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READING HOSPITAL SCHOOL OF HEALTH SCIENCES
POLICY NO. 375

SUBJECT: Preferred First Name

Responsibility of: Director of RHSHS
Originated: May 2021 Revised: June 2021 Reviewed: June 2021

SCOPE: Students enrolled at the Reading Hospital School of Health Sciences (RHSHS).

PURPOSE:

RHSHS recognizes that students may use first names other than their legal or official name as
first provided to the school to identify themselves. For some students, a chosen or preferred
name may be an important component of identity. Therefore, RHSHS has established guidelines
that allow students to indicate their chosen or preferred first name even if they have not formally
changed their official/legal name.

POLICY:

RHSHS students may choose to identify themselves within the school community using a
preferred first name that differs from their official/legal name. A student may request to use a
preferred name, instead of the person’s official/legal name, on select RHSHS-related systems
and documents, provided that the preferred first name is not being used for the purpose of
misrepresentation.

RHSHS will be required to use legal first names in certain official documents and systems such
as, but not limited to transcripts, official RHSHS application for admission, GradPro,
WebConnect, National Student Clearinghouse reports, and all financial aid records.

Primary (last) name changes are only permitted in cases of legal name changes through the
Courts.

Before opting to make any changes to a name on school-related documents, students must take
into consideration that most professional licensing requirements require that individuals use their
legal name for credentialing/licensing purposes. Therefore, the student’s legal name within the
RHSHS database system (GradPro) and the legal name listed on the transcript, is the name that
will be forwarded by RHSHS to licensing/credentialing/testing agencies. PLEASE NOTE:
Students who arrive to take their credentialing/licensing examinations may be turned away
if the identification provided at the site does not 100% match the legal name provided to
the school and forwarded to the licensing/credentialing center. In addition, most agencies
request an official transcript for verification of education. However, some agencies may also
request to see a copy of the diploma. Students are advised that using a preferred name on school
documents such as a diploma may result in denial, delay, scrutiny, and/or requests for additional
proof of identification associated with applications for employment, licensure, credentialing, or
other processes that require verification of education records.
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DEFINITIONS: NA
PROCEDURE:

Students must make a request through the Registrar’s Office and complete the Request for
Change of Personal Information form. All requests are reviewed on a case by case

basis. Following the approval of a request for a change of preferred first name, RHSHS will
attempt to use a student’s preferred first name in written and verbal communications (whenever
possible) in non-legal documents.

ID Badge and email address: ID badges and email addresses are supplied by Reading Hospital
according to policy established by Reading Hospital (see RH Policy Manager). RHSHS will
support students seeking to change their first name on ID badges and email addresses.

A student’s official/legal name will continue to be used in school-related systems and documents
that require a verified legal name including database system (GradPro), official transcripts,
National Student Clearinghouse data, financial aid records, and degree verifications.

A student’s preferred first name may be used for documents that serve no legal purpose such as
class rosters.

Diploma: It is recommended that the diploma name match your official/legal name, however a
preferred name may be considered for use on the diploma. The student’s name listed on a
diploma or certificate must match the official/legal name on file at RHSHS (first name, last
name) with the following exceptions:

Option to use preferred name.
o This includes the option of a first name which conforms with the graduate’s
genuine expression of gender identity.
o The preferred name requested on a diploma must match the preferred name listed
in GradPro as necessary for future educational verification purposes.
e Option to use first name or only an initial for first name.
e Option of middle name or initial in place of first name. Middle name must be entered in
GradPro.
o Inclusion of surnames as culturally appropriate. Surnames must be entered in GradPro.

EDUCATION AND TRAINING: NA

REFERENCES: NA

COMMITTEE AND COUNCIL APPROVALS: RHSHS Director’s Meeting, (June 2021)
CANCELLATION: Reading Hospital or Tower Health policies directly related to this topic

shall supersede this RHSHS policy. This policy supersedes all previous policies, memoranda,
and/or other communications pertaining to this policy.
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