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Guide for Students 
Using your chosen name 
Federation University aims to be a safe and inclusive place. We support students to present as their authentic self, to feel safe 
and to be included.  
 
We recognise that the name you identify with may be different to your legal documents for a range of reasons including gender 
identity, safety, and cultural reasons.  
 
Many university systems can display the name you identify with. When making these changes, our staff often refer to this 
process as a name override request. This process can update your student card, email address, Moodle display name, Teams 
display name, and FdL.  
 
There is no cost to replace your student ID when using this process.  
 
Note: If you are undertaking a legal name change (i.e. you have updated your legal identification documents), or to update your 
gender without name override, instead use the form Amend your Personal Details and submit to Student HQ as directed on the 
form. 

Process 
Complete the form on page 2 and send to equity@federation.edu.au This will be received directly by the Student Equity and 
Inclusion team.  
 
Student Equity and Inclusion will manage the process and liaise with you on expected timelines, progress and assist with any 
other supports you may require for your circumstances. 
 
If you have any questions about the process or require assistance at any stage, contact us at equity@federation.edu.au  

System limitations 
This process will update selected systems to display the name you identify with; however, legal name will continue to be 
recorded and there will be instances where the legal name will be apparent.  
 
While Federation University will take steps to avoid disclosure of student legal identity, this cannot be guaranteed. You can 
discuss the nature of these limitations with Student Equity and Inclusion in advance.  
 
Due to legislative requirements, your legal name will be displayed in:  

• Student record, including academic transcript and enrolment confirmation. 

• InPlace (the platform for work placements) as host employers require legal name.   

• Finance system, as invoices are required to be issued in legal name.  

Feedback 
Feedback on this form, the process and implementation is welcome at any stage to equity@federation.edu.au  

 

See next page for request form 
 

 

 

 

 

https://policy.federation.edu.au/forms/Personal-details-amendment-HE-Oct-2019.pdf?_gl=1*68fn3w*_gcl_aw*R0NMLjE3MDU1NDUzOTAuQ2p3S0NBaUFrcDZ0QmhCNUVpd0FOVEN4MUlhVm95MmhndEdHdEgxSVZpUko2SDVGaTMybWFIRnFKZmw2bUpmWFdiV3g0Z002Mk5XZ09ob0MwdEFRQXZEX0J3RQ..*_gcl_au*OTY0MDU2NDIwLjE3MDQ5Mzg1Njc.&_ga=2.218245785.1447745803.1707188384-116860505.1704938567&_gac=1.261800447.1705545390.CjwKCAiAkp6tBhB5EiwANTCx1IaVoy2hgtGGtH1IViRJ6H5Fi32maHFqJfl6mJfXWbWx4gM62NWgOhoC0tAQAvD_BwE
mailto:equity@federation.edu.au
mailto:equity@federation.edu.au


 

Page 2 of 2 
 

CRICOS Provider No. 00103D | RTO Code 4909 | TEQSA No. PRV12151 (Australian University) 

For students: Chosen name 

Student ID  

Phone number  

Current student email  

Legal name 
These are the name on your legal identification, such as birth certificate or passport 

First name/s  

Middle name/s  

Last name/s  

Your chosen name 
The details below will apply to your student card, email address, Moodle display name, Teams display name 
and FdL. As described in the guide in page 1, some Federation University systems are unable to be updated.  

First name/s  

Middle name/s  

Last name/s  

Gender  Woman or female   Man or male  Non-binary 

 Different term     Prefer not to answer 

Honorific title  Ms.  Mr.   Mx.   Mrs.   Prof.   

 Dr.  Leave blank, no title 

Pronouns (optional) 
Not recorded on Fed 
systems, for communications 
only during this process 

 They/Them   She/Her  He/Him   She/They  He/They  

 Self-described _______________ 

 
I confirm that I would like the above changes to be applied to my student record. If I have nominated a change to student card, I 
understand and agree that I will not use my FedUni card as formal identification external to the University.  
 

Chosen Name  

Signature  Date                    

 
Once complete, please send to equity@federation.edu.au 
 
 
Endorsed for action by Student Equity and Inclusion  
 

Name & position title  

Signature  Date                
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