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1. Policy Document for Governors and Staff

Purpose:
To outline how the school handles requests for a child to be known by a preferred name
while ensuring compliance with legal and safeguarding requirements.

Policy Statement:

- The school will respect requests for a preferred name for the child for informal use in day-
to-day settings.

- The legal name (as shown on the birth certificate or official documentation) must remain
on all statutory records, including attendance registers, examination entries, and
safeguarding documentation.

- Preferred names can be used in classroom settings, internal communications, and
informal correspondence (e.g., newsletters).

Procedure:

1. Parents/carers must submit a written request specifying the preferred name for the child.
2. The school will confirm whether the request is for informal use only or if a legal name
change is intended.

3. The school will update the ‘Preferred Name’ field in the SIMS system but retain the legal
name for official purposes.

4. Staff will be informed of the preferred name for classroom use.

5. All requests and correspondence will be recorded for safeguarding purposes.

Safeguarding Note:
If there is any dispute between parent/ carers with parental responsibility, the legal name
will remain in use until resolved legally.

Links to Policies -
Child Protection Policy

Equality and Inclusion Policy



2. Template Letter to Parents

KIRCUBBIN INTEGRATED

PRIMARY SCHOOL

Learn to Love, Love to Learn

Subject: Request for Preferred Name Use
Dear [Parent/Carer],
Thank you for your request for [Child’s Name] to be known by a preferred name in school.

Please note:

- The legal name must remain on official records such as attendance, safeguarding, and
examination entries.

- We are happy to use the preferred name in informal settings (classroom, newsletters,
etc.).

- If you wish to change the legal name, we will require official documentation (e.g., Deed
Poll or court order).

We will update our systems to reflect the preferred name for informal use. If you have any
questions, please contact the school office.

Kind regards,
(Principal)
Kircubbin IPS



3. Step-by-Step Checklist for Office Staff

e Receive written request from parent/carer.

e Check parental responsibility - if both parents share responsibility, confirm agreement.

e Record the request and file securely.

e Update MIS: Legal Name unchanged; Preferred Name updated as requested.

e Inform relevant staff (class teacher, SENCO, etc.).

e Ensure all official documents (exam entries, safeguarding records) use the legal name.

e Communicate clearly with parents/carers about the distinction between legal and
preferred names.

The policy was adopted by the Board of Governors at a meeting held on
Wednesday 28™" January 2026.

Signature of Chair of the Board of Governors




