
COPP 6.12 Young Person Change of Name

Youth Detention Centres 
	Principles and Standards

	The Model of Care (MoC) Instruction guides and supports staff to operationalise the MoC’s high-level principles. The Moc creates a rehabilitative and therapeutic environment within Youth Detention Centres, to support, build and nurture a young person’s skills and individual strengths, to enable rehabilitation, reduce reoffending and promote positive life outcomes. 
In the context of the MoC, the Commissioner’s Operating Policies and Procedures are developed in accordance with Western Australian legislation and consideration of the following national and international standards, guidelines to inform best practice:
· National Child Principles
· Department Standards and Guidelines
· Principles of Youth Justice in Australia (Australasian Youth Justice Administrators, 2019)
· Standard Minimum Rules for the Administration of Juvenile Justice 
· (“The Beijing Rules”) (United Nations, 1985)
Privacy and Responsible Information Sharing Act 2024
The collection, use and sharing of personal information obtained from prisoners, young people and other persons entering prisons or youth detention centres complies with the following requirements established under the Privacy and Responsible Information Sharing Act 2024. Refer to Public Information Privacy Statement and Privacy and Responsible Information Sharing.

· Lawful and fair collection – only collect personal information where necessary and lawful 
· Collection notices – inform people why and how their data is being collected 
· Relevance and minimisation – only collect information that is needed 
· Data quality – ensure information is accurate, complete and up to date 
· Openness and transparency – have clear privacy policies and practices 
· Access and correction – individuals can access and correct their information 
· Use and disclosure limits – only use/disclose information for authorised purposes 
· Identifiers – restrict use of government identifiers
· Anonymity/pseudonymity (where appropriate) 
· Data security – protect information from misuse, loss or unauthorised access
· Retention and disposal – destroy or de‑identify information when no longer needed.
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[bookmark: _Toc236735556]Scope
This Commissioner’s Operating Policy and Procedure (COPP) applies to all Youth Detention Centre’s (YDC’s) Custodial Officers and staff.
[bookmark: _Toc236735557]Policy
Applications for the change of name of a young person shall be made in accordance with the Births, Deaths and Marriages Registration Amendment Act 2024.[footnoteRef:2]   [2:  Births, Deaths and Marriages Registration Act 1998, section 31] 

The Commissioner, Corrective Services (the Commissioner), as delegated authority by the Director General (Chief Executive Officer (CEO)), is the supervisory authority for approving a young person’s change of name application.[footnoteRef:3] [footnoteRef:4]   [3:  Young Offenders Act 1994, section 10]  [4:  Births, Deaths and Marriages Registration Act 1998, section 36A] 

The parent/s or legal guardian of a young person, who is a restricted person, 12 – 17 years (young person) must make an application via a supervisory authority for approval to change their name in accordance with the Births, Deaths and Marriages Registration Amendment Act 2024.[footnoteRef:5]    [5:  Births, Deaths and Marriages Registration Act 1998, Section 36A(b)] 

