	
	
	



Personal Identity Data Guidance
1. Introduction
1.1. The University celebrates and values the diversity of its staff and students and, as part of its strategy, is committed to providing an inclusive and welcoming community where staff and students are treated as individuals and enabled to meet their full potential. 
1.2. In accordance with the Equality Act 2010, the University has the legal responsibility to prevent and eliminate unlawful harassment, discrimination and/or victimisation and other behaviour prohibited by the Act. 
1.3. This guidance builds on the work of the Gender Identity Policy, in compliance with the University’s Data Protection Policy, and seeks to ensure that all members of the University feel respected and welcomed. By adhering to staff and students’ preferred names, the University is furthering its commitment to treating people with dignity and respect and to reducing instances of deadnaming within its community.
1.4. The committed use of preferred (first) names enforces the University’s pledge to fostering an outstanding and inclusive community at Bath and to celebrating difference and diversity; in particular, by recognising, and respecting that some cultures have different naming conventions and that these form an important part of an individual’s cultural identity. 
2. Purpose of Guidance

2.1. The purpose of this guidance is to:
2.1.1. define the University’s approach to acknowledging and amending identity data and how this data is held and processed.
2.1.2. adopt a standard set of terminology relating to personal identity data across the University’s digital landscape.
2.2. Identity
This guidance covers several key areas of identity and sets the standard terms which the University will use (see appendix A for definitions):
· Title
· Legal name
· Preferred (first) name 
· Surname
· Professional name
· Deadname
· Legal gender
· Gender identity 
· Pronoun(s)
· Pseudonym
3. Scope

This guidance supports our commitment, intent, and principles for equality and applies to all our prospective applicants for employment and study, employees, and students (including alumni) as well as ‘third parties’ such as contractors, visitors, and partners. 
4. Roles and Responsibilities

4.1. The University
4.1.1. has the legal responsibility under the Equality Act 2010 to prevent and eliminate unlawful harassment, discrimination and/or victimisation and other behaviour prohibited by the Act, on the grounds of someone’s trans status or history. It is also a criminal offence under section 22 of the Gender Recognition Act 2004 to disclose protected information relating to a person’s previous gender or any application for gender recognition that they have acquired in their official capacity as an employer or prospective employer even if not done maliciously or with the intention to harm the trans person.  Under the Public Sector Equality Duty, the University must also advance equality of opportunity and foster good relations among all members of our community. 
4.1.2. will ensure that this guidance is widely promoted using a variety of methods to make sure that it is accessible to all, ensuring that appropriate frameworks and processes are established and maintained to support the implementation of this guidance alongside regulated data compliance.
4.2. Heads of Department and Line Managers
As part of their leadership and management role, all senior leaders, Heads of Department, line managers and supervisors each have a responsibility to undertake the following:
· Lead by example in implementing this guidance, being a role model for positive inclusive behaviour and engaging fully with any identified training. 
· Promote, implement, and communicate this guidance, making sure that everyone in their area of responsibility is aware of it and understands their responsibility in relation to it – utilising advice and support from HR, Student Support and Safeguarding, The Students’ Union (The SU), the Culture & Inclusion Team and other relevant University support services. 
· Seek and take account of advice on managing personal identity data from Data Governance and Data Protection Teams as well as HR, Student Support and Safeguarding and the Culture & Inclusion Team (and, where appropriate, the Legal Team), and provide support to students, staff, and visitors, either directly or by signposting them to advice and support.
· Support all staff and students to express their identity in the way they feel most comfortable within their department.
4.3. Data Custodians
The Digital, Data and Technology team (DDat) will lead the University’s commitment to delivering a successful implementation of information security management and acts as the data custodian, ensuring systems are securely maintained. 
4.4. Data Owners
Data Owners, such as those within Academic Registry, HR, Admissions, and the Advancement Office, are senior members of the University who are accountable for the data within their domain. This includes ensuring it is high quality and fit for purpose for both operational and strategic needs. They are also a point of escalation for the Stewards. 
4.5. Data Stewards
Data Stewards are responsible for the definitions and quality of data sets within a data domain. Stewards write and maintain definitions and help develop data quality checks to ensure that data is fit for use. Many of these colleagues will use/have access to identity data. 

