
Policy on Changes to Student Names 

Under the law in England, Wales and Northern Ireland, if you want to be known by a different name you can change your 
name at any time, provided you do not intend to deceive or defraud another person. There is no legal procedure to follow in 
order to change a name. You simply start using the new name. You can change your forename or surname, add names or 
rearrange your existing names.   

Like other public organisations and financial institutions in the UK, however, universities have a duty to prevent fraud and so 
can exercise the right to make certain requirements mandatory.  There is no requirement by the University of Lancaster 
to see certified evidence for a change of gender. 

In order to reduce the risk of fraudulent applications and enrolments the University of Lancaster requires every applicant, 
whether applying through a clearing house or directly to the University, online or on paper, to apply using the name shown 
on their passport (for all overseas applicants), birth certificate, marriage certificate or civil partnership certificate.  If the style 
of separate forename/given name(s) and surname/family name is not used in your culture, then you should insert your 
complete name on the surname line of any form. 

The name shown on your approved documentation will be the name recorded in the University's student records system 
and will be used throughout your academic career at Lancaster, unless a change of name is formally requested. The 
recorded name will be used on any acceptance letter and visa documentation that the University issues before the 
completion of the registration process. Any discrepancy between your official documents and our correspondence to 
you is likely to cause delays in subsequent processes, therefore any misspelling that may have occurred, however minor, 
must be notified to us immediately so it can be corrected before any further correspondence is issued.  

Your formally recorded name will appear on your official University record and on your academic transcript and degree 
certificate. If you need to have your name changed, the University will change your name on the central student record 
system to reflect that new name and your new name will replace your old name and be used from that time on.  We will 
inform other departments and service providers located at the University on your behalf if you formally request that we do 
this on the Change of Name form you will need to complete. 

You should also note that the University accepts no responsibility for any consequences arising from the change of 
name which occur outside the University; if you change your name within the University you should also notify all 
other relevant external bodies of the change. 

To request a change to your name on the University’s student records system during your academic career you should 
complete the Change of Name form and submit this, with the appropriate accompanying documentation.  It is important 
to make sure that any corrections or changes to your name are requested before an award is made.   

Once you have graduated, it is not possible to retrospectively change your name on our records or produce documentation in 
your new name.  Academic transcripts and degree certificates will not be re-issued unless the name change is related to a 
gender reassignment.  You cannot, for example, have your degree certificate re-issued in your maiden name, if you graduated 
in your married name and subsequently divorced after you had finished your studies.  
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