


Appendix 3
Change of pupil surname - process flow chart
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Get request for change of name in writing (see form at Appendix 4 or 5)





Has a Deed poll certificate showing new name been produced at the establishment?





Has a new birth certificate been produced at the establishment?





Establishment can change surname field in SEEMiS to show new surname.





New surname cannot be used/recorded unless the circumstances explained in the form (Appendix 4 or 5) are exceptional – please seek advice from Support Services 


Co-ordinator.





Was the pupil’s birth registered in Scotland?





Establishment can change surname field in SEEMiS to show new surname.





Was the pupil’s birth registered in Scotland?





Have all parties with parental rights and responsibilities given their consent to the change of name?





Has a Deed poll certificate showing new name and signed by all parties with parental rights and responsibilities been produced at the establishment?





Has a new birth certificate been produced at the establishment?








New surname cannot be used/recorded unless the circumstances explained in the form (Appendix 4 or 5) are exceptional – please seek advice from Support Services 


Co-ordinator.





Get request for change of name in writing (see form at Appendix 4 or 5)