4.6. Data Access Holders
Anyone with access to data (such as data reports) is responsible for using the most current information in accordance with the guidelines set by Data Governance and Data Protection. 

4.7. Culture and Inclusion Team
The University’s Culture and Inclusion (C&I) Team, in consultation with relevant University committees and departments, is responsible for developing guidance and best practice to support meeting the legal requirements and for developing our culture of care. 

4.8. Student Support and Safeguarding
Student Support and Safeguarding provide advice and guidance on support related to gender identity, including providing materials and training. If a trans student has any concerns about their experience at the University, they can request a confidential meeting with Student Support or consider alternative reporting options. Student Support provide support to all students at the University and offer wellbeing, counselling, and mental health support.

4.9. Human Resources
HR provide advice and guidance  to support staff and line managers in relation to gender identity. If a trans member of staff has any concerns about their experience at the University, they can request a confidential meeting with a HR advisor or business partner or consider alternative reporting options.

4.10. Individuals 
Individuals are responsible for ensuring the accuracy of the data they provide to the University, for example, when a student applies, registers, and progresses through their course, and for promptly notifying the University of any updates or changes to this information. 

Individuals may change their name and personal details, provided that it is not intended to defraud or deceive another person. The University has a duty to prevent fraud and therefore will need appropriate evidence (as outlined below) and may update its requirements in this area from time to time to reflect the law and best practice.

5. Legal Duties

This guidance is based on the following legislation: The Home Office Change of Names Guidance, The Data Protection Act 2018 and The Equality Act 2010. This guidance should be read and implemented in full compliance with our Freedom of Expression Code of Practice (Section 18). 

5.1. Data Protection 
The University complies with the Data Protection Act 2018 and all personally identifiable data processed in activities related to this guidance will be done so in accordance with the principles contained within the Act. The Article 6 Lawful Basis for this personal data processing is Public Task and we rely on the Explicit Consent exemption in Article 9 for any Special Category data. 
Please note that all data held by the University in connection with any change of name will be treated in confidence.
Further details about how the University processes and disposes of student and stff personal data can be found on our website.
5.2. HESA Compliance
While the University is committed to respecting the diverse identities of all our students and staff, including their preferred names and gender identity, we are required to collect and maintain specific data for compliance with Higher Education Statistics Agency (HESA) reporting. The data we provide on students includes personal characteristics data such as legal name and legal gender. HESA also collects similar data on staff working within higher education. 
6. Guidance

The University commits to adopting the following as standard practice: 
6.1. Legal Names and Preferred Names
The University is committed to using the preferred first names of individuals in our community wherever possible. This is the name which a person has chosen to be known by, and which can be different from their legal name; this is sometimes referred to in university systems as the ‘known as’ name.
There are some instances, however, when the University will use an individual’s legal name:
· Award certificates (determined by the Director of Academic Registry)
· Award transcripts (determined by the Director of Academic Registry)
· Records of Assessment (determined by the Director of Academic Registry)
· Formal letters - where the content would have a legal bearing, or support confirming a person’s legal identity with a third-party organisation.
· Legal contracts
· To meet external statutory requirements, for example government reporting, HMRC and immigration documentation.
· Tenancy agreements for university-owned accommodation.
· Clarity Go Travel Booking System – to match with passport information for air tickets.

The University is undertaking a programme of work to update its digital systems and endeavours to have this completed in the future, to ensure that in all other instances, we will refer to a student or staff by the name of their choosing – their preferred name(s).
6.2. Titles 
A ‘title’ refers to a marker used before someone’s name, denoting their social rank, qualifications, position in an organisation, gender etc. The University will use someone’s professional title, for example Doctor or Professor, for its formal documents and records, and in systems such as Person Finder.
6.3. Pronouns
The University encourages staff and students to share their pronouns, which is the way they choose to be referred to (for example ‘he/him,’ ‘she/her’ or ‘they/them’). There are different ways to share pronouns:
· In an email signature
· At the start of meetings
· As part of a profile on Teams
· In SAMIS (students) and ESS (staff)