The application shall be made in a manner approved by the Commissioner.
Applications, approved by the Commissioner, shall be submitted to the Births, Deaths and Marriages Registry (the Registry).
[bookmark: _Toc236735558][bookmark: _Toc31709743][bookmark: _Hlk85100113][bookmark: _Toc216356025]Approval to Apply to Register for a Change of Name
[bookmark: _Toc236735559]General Requirements
[bookmark: _Hlk232413235][bookmark: _Hlk232413245][bookmark: _Hlk232413254]The Senior Case Manager (SCM) in collaboration with the Youth Justice Services (YJS) Youth Justice Officer (YJO) (where applicable) shall inform the young person and their parent/s or legal guardian of the requirements and responsibilities of changing their name while they are subject to a Custodial Order.
Should a young person advise that their parent/s or legal guardian is making an application to change their name on their behalf, the SCM in collaboration with the YJO (where applicable) shall confirm with the young person that they consent to the change of name.
[bookmark: _Hlk232413269]The SCM will record the young person’s response in the Total Offender Management Solutions (TOMS) case notes outlining that the young person is aware of the application and has consented to change their name.
The young person shall be treated with respect, and the issue(s) shall be discussed in a calm and positive environment. A range of tools and the use of age and culturally appropriate language may assist the young person in understanding the discussion.
[bookmark: _Toc235540836][bookmark: _Toc236735560]Eligibility and pre-requisites
The parent/s or a legal guardian of a young person on behalf of the young person can make an application to the Commissioner for approval to make a change of name registration if:
the young person’s birth is registered in Western Australia (WA)
 the young person (born outside Australia) has become an Australian citizen or permanent resident and has resided in WA for the past continuous 12 months
the young person consents to the change of name in accordance with the application
the young person is able to consent and understand the meaning and implications of the change of name; and
the eligibility and pre-requisite requirements have been met.
[bookmark: _Hlk114060399]The eligibility criteria and who can make an application to register for a name change for young people under 18 years of age is detailed on the ‘Application to register a change of name (child under 18 years)' BDM401. 
For young people over the age of 18 years refer to prison COPP 9.4 Change of Prisoner Name and BDM 400 Application to register a change of name (Adult 18 years or over).
An application fee is required (refer BDM401). Note: the young person’s parent/s or legal guardian shall be advised that the application fee is retained regardless of the outcome of the application.
[bookmark: _Toc235540837][bookmark: _Toc236735561]Who can apply
Where a young person is under 17 years and has not been married:
both parents must apply to change the young person’s name; or
one parent may apply if they are the sole parent named in the young person’s birth registration
one parent may apply where the other parent is deceased (a death certificate must be provided)
any person where a sealed court order from the Family Court is provided with the application
a legal guardian may apply if both parents are deceased, cannot be found or where parental responsibility cannot be exercised.
[bookmark: _Toc235540838][bookmark: _Toc236735562]Restriction on changes of young person’s name
The young person must not have been registered for a change of name in any state within 12 months immediately before the application is made (does not apply if the Family Court approve an application to register the young person’s change of name in accordance with court orders). Any young person who was born interstate must apply to the Registry in the State or Territory of the young person’s birth.
[bookmark: _Toc235540839][bookmark: _Toc236735563]Application to register a change of young person’s name approved by Family Court
Application to register a change of young person’s name approved by Family Court 
[bookmark: _Hlk232413348]Where the Family Court has approved the change of a young person’s name(s), any person may (in an approved form), apply to the Registrar for registration of the change of a young person’s name in accordance with court orders (refer to section 3.6.5).
[bookmark: _Toc235540840][bookmark: _Toc236735564]Supporting documentation
A copy of the written approval for the application by the Commissioner for the young person shall be obtained prior to submitting the application for changing the young person’s name (refer to BDM401).[footnoteRef:6]  [6:  Births, Deaths and Marriages Registration Act 1998, section 36B(1)] 

