partnership have a new 

legal status – that of a ‘civil partner’, where the couple gains rights and responsibilities 

similar to that of a marriage. A civil partnership ends only on a formal dissolution or 

annulment, or on the death of one of the parties. The Marriage (Same Sex Couples) Act 

2013 extends marriage to same sex couples, and couples can have a civil marriage in 

UHJLVWU\�R̲FHV�DFURVV�(QJODQG�DQG�:DOHV��,Q�0DUFK������OHJLVODWLRQ�WR�DOORZ�VDPH�VH[�
marriages was passed. 

When asking about marital status, it is better to ask about a person’s relationship status, 

RU�DERXW�WKHLU�PDULWDO�FLYLO�SDUWQHUVKLS�VWDWXV��,W ȃV�LPSRUWDQW�WKDW�UHODWLRQVKLS�VWDWXV�
includes the options of being: 

 – single 

 – married/civil partner

 – divorced/dissolved civil partnership

 – widow/widower/surviving civil partner 

http://www.stonewall.org.uk/help-advice/glossary-terms
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3UHJQDQF\�DQG�PDWHUQLW\
*HQGHU�LQHTXDOLW\�LV�UH̱HFWHG�LQ�WUDGLWLRQDO�LGHDV�DERXW�WKH�UROHV�RI�ZRPHQ�DQG�PHQ��
7KRXJK�WKH\�KDYH�VKLɓHG�RYHU�WLPH��WKH�DVVXPSWLRQV�DQG�VWHUHRW\SHV�WKDW�XQGHUSLQ�
WKRVH�LGHDV�DUH�RɓHQ�GHHSO\�URRWHG�

,W�LV�FRPPRQ�WR�DVVXPH�D�ZRPDQ�ZLOO�KDYH�FKLOGUHQ��ORRN�DɓHU�WKHP�DQG�WDNH�D�EUHDN�
IURP�SDLG�ZRUN�RU�ZRUN�SDUW�WLPH�WR�DFFRPPRGDWH�WKH�IDPLO\��,I�D�ZRPDQ�LV�IRUJHWIXO�
GXULQJ�SUHJQDQF\��WKLV�LV�RɓHQ�UHIHUUHG�WR�DV�KHU�ȂEDE\�EUDLQȃ��+RZHYHU��VXFK�DVVXPSWLRQV�
DQG�VWHUHRW\SHV�FDQ�DQG�RɓHQ�GR�KDYH�WKH�H̯HFW�RI�VHULRXVO\�GLVDGYDQWDJLQJ�ZRPHQ�

A large majority of people that have been pregnant or have given birth identify as women. 

We can include intersex men and transmen who may get pregnant by saying ‘pregnant 

people’ instead of ‘expectant mothers’.2

2 ,QWHUVH[ is a term used to describe a person who may have the biological attributes of both sexes or whose 

ELRORJLFDO�DWWULEXWHV�GR�QRW�̰W�ZLWK�VRFLHWDO�DVVXPSWLRQV�DERXW�ZKDW�FRQVWLWXWHV�PDOH�RU�IHPDOH��,QWHUVH[�SHRSOH�
can identify as male, female or non-binary. 
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5DFH��LQFOXGLQJ�HWKQLF�RU�QDWLRQDO�RULJLQV��FRORXU�DQG�QDWLRQDOLW\�
The UK is a racially and culturally diverse place. Using inclusive language is about valuing 

others and building bridges with people from any background. Our values guide us to adapt 

according to audience and context, adding a touch of warmth where appropriate. Race is an 

area where language changes particularly quickly and what is acceptable to some may not 

be to others. No individual is just one single thing and, therefore, no one can be summarised 

with a single word. Cultures and identities are continually changing, not least because of 

WKH�LQWHUDFWLRQV�WKH\�KDYH�ZLWK�HDFK�RWKHU��,W�LV�EHVW�WR�EH�JXLGHG�E\�WKH�WHUPV�SHRSOH�XVH�WR�
describe themselves.

You should only use a person’s race to identify, or describe, them if it is directly relevant to 

WKH�SRLQW�\RX�DUH�PDNLQJ��,WȃV�LPSRUWDQW�QRW�WR�DVVXPH�WKDW�D�SHUVRQȃV�DSSHDUDQFH�GH̰QHV�
their nationality or cultural background. Avoid stereotyping and making positive or negative 

generalisations about members of a particular race, ethnic, cultural or national group. 