These are not requirements but are helpful and meaningful ways of sharing pronouns that encourage others to do so, too. Guidance on the use of pronouns can be found on our website.
6.4. International Naming Conventions
[bookmark: _Hlk182995999][bookmark: _Hlk182995965]As a global institution with a significant number of different nationalities, we recognise that many cultures have naming practices relating to written order and parts of the name which form an important part of an individual’s cultural identity, and which differ from those in the UK.
For example, the University recognises and respects that Chinese naming conventions follow a different order to British English naming conventions; a Chinese full name consists of a surname (family name), which comes first, followed by a first name (personal name). Additionally, 'middle names' as understood in Western contexts, do not typically exist in Chinese or Japanese cultures. In the Spanish, Portuguese, Brazilian and Columbian traditions, individuals will often have two surnames. Similarly, in Russia, it is common for people to have three names - a first name, a patronymic (derived from their father’s name), and a family name.
In line with this, all staff and students are encouraged to provide their preferred name, especially where their legal name does not easily conform with the University's naming conventions.
6.5. Professional Names
The University accepts the use of an alternative ‘professional’ surname, and central use of this field is a requirement for new system configuration, in which professional name will display as the ‘known as’ name on Person Finder, if desired.
A professional name may be used for a variety of reasons, including:
· where an academic has previously published under another name and wishes to continue publishing under that name.
· where a student going on placement chooses to use a different identity from that which they use within the University. 
6.6. Pseudonyms 
The University understands that, for personal security reasons, some individuals may opt to use a pseudonym while studying or working. In such cases, students and staff can update their preferred name themselves and can access wellbeing support from the University. Full information about support services for students and staff can be found on our website.
7. Identity Change Processes
To capture identity information, the University has processes allowing identity changes to take place. Under those processes, individuals (students and staff) can make changes to the data that the University holds about their identity, including their name, gender, title, and the pronouns they use (see sections 7.1 - 7.3 for full details). 

We will require evidence for a change of:
· Legal name 
· Legal gender
We will not require evidence for a change of preferred name, gender (affirmed) or pronouns.

7.1. Students:
7.1.1. Preferred Names - current students may choose to amend their preferred first name, which is called their ‘known as’ first name. This name will then be used for day-to-day activities such as class-lists, reports etc. Students can update this, their (affirmed) gender, and their pronouns, themselves using SAMIS, and no evidence is needed to do this.
7.1.2. Legal Names – current students are required to complete and submit a form to request a change of name, attaching the evidence. 
Accepted evidence includes:
· Marriage or civil partnership certificate
· Deed poll – enrolled or unenrolled
· Birth certificate
· Statutory declaration
· Affidavit
· Passport
· Driving license
· Divorce papers (accompanied by signed documentation that confirms a change of name)
If a student is unable to provide evidence, they will be contacted to discuss their circumstances and agree how the University can support them. For students who are Visa holders, all requests will be reviewed by the Student Immigration Service before any updates are made to their details. They may contact the student for verification purposes.
Full information can be found on our dedicated webpage.
7.1.3. Other Systems
At present, some systems will need to be updated separately:
· IT usernames
· Pronouns in Microsoft Teams
· The University Medical and Dental Centre records
· Disability Access Plans (DAPs) 
· Library Cards
Full information about systems which need to be updated separately can be found on our website.
Students who are also working for the University should be aware that, at present, any changes made to student records will not pull through to the University’s HR systems and that these changes will need to be made separately (see section 7.3 for staff guidance).
7.2. Graduates:
For graduates, the process for name changes will differ dependent on an individual’s circumstances:
7.2.2. Change of name by deed poll or other legal process (not related to gender) - we do not reissue award certificates due to a name change after marriage or if graduates use a different name professionally after they have completed their studies. 
7.2.3. Change of gender because students are transitioning (or have already done so) - once a student has graduated, they can inform us that they have (or have plans to) permanently change their gender and this has resulted in a change of name. We can change the legal name held on graduate student records or produce documentation such as academic transcripts or award certificates in their new name. 
Full information related to this process is available on our website.
7.3. Staff:
7.3.1. Preferred Names and Pronouns - staff can update their ‘preferred first name’ and select their pronouns using the Employee Self Service (ESS) system. We do not need any evidence, although in some instances we might contact the staff member to confirm the change. 

