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13
Employee Name Change Sample Form
This form can be used by any employee seeking to change their name and/or pronouns at work. It should be easily accessible and combined with organizational supports to streamline the process. You may choose to use or modify this form according to your needs.  

	Employee (current) Name: 
	Click or tap here to enter text.

	Position: 
	Click or tap here to enter text.

	Department: 
	Click or tap here to enter text.

	Reporting Manager:  
	Click or tap here to enter text.



Please fill in the following questions as applicable to you. If you have any questions, concerns, or need support, please contact [insert name and email].   
 
1. My new name is:  ​Click or tap here to enter text.​ 
2. My pronouns have also changed:  
a. ​​☐​ Yes. 
b. ​​☐​ No. 
3. My pronouns are: ​Click or tap here to enter text.​ 
4. My prefix is: ​Choose an item.​ 
5. If you selected “Other”, please write your prefix: ​Click or tap here to enter text.​ 
6. I am requesting a name change because (please check one): 
a. ​​☐​ I have legally changed my name and would like to update my documentation. 
b. ​​☐​ I have informally (i.e., not legally) changed my name and would like to update my documentation. 
*Important: A legal name change will impact payroll and tax information. A non-legal/informal name change will not impact employee’s payroll and tax information but will be implemented where possible. 
 
7. I would like my new email address to be: ​Click or tap here to enter text.​ 
8. I will require or may require gender transitioning accommodations or supports: 
a. ​​☐​ Yes. 
b. ​​☐​ No. 
Important: If you select “yes”, you will be contacted by [insert name and job title], who will discuss the organization’s individualized transition support plan and next steps. (See “Additional Information”). 
 
Informing Others:  
To avoid the additional labour of informing colleagues, clients, external partners etc., of your name and/or pronoun change, consider working with your manager to create a plan that suits your needs (see table below). If you would like to tell people yourself or would like no announcement, please mark the corresponding boxes. 

If you would like to change/update your selection after submitting this form, please contact [insert name and email]. 


Please select how you would like to inform others about this change:  
c. ​​☐​ I would like to work with my manager to create a plan.  
d. ​​☐​ I would like to tell people myself.  
e. ​​☐​ No announcement. 
f. ​​☐​ Other: ​Click or tap here to enter text.​ 
 
	To be Notified: 
(e.g., staff, departments, etc)
	Method of Announcement: 
(e.g., email, phone, 1:1 conversation)
	To be Completed By: 
(e.g., employee, manager, HR)
	To be Completed On:

	
	
	
	Click or tap here to enter a date.

	
	
	
	Click or tap here to enter text.

	
	
	
	Click or tap here to enter text.

	
	
	
	Click or tap here to enter text.

	
	
	
	Click or tap here to enter text.

	
	
	
	Click or tap here to enter text.



Next steps:  
(Modify according to organizational needs) 

Please see the following chart for next steps. Employee should note when they have completed their steps and management/HR will update this form as they move through the process.  
Leadership will follow up [insert number of weeks] after a name/pronoun change request to check in, support and ensure it has been well received. 

	Next Steps: 
	Responsibility of: 
	Complete On: 
	Done: 

	Fill in and submit this form to [insert name] via [email, hard copy, etc.] 
	Employee 
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Request an email change from [insert name and contact] 
	Employee 
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Update name over organizational online platform 
	IT  
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Update name in the following locations: (list locations, according to organizational needs) 
· Organizational chart 
· Staff bio 
· Nametag 
· Website 
	IT 
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Create announcement plan (if applicable) 
	Employee/leadership 
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Complete announcement plan (if applicable) 
	Leadership 
	​​Click or tap to enter a date.​ 
	​​☐​ 

	Check in with employee 
	Leadership 
	​​Click or tap to enter a date.​ 
	​​☐​ 


 
Additional Information:  
1. 
a. If employee would like an all-staff email announcement from employer/manager RE: their name and/or pronouns change, leadership will contact employee before sending for approval of wording and information shared. Email announcements typically follow this format, but should be amended according to employee wishes:  
 
“Dear Staff, this is an update that [employee’s former name] has changed their name to [insert name]. Their pronouns are [insert pronouns] Please use this name and these pronouns going forward. Be sure to update their contact information with their new email address [insert email]. Thank you.”  
b. See resource from the University of South West Wales for a comprehensive template of announcements, including a sample notification of a name change from employee to management.  

2. For support creating an accommodations or support plan for transitioning employees, please consult the Sample Gender Diversity Accommodation Plan: A Universal Design Approach located on our website.  
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