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I. Purpose 

The purpose of this policy is to enable members of the campus community including 
students, faculty, staff, alumni and applicants to use and be known by a preferred 
name that affirms, reflects, and/or expresses their gender, culture, and/or other 
aspects of their social or personal within the University community whenever a legal 
name is not required. 

II. Accountability 

At the direction of 



1. The University of La Verne recognizes that many individuals use and are 
known by a name other than their legal name due to their gender 
identity, cultural background or other aspects of their social or personal 
identity. 

2. To the maximum possible extent, faculty, staff, and students of the 
University of La Verne will be allowed to use, be known by, and be 
called by the first and/or middle name of choice whenever a legal name 
is not required. All University offices and personnel are expected to 
respect a person's request to be known by their preferred name and to 
use that name when interacting with individuals who have followed the 
process outlined in this policy. This expectation covers all areas of the 
University including employment, academic instruction, advising, 
student life and other parts of the University community. 

3. The University of La Verne will make good faith efforts to display 
preferred names to the University community where feasible and 
appropriate, and to update the reports, documents and systems 
designated to use preferred names. The University will not guarantee 
that the preferred name will appear in all locations or in all 
circumstances. 

4. Use of Legal Name: 
i. The University will not use the preferred name on 

documents or in systems that require the use of the legal 
name for legal or business related reasons. The 
individual's legal name will continue to be used for these 
records, which include but are not limited to the 
following: 
1. Admissions Records 
2. Official transcripts, grade reports and end of 

term/semester reports excluding Deans Lists 
3. Enrollment verifications 
4. Employment and personnel records 
5. Paychecks and tax documents 
6. Financial aid records 
7. Medical records 
8. Disciplinary records 
9. Law enforcement/Security records 
10. Student Billing 

ii. In order for an individual to change their legal name, 
he/she is required to submit appropriate documentation 
to verify the change has been made through the 
appropriate state/country of residence. The process for 
changing a legal name varies by state and country of 
residence. The University cannot initiate a change of a 
legal name. 



1. Individuals must pursue a legal name change with 
appropriate state and/or federal authorities and 
then submit a legal name change document 
(typically a court order) to the Office of the 
University Registrar. 

2. Employees must also submit the document to 
Human Resources along with a new Social 
Security card showing the new legal name, and 
complete an updated I-9 form. 

3. U.S. residents must change their legal name with 
the Social Security Administration as well. 

5. Diploma: 
i. The University considers the diploma to be a ceremonial 

document, and students may request to use either a 
legal name or a preferred name on a diploma using the 
Application for Graduation form.   Please be advised that 
in some situations the diploma may need to be used as a 
legal document.    This requires the name appearing on 
the diploma to match other legal documents (transcripts, 
application for employment, Visa/Passport, etc.) to be 
accepted as valid.   International students or students 
who want to be employed outside of the United States 
should always use their legal name on the diploma.    
Students who request a preferred name to appear on the 
diploma who later wish to have a diploma issued in their 
legal name or any other name will be charged the 
appropriate fee for that service. 

6. Background Checks and Legal Processes 
i. Individuals who request and use a preferred name must be 

aware that the preferred name will constitute an alias name.   
The University may be name  
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VI. Attachment 
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Attachment A 
Procedures For Requesting A Preferred Name 

REQUESTING A PREFERRED NAME 

a&''$0+!)+&4$0+) 8#( 8,)# +( &)$ 1!%'$*$''$4 013$ 31/ .(3%-$+$ +#$ *(--(8,05 *('3 
104 )&23,+!+#$ *('3 +( +#$ A**,.$ (* +#$ B$5,)+'1'> 

Z1.&-+/ 1049(' )+1** 8#( 8,)# +( &)$ 1!%'$*$''$4 013$ 31/ .(3%-$+$ +#$ *(--(8,05 
*('3 104 )&23,+!+#$ *('3 +( +#$ A**,.$ (* C&310 B$)(&'.$)> 

?-&30, 8#( 8,)# +( &)$ 1!%'$*$''$4 013$ 31/ .(3%-$+$ +#$ *(--(8,05 *('3 104 
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Requesting Use Of A Preferred Name Form 

0123*(145 -6723 (145 ******************/68895 (145 

a&''$0+!O$51- T13$U fffffffffffffffffffffffffffffffffffffffffffffff 

D* .&''$0+!)+&4$0+U N+&4$0+!DVU fffffffffffffffffffffffffffffffffffff 

D* ?-&3019?-&30&)U N+&4$0+!DVU fffffffffffffffffffffffffffffffffffff 

D* .&''$0+!$3%-(/$$ W3%-(/$$ DVU fffffffffffffffffffffffffffffffffff 

-6723 (145 ********************************/68895 (145 :6; 1<<96=1>95? 

@'$*$''$4 T13$U fffffffffffffffffffffffffffffffffffffffffffffff 

a(0+1.+!D0*('31+,(0U 

WK31,- .(0+1.+!,0*('31+,(0 ffffffffffffffffffffffffffffffffffffffffff 

@#(0$!T&32$'U ffffffffffffffffffffffffffffffffffffffffff 

N,501+&'$ (* ?%%-,.10+U ffffffffffffffffffffffffffffffffffffffffff 

V1+$U ffffffffffffffffffffffffffffffffffffffffff 


