DAVID DOUGLAS Name Change Procedures
SCHOOL DISTRICT

Legal Name Change for Current DDSD Staff:

1. Once an employee has an updated social security card and legal photo ID/driver's
license (required supporting documents), the employee can email HR Assistant
May_Ferrante@ddsd40.org their availability to schedule a 10-15min name change
appointment.

The employee will receive a corresponding name change packet provided by the HR
Assistant in preparation for their name change appointment.

. At the appointment, the HR Assistant will collect the completed packet and supporting
documents.
The employee would also have the option to update their badge and district email
account during the appointment (see email character limit guidelines below).

Preferred Name Change for Current DDSD Staff:

If an employee does not identify by their legal first name and has a preferred first name that they
would like to be recognized as, please email May_Ferrante@ddsd40.org. Their legal name will
still be reflected in the HR/Payroll system, but their preferred name will be honored for their
district badge and email (see email character limit guidelines below).

Email Character Limit Guidelines:

Per the IT Department, our district email accounts have a 20 character limit that includes any
underscores and/or hyphens used within the name. Our district email accounts also have a
mandatory underscore between all first and last names.

In some cases, the first name will need to be altered to fit within the 20 character limit.

e For example: Spongington Robert Square-Pants cannot be listed as
Spongington_Square-Pants (24 characters), their options could be:
o S_Square-Pants (14 characters)
o Sponge_Square-Pants (19 characters)

In other cases, if an employee has 2 last names (or a very long last name) that will not fit within
the 20 character limit, they are given the option to drop their second last name, or keep the last
name ‘as is’ while utilizing their first initial.

o For example: Spongington Robert Square-Pants cannot be listed as
Spongington_Square-Pants (24 characters), their options could be:
o S_Square-Pants (14 characters)
o Spongington_Square (18 characters)

HR is open weekdays 7:30am to 4pm located at 11300 NE Halsey St Portland OR 97220.
For additional questions please call May Ferrante at 503-261-8289.