[bookmark: _Int_PctjX5Te]7.3.2. Legal Names – staff wishing to change their formal, legal name (first name, surname) held by the University, should email their HR Operations Coordinator from their university email account. Staff will need to provide the current name on their record, and the legal name they now wish to use. Staff will also need to provide a copy of evidence that confirms their new legal name. 

Accepted evidence includes:

· Marriage or civil partnership certificate
· Deed poll (or change of name deed) - enrolled or unenrolled
· Birth certificate
· Statutory declaration
· Affidavit
· Passport
· Driving license
· Divorce papers (accompanied by signed documentation that confirms a change of name)

7.3.3. Legal Gender - to update legal gender, staff will need to email their HR Operations Coordinator  from their university email account and, as required by HMRC, provide evidence in the form of a birth certificate which confirms their legal gender.

[bookmark: _Int_gfXCaKC3]If a staff member holds a sponsored work visa, the Staff Immigration Team may also be in contact for verification purposes.

Full details of the process around name, gender and pronoun changes for staff can be found on our dedicated webpage.

7.4. Changes Related to Transitioning
In line with the Gender Identity Guidance to support Trans Staff & Students, (8.2) any requests to change name, gender marker or title will be actioned as sensitively, swiftly, and as seamlessly as possible, in agreement with the student or staff member. 
 
More information about how we support our trans community can be found on our website.

8. Related Information (Procedures, Policies and Data)
This guidance should be read as part of the wider set of policies including the Dignity & Respect Policy, The Gender Identity Policy & Guidance to Support Trans Staff & Students. 
Please contact the Culture and Inclusion Team if you require this document in an alternatively published format. 
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Appendix – Glossary of Terms
It may also be useful to refer to the University’s Glossary of Terms relating to equality, diversity, and inclusion.
	Title
	A word used before someone's name, denoting their social rank, qualifications, position in an organisation, gender etc. Examples include Mr, Mrs, Miss, Ms, Mx, Doctor, Professor, Reverand.

	Legal name
	The name that identifies a person for legal, administrative, and other official purposes. A person's legal name is generally the name of the person which appears on a birth certificate, but this may change subsequently.

	Preferred (first) name
	This is the name which a person has chosen to be known by, and it can be different from the legal name. There are many reasons why someone may choose to use a preferred name, such as a nickname, an abbreviated version of their first name or any of their middle names. It may also be the name which reflects a person’s gender identity.

	Surname
	The name that is usually hereditary and shared with other members of your family. A surname is usually ‘given’ at birth and may be changed in adulthood, for example through marriage, or legally changed by deed poll. It can also be changed informally, without any documentation (known as changing your name by ‘usage’). Some individuals may choose to have ‘double-barrelled’ names.

	Professional name
	A name that a person uses in their professional life. This name is different from the person’s legal name.

	Deadname
	Deadnaming is the act of referring to a transgender or non-binary person by a name they used prior to transitioning, such as their birth name. Please refer to the Gender Identity Guidance to support Trans Staff & Students for further details.

	Legal gender
	The gender listed on a birth certificate or Gender Recognition Certificate.

	Gender identity
	Gender identity describes the psychosocial identification of oneself as a man, woman, or non-binary (not exclusively male or exclusively female or having no gender at all).

An ‘affirmed’ (sometimes known as ‘acquired’) gender refers to the gender which an individual identifies with, as opposed to their gender assigned at birth.

	Pronoun(s)
	Someone's pronouns are the way they choose to be referred to, for example ‘he/him’ or ‘she/her.’ Some people may use multiple pronouns or gender-neutral pronouns such as ‘they/them’ or ‘ze/zir.’ People may include their pronouns in email signatures and may introduce themselves using their pronouns.

	Pseudonym

	A name that a person assumes for a particular purpose or context, and which differs from their legal name. Pseudonyms may be used for reasons of safety or security, or to maintain anonymity. 
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