[bookmark: _Hlk232413377]At least three forms of identification are required for the parent/s or legal guardian who are making the application (refer to BDM401).  
[bookmark: _Hlk189469854]Photographs are to be provided for the young person (over 12 years) and the parent/s or legal guardian making the application (refer to BDM401). Identification photos may be used to support the application.
Proof of previous legal name is required, e.g. citizenship (where applicable (refer to BDM401).
Proof of guardianship (where applicable). Where an application is being lodged in accordance with a court Order (e.g. by a court appointed guardian, single parent or otherwise), formal issues and sealed copies of all orders must be provided. Applicants should contact the Registry and confirm if the court orders are suitable for changing the young person’s name (refer to BDM401).
Any other documents requested by the Registry.
[bookmark: _Toc235540841][bookmark: _Toc236735565]Application for Commissioner Approval
[bookmark: _Hlk233627154]Where the parent/s or legal guardian on behalf of the young person requests to make an application to change the young person’s name the following procedures shall apply. 
[bookmark: _Hlk232413420][bookmark: _Hlk191044057]The Superintendent (or authorised officer), in consultation with the SCM and the YJO (where applicable) prior to the submission of an application shall seek confirmation from the young person that they consent to the request to change their name and record the response in the young person’s TOMS case notes.
The SCM in collaboration with the YJS staff member (where applicable) shall ensure the young person meets the eligibility criteria listed in BDM401.
The SCM in collaboration with the YJO (where applicable) shall print out the ‘Approval to Apply to Register Change of Name’ form on TOMS (see Appendix A – Approval to Apply to Register Change of Name form) and where required, assist the young person in completing the hard copy application. This should be done with the parent/s or legal guardian present via whatever means necessary.
Once the hard copy ‘Approval to Apply to Register Change of Name’ form is completed, the SCM in collaboration with the YJO (where applicable) shall enter the details provided onto the ‘Approval to Apply to Register Change of Name’ form on TOMS. 
The SCM in collaboration with the YJO (where applicable) shall then print out the application and have the young person complete and sign section 6 of the ‘Approval to Apply to Register Change of Name’ form. 
[bookmark: _Hlk233703459]The SCM shall ensure all required identity documents for the parent/s or legal guardian have been verified as original and take copies to support the application.
The SCM in collaboration with the YJO (where applicable) shall complete and sign section 7 and section 8 of the ‘Approval to Apply to Register Change of Name’ form.
[bookmark: _Hlk232413488]The SCM in collaboration with the YJO, shall contact the Victim Notification Register (VNR)/Victim Engagement Unit (VEU), by any means, to ensure the proposed name is not offensive to a victim (where applicable).
[bookmark: _Hlk120865334][bookmark: _Hlk232413508]The SCM in collaboration with the YJO (where applicable) shall then forward the printed and signed ‘Approval to Apply to Register Change of Name’ form and confirmation that the VNR/VEU have been contacted, to the Superintendent or authorised officer for consideration (Part B section 9).
Where the young person has a TOMS VNR Alert, the Superintendent or authorised officer shall ensure to consult with and obtain comment/advice from the victim(s) through the VNR/VEU.
The Superintendent shall consider the application and if supported, state that the application is supported in Part B section 9 of the ‘Approval to Apply to Register Change of Name’ form.
The Superintendent shall not support the application, if the name change is considered reasonably likely to: 
have an adverse effect on the safety or security and the good order of the YDC
be considered offensive by a victim of the young person’s crime or a significant sector of the community. 
[bookmark: _Hlk232412157]if the young person is registered against the Australian National Child Offender Register (ANCOR), the provisions of the Community Protection (Offender Reporting) Act 2004 apply
any other reasons outlined in Part B section 9 of the ‘Approval to Apply to Register Change of Name’ form.
Where the Superintendent has not supported the application, this shall be noted on ‘Approval to Apply to Register Change of Name’ form.
The scanned ‘Approval to Apply to Register Change of Name’ form shall be emailed to the Assistant Commissioner Young People for review.
[bookmark: _Hlk232421518]Once reviewed, the scanned ‘Approval to Apply to Register Change of Name’ form shall be emailed to the Deputy Commissioner Young People noting the level of support for the application.
