GENDER, TITLES, and PRONOUNS:
[bookmark: _Hlk515883340]The most accurate source of information regarding gender and title is the constituent. Additionally, the gender information received from Admissions, the Registrar, and Human Resources is considered accurate unless we are informed otherwise by the constituent. 

When researching a constituent, be sure that the source of information is current, verify with more than one source, and use caution to avoid assumptions regarding gender.

Gender and gendered titles should not be inferred solely by the person’s first name.

Gender and gendered titles should not be inferred solely based on relationships in Davie.

[bookmark: _Hlk515630478]When adding a new record individually, in batch, or in a data load, if a gender or a gendered title is not provided, the Titles should remain blank and Gender should be Unknown. If a gendered title is provided, the appropriate female or male gender may be added. Conversely, if female or male gender is provided, the appropriate gendered titles may be added.

When updating a Title to a gendered or gender-neutral value, Davie may change the Gender to the associated gender or to “Unknown,” so data entry staff must take extra care to return the Gender to the accurate value.

When a change to gender or title is requested on an existing record in Davie, consider the following: 
· Verify the source of the information and the reason for the change. 
· Information that comes directly from the constituent is the most reliable.
· Information that comes from research should follow the guidelines previously listed above regarding research.
· If a change is requested on any one of title or gender or pronouns, use caution when assuming the other items should change as well. Ask the requestor if the other items should be changed too.
· Verify if the change is correcting an error or if it is an actual change in gender or title.
· Update gendered or gender-neutral relationships if necessary. For example, if gender is changed from female to unknown, sister should be changed to sibling.  
· Use the Special Information area to document these changes.
· A separate entry should be added for each item that has been changed. If both gender and title have been changed, add a separate Special Information item for each one.
· Be mindful of the language used in the Special Information Comment. Avoid language or detail that is too personal. “Per constituent request” is often sufficient. 

Mx. is a gender-neutral title.
· Mx. should be used ONLY if self-reported by the constituent, such as through online giving or a direct request to University Development. 
· Mx. should NOT be added to a record if gender is simply unknown and the constituent has not specifically requested the title.

[bookmark: _Hlk515455271]If Mx. (or no title at all) is requested:
· Constituent is already in Davie – Change (or remove) Title and Title 2, but don’t change Gender, unless specifically requested by the constituent. Add a Special Information item for Title.
· Constituent is new – Title and Title 2 are Mx. (or blank), and Gender is Unknown, unless specifically requested by the constituent. Add a Special Information item for Title. Add a Special Information item for Gender, if appropriate.

If a constituent requests to use specific pronouns, a Special Information item for Pronouns should be added.