,Q�WKH�8.��%0(��EODFN�DQG�PLQRULW\�HWKQLF��RU�%$0(��EODFN��$VLDQ�DQG�PLQRULW\�HWKQLF��LV�WKH�
terminology that is normally used to describe people of non-white descent. Terms such as 

%ODFN�%ULWLVK��%ULWLVK�0XVOLP��6RXWK�$VLDQ�%ULWLVK�DQG�VR�RQ�DUH�RɓHQ�DSSURSULDWH��'L̲FXOWLHV�
can arise with expressions that use ‘black’ in a negative way, eg ‘black sheep’, or ‘black mark’.

Where appropriate, it is good practice to make documents available in other languages, eg if 

a large proportion of an intended audience are not native English speakers. 

5HOLJLRQ�RU�EHOLHI
1RW�HYHU\RQH�GH̰QHV�WKHLU�LGHQWLW\�LQ�WHUPV�RI�D�UHOLJLRQ�EXW�DOO�KXPDQ�EHLQJV�KDYH�EHOLHIV�
and values. The accurate use of language in these aspects of human experience is to 

GHPRQVWUDWH�UHVSHFW�IRU�WKH�EHOLHIV�RI�RWKHUV��,W�LV�D�VLPSOH�EXW�LPSRUWDQW�PDUN�RI�UHVSHFW�IRU�
others if we use language that is appropriate to them. For example, to ask a Jewish or Muslim 

person their Christian name not only makes no sense, but is also highly disrespectful of their 

EHOLHIV��7KH�XVH�RI�WKH�WHUPV�ȂIRUHQDPHȃ�RU�Ȃ̰UVW�QDPHȃ�SUHYHQWV�DQ\�PLVXQGHUVWDQGLQJ�DQG�
DFNQRZOHGJHV�WKDW�SHRSOH�KDYH�GL̯HUHQW�EHOLHIV�

You should not make assumptions about individuals based on their professed religion or 

belief system. Not all members of a religion follow the same practices and observances. 

6RPH�RI�WKH�PRVW�FRPPRQO\�SUDFWLFHG�UHOLJLRQV�DQG�EHOLHIV�LQ�%ULWDLQ�DUH�������FHQVXV���

 – Christianity 

 – ,VODP
 – +LQGXLVP
 – Sikhism

 – Judaism

 – %XGGKLVP
 – No religion 

Further guidance on religions and the requirements of the Equality Act 2010 is provided in 

the ACAS guide Religion and belief in the workplace – some key areas. Further information 

FDQ�EH�IRXQG�LQ�WKH�%%&�*XLGH�WR�5HOLJLRQ��www.bbc.co.uk/religion/religions.

$Q�H[DPSOH�RI�%0$�JRRG�SUDFWLFH�

Religion and belief: best practice resource for arranging meetings

$Q�LPSRUWDQW�ZD\�LQ�ZKLFK�ZH�D̲UP�RXU�FRPPLWPHQW�WR�HTXDOLW\�DQG�LQFOXVLRQ�LV�
by considering the implications of religion and belief as factors that may prevent 

participation in meetings, eg religious holidays. The best practice resource Religion and 

%HOLHI��EHVW�SUDFWLFH�UHVRXUFH�IRU�DUUDQJLQJ�PHHWLQJV�SURYLGHV�SUDFWLFDO�LQIRUPDWLRQ�RQ�
things to be considered in order to show respect for, and sensitivity towards everyone.

http://www.acas.org.uk/media/pdf/d/n/Religion-or-Belief-and-the_workplace-guide.pdf
http://www.bbc.co.uk/religion/religions
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6H[XDO�RULHQWDWLRQ
Sexual orientation describes an individual’s enduring physical, romantic and/or emotional 

DWWUDFWLRQ�WR�DQRWKHU�SHUVRQ��/DQJXDJH�LV�RɓHQ�XVHG�LQ�D�ZD\�WKDW�LJQRUHV�WKH�IDFW�WKDW�D�
VLJQL̰FDQW�SURSRUWLRQ�RI�WKH�SRSXODWLRQ�LV�QRW�KHWHURVH[XDO��:H�QHHG�WR�EH�DZDUH�WKDW�DOO�
RXWSXWV��ZULWWHQ�RU�YHUEDO��PD\�EH�UHDG�DQG�KHDUG�E\�SHRSOH�RI�GL̯HULQJ�VH[XDO�RULHQWDWLRQV��
7KHUHIRUH��ODQJXDJH�WKDW�ZH�XVH�PXVW�EH�LQFOXVLYH�DQG�VKRXOG�QRW�FDXVH�R̯HQFH�

%H�FDUHIXO�QRW�WR�PDNH�DVVXPSWLRQV�DERXW�SHRSOHȃV�SHUVRQDO�FLUFXPVWDQFHV��)RU�H[DPSOH��
do not use terminology that assumes that everyone has a partner of the opposite sex. 

