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1. OVERVIEW AND PURPOSE OF POLICY
In order to fulfil a wide range of legal responsibilities and to uphold the highest standards in its administrative and academic work, the University acknowledges the importance of securing accurate records of the identity of all its students. The Student Names Policy (“The Policy”) sets out the University’s approach in this area. The Policy is underpinned by a balance between the requirements of statutory and non-statutory responsibilities and student needs and expectations. 

2. RECORDING OF NAMES
The University’s Student Records Database (SRDB) provides a record of a student’s legal name as the name appears on a student’s passport, birth certificate or driving licence
. The name is recorded and checked during the initial registration process and each student is required to provide evidence of his/her legal name. The record remains unchanged for the duration of a student’s studies and beyond, unless formal notification is received from the individual student and a request made for the name to be changed.

3. USE OF LEGAL NAMES
The name recorded on the SRDB is used by the University for all formal activities, including those related to legal requirements, such as determining immigration status. This name also appears on any formal documentation produced by the University to record a student’s academic achievement, such as degree certificates and transcripts. Without exception, the University does not permit preferred, alternative or amended names to be used for these purposes. 

4. CHANGING THE UNIVERSITY’S FORMAL RECORD
The process to change the University’s formal record of a name is managed by the Registry. A student wishing to change his or her name is required to provide in person one of the following forms identification showing the new name before the change may be made:

· A valid passport;

· A valid driving licence;

· A marriage certificate;
· Formal notification of divorce; or
· Formal deed poll notification. 

The University does not change the formal record as indicated on the SRDB if satisfactory evidence of a legal change of name is not provided.
5. PREFERRED NAMES

The University permits a student to indicate a preferred name as an alternative to the formal name recorded on the SRDB. Examples
 of circumstances where a preferred name may be applicable for use include:

· international students wishing to adopt a different name during their time at the University;

· students in the East 15 Acting School, who may adopt a stage name; or

· students who wish to be known by a middle name rather than their first name.

While the University understands and accepts the need for permitting preferred names to be recorded on its systems for use across the University, it reserves the right to refuse to record a preferred name if it is not considered appropriate for the purpose in which it is intended. 
6. RECORDING AND USE OF PREFERRED NAMES

A preferred name is recorded on the SRDB upon request alongside the legal name, usually during the registration process. It may be used for the production of class lists and for more informal communication with the student. Changes to a preferred name are managed via the Registry, again upon request. No formal documentation is required to make a change. The University reserves the right to refuse to change a preferred name if the change is not considered appropriate for the purpose in which the preferred name is intended.
7. POLICY REVIEW
The Policy is reviewed regularly as part of the preparation for the annual registration event to ensure it continues to meet the University’s legal and operational requirements.  
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� Please note that the University may accept other forms of identification for this purpose but it is at the University’s discretion; a valid passport is the preferred form of identification.


� This is not an exhaustive list of examples and is included in the policy in order to demonstrate the uses of preferred names that the University considers appropriate.   





