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NOTIFICATION

ln pursuance with the decision ofthe 65th meeting ofthe Board ofManagement held on 30. 12.2021and subsequent approval ofthe vice chancellor dared 24.01.2022, it i, f".;;;.*urlon that the drafrpolicy for change/correction in names and sumames ofthe leamers in official record as attached is approved.
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L.

PqL!CY ON CHA.N.Gq I.N NAMES AND 9I]RNAMEP OF LEABNFRS IN qFFIqIAI BFCORDS

Preamble:

For various reasons, learners admitted in different programmes of Krishna Kanta
Handiqui State Open University (KKHSOU), approach the university authority with the
request for changes in their names and/or surnames in different official records of the
university. These requests hive sofar been dealtwith bythe Examination Branch on the
basis of individual merit, considering the reason behind the request and the Rules,
Regulation and Standord Operoting Procedure of the Examination Branch. ln the
absence of a specific policy on the matters related to changes in names and/or
surnames, the decisions undertaken are fraught with the possibility of subjectivity and
arbitrariness. This policy is designed in this context and will be applicable for learners of
KKHSOU only.

Definitions:

2.2.

change in name: change in name will mean only changes related to spellings,
phonetic reproduction of name from any language to English and correction of
inadvertent errors (made both by learners and/or officials of university). lt will
not mean a complete change of name.
change in surname: change in surname will mean only changes related to
spellings, phonetic reproduction of surname from any language to English, as
well as correction of inadvertent errors made by either learners or the university.
Enrolment period: Enrolment period will mean the time between the admission
of a learner in any academic programme of the university and his/her receiving
the certificate after successful completion of the programme to which he/she
got admitted.
Supporting Documents: Supporting Documents will mean documents issued by
competent authorities admissible as per the law in force and submitted to the
university at the time of admission in support of age, eligibility etc. as mandated
viz. High School Leaving Certificate Examination's Admit Card/Certificate issued
by Board of secondary Education, Assam (sEBA) or any other such boards; Bpp
Certificate issued by KKHSOU, Mark-sheets and/or pass certificates of recognised
educational institutions, Birth certificate, pAN card and/or AADHAR card.

Obj6ctives:
This policy is formulated with the following objectives:

2.

2.1.

2.3.

2.4.

3.

(1)

(21

(3)

to remove ambiguities in maintaining official records of KKHSOU
to eliminate any element of subjectivity in decisions related to request of
learners for effecting changes in their names and/or surnames
to facilitate the learners to get their bona fide requests addressed in a uniform
and time-bound manner.
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4.
{4) to eliminate possibility of use of the provision by unscrupulous elements.
Policy Guidelines:
4'L Requests for changes in names and/or surnames will be solely guided by the

Supporting Documents used by learners at the time of admission and/or
documents submitted to the university during the enrolment period as and when
required' No document other than those submitted to and accepted by
university during the enrofment period will be considered while deciding on such
req uests.

4'2 Requests for changes in names and/or surnames in official records of KKHSOU
will be entertained free of cost till the time of receipt of the mark-sheet of thefirst semester by a learner. Beyond the first semester requests will beentertained only on payment of the requisite fees as decided nv it u- uniu.rritv
from time to time.

4'3 This policy limits only to requests for changes in records of the university anddoes not include changes in documents such'as Registration certificate, Mark-sheet and/or Pass certificate issued by KKHSoU; and learners will have to applyfor these documents afresh after effecting changes in names and/or surnamesfollowing the existing procedure for the same. The original copies of all Mark-sheets, Pass certificates etc. issued to the learner have to be surrendered to theuniversity upon receiving the changed/corrected Mark-sheets, pass cer"tificates
etc. from the university.

4'4 Under no circumstances requests for total and complete change of name and/orsurname will be entertaindd by the university.4'5 All requests for change in name/surname will be decided within a minimumperiod of two working weeks and maximum of eight workt* *""t, tn case ortime requiring more than the stipulated time for aaministrat;- ;;;; shalt becommunicated to the learners making the requests.

Procedure for submitting request:
5'1 A learner desirous to effect changes in his/her name/surname has to apply to theRegistrar' KKHSoU for the same in writing with the supporting documents clearlystating the changes requested. The apprication may be on prain paper and copiesof the supporting documents needs to be self-attesteo. The application may alsobe sent in mair with the supporting documents as attachments.5,2 An acknowredgment wiil be issued to the reaqner on receipt of his/herapplication by the university. ' evvr'.r vr

5'3 Learner will have to deposit the requisite fees if necessary and submit a copy ofreceipt for such deposit al6ng with his/her application.5'4 KKHSOU authorities will process the applicaiion and make necessary correctionsin official records of the university, if permissible.5'5 The university authority may ask the learner to produce the original copies of thesupporting documents for verification before iaking a decision on the requestmade by the concerned learner.
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5.6

5.7

The learner will be intimated by post / by email / by phone about the decision
made by KKHSOU.

For receiving any document (e.g. certificate, mark-sheet etc.) with correctecl
record (name/surname) the learner will have to apply afresh following the
already established procedure for obtaining such documents and deposit
necessary fees for the sam*e.

Fees:

6.1 No fee is required to be paid if requests for changes in name/surname are made
by learners till the time of completion of academic programmes and/or issuing of
the original certificates.

6,2 Requests for change in names and/or surnames after issuing the original
certificates, however, will be entertained upon payment of a fee of' Rs 1000
(rupees one thousand only). The fee paid for change in name/surname is only for
change and/or correction in the-official records and does not include fee for
Mark-sheet, Certificate etc. which need to be paid separately as per the existing
provisions.

6.3 The fee may be revised by the university from time to time if deemed necessary.

Appeal Mechanism:
7.L ln case a learner is not iatisfied with the decision of Registrar, KKHSOU may

submit an appeal to the Vice Chancellor, in writing, explaining the reason for not
being satisfied and along with all the supporting documents favouring his/her
claim. ln all the cases, the decision of the Vice Chancellor wilj be final and no
further appeal/claim/correspondence from the learner will be entertained.
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