Always try to use the term that is preferred by the individual. The following terms are 

associated with sexual orientation:

%LVH[XDO
A person who has an emotional, romantic and/or sexual orientation towards more than 

one gender.

*D\
A man who has an emotional, romantic and/or sexual orientation towards men. The preferred 

term to describe homosexual men. Also a generic term for lesbian and gay sexuality – some 

ZRPHQ�GH̰QH�WKHPVHOYHV�DV�JD\�UDWKHU�WKDQ�OHVELDQ�

+HWHURVH[XDO�VWUDLJKW
A person who has an emotional, romantic and/or sexual orientation towards people of the 

opposite sex. 

+RPRVH[XDO
This might be considered a more medical term used to describe someone who has an emotional, 

romantic and/or sexual orientation towards someone of the same gender. The term ‘gay’ is now 

more generally used.

/HVELDQ
A woman who has an emotional, romantic and/or sexual orientation towards women. Some 

lesbian women prefer to be referred to as gay women.

For more information and resources visit the Stonewall website. 

http://www.stonewall.org.uk/
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Age

4XLFN�UHIHUHQFH�JXLGH

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

:KHQ�GH̰QLQJ�DJH�UDQJHV�GR�
not exclude older age groups. 

$JH�FXW�R̯�SRLQWV�DUH�RQH�RI�
the major ways in which the 

older population  

are excluded. 

Under 1, 1–9, 10–19, 

20–34, 35–54, 55–65

Under 16, 16–19, 20–24, 

25–29,  

30–34, 35–39, 40–44, 45–49, 

50–54, 55–59, 60–64, 65–69,  

70–74, 75+

Use the preferred term and be 

aware that language changes 

and evolves.

The elderly

Aged

Old people

Senior citizen

Pensioner

Older person

Older people

Older citizens

Older adult

When writing job descriptions 

and job/committee seat 

advertisements, focus on 

the skills and aptitudes 

required for the post rather 

than number of years of 

experience,  

or age.

[XX] many years’ 

experience

Mature

Young

Use words relating to the 

desired attributes of an 

applicant: 

proven experience

adaptable

enthusiastic person

reliable

good communication skills 

etc.

When interviewing 

candidates, try to avoid asking 

questions related to age, 

instead concentrate on the 

applicants’ competencies.

+5�KDV�D�EDQN�RI�FRPSHWHQF\�
based questions that also link 

to our values and behaviours. 

+RZ�ZRXOG�\RX�IHHO�DERXW�
managing older/younger 

people?

What skills do you have to 

HQDEOH�\RX�WR�H̯HFWLYHO\�
manage a team?
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'LVDELOLW\

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Avoid blanket expressions 

that refer only to the 

impairment. Make it clear 

that you are talking about a 

person. People should not be 

LGHQWL̰HG�RU�GH̰QHG�LQ�WHUPV�
of any impairment that they 

may have. The general rule is 

SXW�SHRSOH�̰UVW�
Use adjectives, rather than 

nouns, where it is  

important to identify 

someone’s impairment. 

The disabled

The blind

Wheelchair-bound

An asthmatic

Disabled people 

People with visual 

impairments, people who are 

partially sighted

Wheelchair user 

An asthmatic person

Use the correct term for the 

impairment. Avoid terms that 

DUH�QRZ�FRQVLGHUHG�R̯HQVLYH�
,I�LW�LV�QHFHVVDU\�WR�UHIHU�WR�
a person’s impairment or 

condition, check with the 

individual how they wish it to 

be described.

Spastic

Mongol

Mentally handicapped

Person with cerebral palsy

Person with Down’s syndrome

Person with learning 

GL̲FXOWLHV

Talk about barriers and 

solutions.

Avoid implying that people 

with impairments are less 

IRUWXQDWH��DUH�ȂVX̯HULQJȃ��
present a ‘problem’, or require 

any special treatment.

Special arrangements 

have been made to 

accommodate deaf 

people

 

Please let the organisers 

know if you cannot use 

stairs

Please let us know if you 

require any assistance 

to enable you to attend/

SDUWLFLSDWH��,I�\RX�ZRXOG�
like to discuss your access 

requirements further, please 

contact…

The facilities are equipped 

with loop hearing systems

When talking about the 

facilities that we have use the 

term ‘accessible’. 

Disabled parking space 

Disabled toilets 

'LVDEOHG�OLɓV�HWF

Accessible parking spaces 

Accessible toilets 

$FFHVVLEOH�OLɓV�HWF

Avoid any implication that a 

physical impairment implies a 

OHDUQLQJ�GL̲FXOW\�

Posing questions to 

others, eg would they like 

VRPH�FR̯HH"�'RHV�KH�
take sugar?

