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Changing a school name - step by step guide 
 
A school name must be consistent with legal requirements (School Standards and Framework Act 1998, 
Schedule 12) and DfEE guidance (Circular 15/98).  Paragraphs 27-34 of Circular 15/98 are especially 
relevant and these sections are included at the end of this guide.  The basic principle is that the school 
name must not be misleading (eg if you are a lower school and your new name refers to the school as 
being an upper school, this is misleading).   
 
Required steps for governing boards to follow: 
 
Step 1  
 

• An item shall be placed on the agenda of a meeting of the full governing board stating that a 
change of the school’s name is proposed and specifying the proposed new name (or options). 

• The decision must be minuted. 
 

Step 1a (additional step for Foundation and Voluntary schools).  The new name must also be 
approved by: 

 

• the foundation governors on the school’s governing board; 

• the school’s Trustees (where applicable); 

• the relevant diocesan authority for Church of England and Roman Catholic Schools (where 
applicable); 

• the appropriate religious body (where applicable). 
 
Step 2 
 

• Once the proposed change of name has been agreed, the governing board must prepare a draft 
of the Instrument of Government.    
 

Step 2a (additional step for Foundation and Voluntary schools).  The draft Instrument must also be 
approved by: 

 

• the foundation governors on the school’s governing board; 

• the school’s Trustees (where applicable); 

• the relevant diocesan authority for Church of England and Roman Catholic Schools (where 
applicable); 

• the appropriate religious body (where applicable). 
 

• The approved draft Instrument must be submitted to the Director of Children’s Services at Central 
Bedfordshire Council together with a brief letter of explanation as to why the governing board has 
decided to change the name. 

 
Step 3 
 

• The Director of Children’s Services will check that the name complies with the legal requirements 
and, if so, will arrange for the draft Instrument to be ‘made’.  If the legal requirements have not 
been met, the Director of Children’s Services will refer the matter back to the governing board of 
the school for reconsideration, with an explanation.  
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DfEE CIRCULAR 15/98: PARAGRAPHS 27-34 
 
The details: name of the school 
 
27 It may be appropriate for the governing body, in consultation with their local education authority 

(and foundation governors, diocese and/or trustees as appropriate), to consider whether an 
adjustment is needed to the name of the school.  Adjustments may involve rearranging, adding to 
or omitting parts of the school name.  The procedure for agreeing the name follows the general 
procedure for making the instrument set out in Schedule 12 to the 1998 Act.  The Department 
considers that choosing a name for a school is a matter for governing bodies rather than local 
education authorities.  Local education authorities should not substitute their view for that of the 
school unless the new name being proposed is positively misleading.  When considering name 
changes, the governing body should ensure that it does not seek to adopt a name which could 
mislead people about the type of education provided at the school.  For example secondary 
schools should not suggest that they are sixth form colleges in the name of the school, since 
sixth form colleges only provide for pupils in the 16-19 age range and hence cannot by definition 
be schools. 

 
28 In considering whether or not names are misleading, account should be taken of custom and 

practice.  For example, if an existing school is known as a grammar school, although the school 
is not wholly selective, it may retain the word “grammar” in its name.  However, if a school whose 
name does not currently include “grammar” wishes to incorporate that word, it should not do so 
unless it has been designated as a grammar school by the Education (Grammar School 
Designation) Order 1998 (or the latest version of that Order). 

 
29 References to legal categories which will not exist from 1 September 1999 (such as “county”, 

“grant maintained” and “special agreement”) should not be included in school names in the new 
instrument. 

 
30 The Secretary of State hopes that all maintained schools, irrespective of category, will regard 

themselves as serving their local communities.  A school whose name currently includes the 
phrase “community school” or “community college” will not be required to omit it even if the 
school has not been allocated to the new category of community schools. 

 
31 Names including terms such as “technology college” may continue to be used. 
 
32 Names including such terms as “Church of England” or “Roman Catholic” should spell them out 

in full in the instrument.  Abbreviations may be used in school signs and stationery. 
 
33 It is not a legal requirement that school names include the category that they belong to, as long 

as the name is distinctive.  A school named after an individual or including the name of the town 
or village in which it is situated does not have to include the category to which it belongs or 
designation of the faith to which it is affiliated. 

 
34 Section 37 of the 1998 Act prohibits maintained schools from being conducted under a name 

other than that set out in the instrument once the instrument is made.  In future the only way to 
change the name of the school will be by amendment of the instrument of government in 
accordance with the procedure for amendments set out in legislation. 

 
 


