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academic status, record academic achievement, produce class lists, issue student 
cards, process transcript requests, maintain tuition accounts, issue tax receipts, 
notify students of important issues and updates, determine eligibility for student 
awards, scholarships and financial support, and administer financial aid and 
government financial assistance programs. 
 
It is the policy of the University to consider the following information about current 
and former students to be publicly available and to provide it to third parties upon 
request: student’s full name; Faculty(ies)/Schools in which student is/was enrolled, 
with major field of study; degree(s) awarded by Western and date(s) conferred; and 
academic or other University honours or distinctions. At any time an individual may 
request that this information cease to be made publicly available by contacting 
Registrarial Services in writing. 
 
Personal information may be used for statistical and research purposes by the 
University, other post-secondary educational institutions, researchers, and the 
provincial and federal government. The University discloses specific and limited 
personal information to recognized student organizations for the purposes of 
administering their programs including membership administration, health plan, 
elections, and issuing of bus passes. Personal information of students enrolled in an 
Affiliated University College is shared with the Affiliated University College. 
 
Select information may be shared with third parties, including: award donors; 
government funding agencies to process financial assistance applications; financial 
institutions to confirm student enrolment; independent student loan administration 
companies to process student loan documents; collection agencies for outstanding 
accounts; municipalities for debts owed by students; and contracted service 
providers acting on behalf of the University. Credit card information is transmitted to 
an independent processing company in order to process payments. Personal 
information may be disclosed to third parties in the course of an investigation of 
misconduct. Information relating to misconduct and/or falsified documents may be 
shared with other educational institutions.  
 
Western collects personal information under the authority of the University of 
Western Ontario Act, 1982 (as amended in 1988). To view the complete 
Personal Information Collection Notice visit the online Academic Calendar at 
http://www.westerncalendar.uwo.ca  
 
 

http://www.westerncalendar.uwo.ca/
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Academic Files  
The Registrar’s Office keeps an electronic file of all information relating to a 
student’s academic progress. This includes a student’s:  

• basis of admission 
• address 
• some 
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GRADE REPORTS 
 
Students are able to access their grades at the end of each academic term through 
the Student Center (student.uwo.ca). Where appropriate, courses attempted, 
milestones recorded, the grades achieved, comments concerning a student's 
eligibility for a requested program, progression and graduation eligibility, and 
averages
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(For current fees and processing time check the website of the Office of the 
Registrar: http://www.registrar.uwo.ca/). 
 
A transcript is required as one of the supporting documents for application to another 
university, graduate school, fellowship and scholarship applications, and is 
commonly required by prospective employers.  
 
The transcript is a record of a student's academic progress. It contains the following 
information: 
 
1. A listing of all courses attempted and the grades achieved, including courses 

from which a student has withdrawn without academic penalty. 
2. A listing of milestones that a student must complete to satisfy their academic 

requirements. 
3. A statement of the degree attained, including the area of concentration or 

Honours discipline and date of graduation. 
4. Comments relating to a student's academic progress. These may include 

statements about a student's standing in a program, or that the student was 
required to withdraw from the University or was placed on academic probation 
(e.g. for failing to meet progression requirements). 

5. A listing of all undergraduate scholarships, awards, prizes, fellowships and 
medals awarded by the University to the student during the student’s 
academic career at the University. [Note: This information is only available 
from May 1, 2000.] 

6. A listing of selected National and Provincial graduate scholarships awarded to 
the student during the student’s graduate career at the University. The listing 
of scholarships that are eligible to appear on transcripts is determined by the 
School of Graduate and Postdoctoral Studies.   

 [Note: This scholarship information is available only for graduate students 
from September 1, 2008.] 

7. A listing of selected honours (i.e. Dean’s Honour List, Global and Intercultural 
Engagement Honour - see http://international.uwo.ca/, Memegwaanh 
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requirement necessary for graduation, and may be used to fulfil that requirement. 
Students who complete an area of concentration within the JD program will have a 
notation, e.g., "Area of Concentration: Business Law,” included on their transcripts.  
Students who fulfill the requirements of more than one Area of Concentration shall 
have a notation for all such successfully completed concentrations included on their 
transcripts. 

 
RECORDING STUDENTS� NAMES 
 
In order to maintain the integrity of the University’s student records, each student is 
required to provide either on application for admission or on personal data forms 
required for registration, their complete legal name. Any requests to change a 
student’s name by means of alteration, deletion, substitution or addition, must meet 
the criteria outlined below.  
 
Printing Students’ Names on Degree Diplomas  
Students’ names (first, middle and last names) as confirmed during the application to 
graduate process, will be printed on Degree Diplomas in capital letters. Students 
wishing to include lower case letters or accents in their names must follow the 
“Request to Change Students’ Names on Degree Diplomas” policy below.  
 
Requests to Change Students� Names on Academic Records and Transcripts  
Students who wish to change their name used for official registration purposes are 
required to provide acceptable documentation and photo identification reflecting the 
change. 

 
Requests to Change Students� Names on Degree Diplomas  
Students who wish to include a variation of their complete name for the purpose of 
their printed degree are required to put this request in writing to the Office of the 
Registrar. The name variation for the printed degree will be retained as part of the 
student's permanent record and displayed on official transcripts with the degree 
conferral information*. To maintain data integrity, name change requests will not be 
accepted by email or through third parties without written authorization by the 
student.    
 
The following are examples of acceptable requests for student name changes 
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Removal of middle names   Jane Ann Smith to Jane Smith   

 
Using both capital and lower case letters   MACKENZIE to MacKENZIE  

MCKENNA to McKENNA 
VON KUSTER to Von KUSTER  
 

Addition of accents   NOELLE to NOËLLE 
FRANCOIS to FRANÇOIS 

Use of previously approved 
Preferred/Chosen first name 

See “Request to Change Students’ 
Preferred/Chosen Name” policy 

 
*Requests to include accents will NOT be included on official transcripts or displayed 
as part of the student’s centrally maintained academic record 
 
Request to Change Students� Preferred/Chosen First Name  
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