Speak to the individual 

themselves,  

eg would you like some 

FR̯HH"

Someone with learning 

GL̲FXOWLHV�GRHV�QRW�
necessarily have low or high 

intelligence, or any innate 

LQDELOLW\�WR�OHDUQ��,W�VSHFL̰FDOO\�
means that they have an 

impairment that is less suited 

to normal teaching methods.

Speaking slowly and 

assuming low intelligence

Speak in your normal manner 

and tone

When interviewing 

candidates, try to avoid asking 

questions related to age, 

instead concentrate on the 

applicants’ competencies.

+5�KDV�D�EDQN�RI�FRPSHWHQF\�
based questions that also link 

to our values and behaviours. 

+RZ�ZRXOG�\RX�IHHO�DERXW�
managing older/younger 

people?

What skills do you have to 

HQDEOH�\RX�WR�H̯HFWLYHO\�
manage a team?
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*HQGHU 

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Where you do not know and 

FDQQRW�̰QG�RXW�WKH�FRUUHFW�
gender of  

a correspondent. 

Dear Mr [NAME]

Dear Sir

Dear Ms/Mr [NAME] if you 

know the family name

 

Dear Sir/Madam if you don’t 

know the family name

:KHUH�\RX�NQRZ�WKH�̰UVW�
name  

and surname, but not the 

gender  

of the correspondent.

Dear Ms/Mr [NAME] 'HDU�>),567�1$0(@�>)$0,/<�
NAME],  

eg Dear Chris Jones

On forms, ask individuals to 

select from a comprehensive 

alphabetical list of titles, and/

RU�OHDYH�WKH�̰HOG�EODQN�IRU�
WKHP�WR�FRPSOHWH��,GHDOO\��
do not put the list into a 

perceived hierarchy.

Prof

Dr

Mr

Mrs

Miss

Ms

Mx

etc

Dr

Miss

Mr

Mrs

Ms

Mx

Prof

etc

Avoid using he, his, him etc to 

apply to both sexes. Use he, 

his, him, himself only when 

UHIHUULQJ�VSHFL̰FDOO\�WR�D�PDOH�
SHUVRQ��,QVWHDG�RI�UHIHUULQJ�WR�
both sexes with words such 

as he, him, his, use terms that 

cover both, eg ‘s/he’, ‘she or 

he’, ‘they’. 

The lecturer will display 

KLV�WLPHWDEOH�RQ�KLV�R̲FH�
door

 

Each student is 

responsible for material 

on loan to him

Lecturers will display their 

WLPHWDEOHV�RQ�WKHLU�R̲FH�
doors

 

Students are responsible for 

material they borrow

$YRLG�XVLQJ�KLV�RU�KHU�DɓHU�
‘each’, ‘someone’, ‘anyone’, 

‘nobody’.

Anyone who wants his 

work evaluated

Anyone who wants their work 

evaluated

Avoid using man to mean 

SHRSOH�LQ�JHQHUDO��,W�LV�QRW�
good practice to present 

material with the disclaimer 

that all masculine nouns and 

pronouns are to be taken as 

referring to both females and 

male.

Man or mankind

Man-hours

Manpower

+XPDQLW\��KXPDQV��KXPDQ�
beings, people, or society

:RUN�KRXUV�RU�VWD̯�WLPH�
 

6WD̯��ZRUNIRUFH��SHUVRQQHO��
workers

Avoid using terms that may 

JLYH�R̯HQFH�WR�ZRPHQ�RU�
men.

Girls 

Ladies 

Dear

Son

Love

The person’s name, their 

professional title or ‘men’ and 

‘women’

Avoid irrelevant, gratuitous 

gender descriptions. 

A female doctor

A male nurse

A doctor

A nurse

Avoid using Miss/Mrs unless 

the individual concerned 

expressly indicates that they 

wish otherwise.

Miss/Mrs Ms – This term is intended 

to parallel Mr as it does not 

identify marital status

Avoid titles that imply that 

the normal job-holder is of a 

particular gender.

Chairman

Policeman

Cleaning ladies

Chair, chairperson

3ROLFH�R̲FHU
Cleaners
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*HQGHU�UHDVVLJQPHQW

0DUULDJH�DQG�FLYLO�SDUWQHUVKLS

3UHJQDQF\�DQG�PDWHUQLW\

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Application forms and equal 

opportunities monitoring 

forms should be amended 

to include this new legal 

relationship status. 

