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This memorandum also addresses employee requests for use of a preferred name and 
gender changes. As with students, the law affords employees the right to use a preferred name 
and gender on all records, regardless of the individual’s legal name or sex assigned at birth,  
except in circumstances where legal name may be required on official records by law (such as 
payroll records or for purposes of employment eligibility verification with the federal 
government). 
 

I. Student Legal Name Changes 
 

A. Court-ordered legal name changes 
 

The University’s existing policy with respect to student legal name changes provides: 
 

RESOLVED, that where names have been changed by court order, 
all transcripts of records and official statements by the colleges 
with respect to students or graduates of the schools shall 
incorporate only the official name as changed by said court order, 
unless otherwise specifically requested in writing. (CUNY BOT 
Feb. 6, 1940 (cal #6)). 

 
Such a court order may arise in a number of different contexts, including a name change 
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In the State of New York, every person has the right to adopt by usage or habit any 
name by which the person wishes to be known so long as such name change does not 
perpetrate a fraud, misrepresent, or interfere with the rights of others. The College should 
recognize such a common-law name change on all of a student’s official records upon 
presentation of at least one document bearing the new name. For example, John Doe may 
have used his first initial, J., instead of his full name, as a matter of usage or habit. If John 
Doe has proof of such usage on documents, which identify him as J. Doe, the College 
should make a legal name change. Such documents must be issued by at least one of the 
following entities: federal, state or tribal government, insurance company, bank, credit card 
company, union, employer, landlord, educational institution, or utility company. Examples 
of acceptable documents for a common-law name change include, among other things, a 
voter registration card, professional license, school identification card, school diploma, 
employer or union identification card, paycheck, tax form, insurance card or policy, credit 
card or utility bill, or bank statement or check. 
 

B. Name changes due to typographical errors 
 

When a student requests a name change due to a typographical or other error in 
college records, the student’s request should be granted after verification that the name 
change is due to such error. Documents that may assist a college in making this 
determination include, for example, birth certificates, passports, social security cards, 
driver’s licenses, or other documents issued by federal, state or local government agencies. 
 

II. Student Preferred Names 
 

The University recognizes the importance that a change of name might have to 
students during their time with the University. A preferred name is not a legal name but is 
generally used to address how others refers to the student in accordance with the student’s 
wishes. For example, student “Jonathan Doe” may prefer the name “John” or student “Mary 
Jane Doe” may want to be referred to as “Mary Jane” or “Jane,” rather than “Mary.”  Note 
that preferred names are not limited to variations of a student’s legal name; for example, 
student “Jennifer” may request the preferred name “David” to be consistent with the 
student’s gender identity if “Jennifer” has not obtained a court-ordered legal name change. 
Preferred names under this policy are limited to first and middle names; students may not 
select a preferred last name. In other words, a student’s preferred name will reflect the same 
last name as the student’s legal name. 

 

                                                                                                                                                             
That in cases where diplomas are lost or destroyed the deans of the several faculties having 
pedagogical supervision over the courses leading to such diplomas shall be empowered to 
conduct inquiries and take testimony; and, upon reaching the conclusion that such diplomas 
were unavoidably   lost or destroyed and that applications for duplicates are made in good 
faith, may in their discretion, subject to the approval of  the Board, have prepared, signed and 
issued such duplicate diplomas which shall be clearly marked “duplicate.” 
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Currently, students are able to use CUNYfirst self-service to select a preferred first 
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documentation of gender identity, there may be documentation requirements at these 
agencies. 
 

IV. Employee Requests for Preferred Name or Gender Change 
 

Employees who wish to select a preferred name for internal CUNY purposes (in 
situations in which their legal name is not required)4 or to change their gender in CUNYfirst 
should contact their College’s Department of Human Resources. Self-service to make these 
changes is not currently available in CUNYfirst. Computer updates have not yet been made 
to allow the importing of preferred name in CUNYfirst to flow to unofficial documents. 
However, employees may request use of a preferred name in college directories, course 
catalogues, and other internal documents. 

 
In addition, because gender is a shared field for students and employees in CUNYfirst, a 

change in gender for students who are also employees will automatically change their gender in 
their employee record. As with students, the options for employee gender include male, female, 
transgender, gender nonconforming, non-binary, a gender not listed, and not specified. 

 
V. Preferred Pronouns 
 
While there is a process for gender and preferred name changes, these changes will not 

reflect a student’s or staff member’s preferred pronouns, because the University does not capture 
any information in CUNYfirst or elsewhere concerning its students’ or employees’ preferred 
pronouns.  It is nonetheless important to note that individuals have a right to be addressed by the 
pronouns of their choice (e.g. he, him, his, she, her, hers, they, them, their), regardless of how 
their sex was assigned at birth.5  Additionally, individuals must also be addressed by the titles 
that conform to their gender identity (e.g. Ms., Mr., or Mx.)  Unless federal, state, or local law 
requires otherwise (which it currently does not), an individual’s use of a preferred pronoun will 
not require documentation or a court order.   Under the law, good faith efforts to ascertain 
someone’s preferred pronouns are permissible. 

 
Please ensure that this policy, including the new guidelines on preferred names and 

gender changes, is implemented at your campus. If you have any questions about the topics 
discussed in this memorandum, please contact Hilary Klein in the Office of General Counsel at 
Hilary.Klein@cuny.edu or Sean Pippen at Sean.Pippen@cuny.edu.  
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c: Chancellor Matos Rodríguez 

Chancellery 
Registrars 