Asking someone’s marital 

status or specifying 

marital status options: 

 – single

 – married

 – divorced

 – widow/widower

What is your relationship 

status? or 

What is your marital/civil 

partnership status?

Relationship status options:

 – single

 – married/civil partner

 – divorced/dissolved  

civil partnership

 – widow/widower/surviving  

civil partner

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

A large majority of people that 

have been pregnant or have 

given birth identify as women. 

+RZHYHU��WKHUH�DUH�VRPH�
intersex men and trans men 

who may get pregnant. 

Expectant mothers Pregnant people

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Use the term trans/

transsexual/transgender  

as an adjective rather than  

a noun

A transsexual Transsexual/transgender 

person or trans person

When you must use a gender 

VSHFL̰F�SURQRXQ��XVH�WKH�
term preferred by the 

individual.

,I�LW�LV�QRW�SRVVLEOH�WR�DVN�D�
transgender person which 

pronoun is preferred, use the 

pronoun that is consistent 

with the person’s appearance 

and gender expression.

She or her (for a trans-

male, ie female to male)

+H�RU�KLV��IRU�D�WUDQV�
female, ie male to female)

+H�RU�KLV��IRU�D�WUDQV�PDOH��LH�
female to male)

She or her (for a trans-female, 

ie male to female)

Don’t use phases that are 

reductive and overly-simplify 

a complex subject. A person’s 

sex is determined by a 

number of factors. 

%LRORJLFDOO\�PDOH�IHPDOH�
 

Genetically male/female 

 

%RUQ�DQG�PDQ�ZRPDQ

Assigned male/female  

at birth

Designated male/female  

at birth

%H�FDUHIXO�ZKHQ�GHVFULELQJ�
the personal process of 

gender reassignment. 

Sex change/sex change 

operation

Pre-operative 

Post-operative

Transition 

Referring to a sex-change 

operation, or using terms 

such as pre-operative or 

post-operative inaccurately 

suggests that one must have 

surgery in order to transition.



12 British Medical Association $�JXLGH�WR�H̯HFWLYH�FRPPXQLFDWLRQ� inclusive language in the workplace

6H[XDO�RULHQWDWLRQ

5DFH��LQFOXGLQJ�HWKQLF�RU�QDWLRQDO�RULJLQV��FRORXU�DQG�QDWLRQDOLW\�

5HOLJLRQ�RU�EHOLHI

For further information please contact Yasemin Dil, corporate equality, diversity  

and inclusion manager, strategy and insight directorate on ydil@bma.org.uk

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Use adjectives, rather than 

nouns, where it is important 

to identify someone’s race. 

The Asians etc… Asian students etc…

Avoid irrelevant, gratuitous 

ethnic descriptions.

A Chinese professor A professor

,W�LV�LPSRUWDQW�WR�DOZD\V�DOORZ�
SHRSOH�WR�GH̰QH�WKHPVHOYHV�

Coloured people

%ODFN�$VLDQ�ZKHQ�
referring to all minority 

ethnic groups

The term preferred by the 

individual, eg Asian, Afro-

&DULEEHDQ��%ODFN�HWF

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Avoid using terms that may 

R̯HQG�SHRSOHȃV�UHOLJLRXV�
sensibilities. 

Surname is not unacceptable. 

+RZHYHU��WKLV�ZRUG�PD\�
originate from sire-name,  

or the name derived from 

one’s father.

The term ‘last name’ should 

not be used as it could be 

confusing to Asian groups who 

SODFH�WKHLU�IDPLO\�QDPH�̰UVW�

Christian name

Surname 

Last name

First name, given name,  

forename or personal 

Family name (preferred term)

+HOSIXO�KLQWV ,QVWHDG�RI��� 8VH���

Use the term preferred by  

the individual. 

The blanket term 

homosexual

Gay, lesbian, bisexual, gay 

man, gay woman

Use all these terms to 

describe these groups/

individuals

/*%��OHVELDQ��JD\�DQG�
bisexual) is a common 

acronym used for the 

collective term

Use adjectives, rather than 

nouns, where it is important 

to identify someone’s  

sexual orientation.

Lesbians, gays or 

bisexuals

People who are lesbian, gay  

or bisexual

Avoid assumptions about a 

person’s sexual orientation 

and using heterosexual-

centred language. Such 

language is based on the 

belief that heterosexuality is 

the only normal, valid or moral 

basis for partnerships.

+XVEDQG��ZLIH�DQG�VSRXVH
Girlfriend or boyfriend

Family planning clinic

Partner or accompanying 

person (so as to not 

discriminate between 

married, unmarried or same  

sex partners) 

Partner (or term preferred by  

the individual) 

Sexual health clinic or sexual 

health and wellbeing clinic
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