[bookmark: _Hlk233628435]Once approved, the approved scanned ‘Approval to Apply to Register Change of Name’ form shall be progressed with an accompanying memo noting the level of support for the application or whether the application is unsupported. The memo shall be written by the Manager of CPPU and progressed to the Office of the Commissioner for the Commissioner’s approval, via the Superintendent, Assistant Commissioner then Deputy Commissioner (Part B section 10). 
The Superintendent or authorised officer shall ensure the application is saved in accordance with Departmental record keeping practices.
Once considered and approved by the Commissioner, the completed Approval to Apply to Register Change of Name’ form shall be emailed back to the originating YDC. If not approved by the Commissioner, the application will not progress to the Registry.
[bookmark: _Toc235540842][bookmark: _Toc236735566]Application to Births, Deaths and Marriages Registry
The SCM in collaboration with the YJO (when applicable) shall ensure the consent section of the ‘Application to register a change of name (child under 18 years)' BDM401 has been signed by the young person.
Once completed, the SCM in collaboration with the YJO (when applicable) are to compile the:
a) signed hardcopy of the ‘BDM401’, 
b) signed copy of the ‘Approval to Apply to Register Change of Name’ form 
c) required proof of identity
d) application fee and all other application requirements (refer to the BDM401). 
[bookmark: policy_directives_pd_49_-_change_4329]Any supporting documents which are originals shall be copied and the originals returned to the young person or the young person's property. Only copies of the supporting documentation will be sent to the Registry (faxed or emailed applications will not be accepted) and forwarded to the YDC Records Management Officer.
The compiled documents at section 3.6.5 shall be sent to:
Registry of Births Deaths & Marriages
PO Box 7720, Cloisters Square
Perth, Western Australia 6850
Incomplete applications may cause delays in processing and may be refused by the Registry.
The Registry must not change a young person’s name unless they have received in writing, an approved copy of the (BDM401) from the Commissioner.
1.1.1 The Commissioner, if requested by the Registry, shall provide the following additional information for the purpose of verifying the details of the young person, prior to a decision being made on an application:
a) the name they are currently known by
b) any other name by which they are, or have previously been known (of which the Commissioner is aware)
c) date of birth
d) any other information that may be used to identify the person
On receipt of the BDM401 and accompanying documents (refer to section 4.1.19), the Registry (if applicable) will register the application in their system and notify the datamanagementgroup@justice.wa.gov.au who will, if applicable, change the young person’s name on TOMS.
Following the changing of a young person’s TOMS Master Name, an automated TOMS notification shall be sent to the following:
a) Supervisory Authority (Commissioner) via the Office of the Commissioner
b) Superintendents of the YDC the young person is currently in custody
c) Young People Leadership Team.  
Upon receiving an automated TOMS notification of the approval by the Registry to change the young person’s name, the Superintendent shall inform the:
a) young person
b) relevant business areas, to include Health Services and Education Services within the YDC to amend all hard copy records held in relation to the young person (e.g. ID card, Unit Files, Count Boards etc) and;
c) VNR, for young people with a TOMS VNR alert.
1.1.2 If not approved, the Registry shall notify in writing as soon as practicable the following:
a) Supervisory Authority (Commissioner) via email at the Office of the Commissioner: Commissioner@justice.wa.gov.au
b) [bookmark: _Hlk232421845]parents, legal guardians or CEO, Children and Communities, outlining the reason why the application was not approved.
[bookmark: _Hlk232421873]If the Registry does not approve a young person’s application to change their name, the young person can apply to the State Administrative Tribunal for a review of the decision.[footnoteRef:7] [7:  Births, Deaths and Marriages Registration Act 2025, section 67(1)] 

The Registry may notify the Commissioner via email of an application to change the name of a young person, if they identify that the young person’s parent/s or legal guardian did not seek the Commissioner’s approval.
[bookmark: _Toc235540843][bookmark: _Toc236735567]Requests, Complaints and Feedback
Where a young person or their responsible adult/caregiver express concern about a change of name decision or wish to make a request, complaint or provide feedback, refer to COPP 6.6 – Requests, Complaints and Feedback.
[bookmark: _Toc236735568]Definitions
	[bookmark: _Toc230247655]Term
	Definition 

	Authorised Officer
	An officer authorised by the Superintendent to conduct a function or activity from this COPP. This authorisation will be made in writing and recorded.

	Chief Executive Officer
	Director General of the Department of Justice

	Commissioner of Corrective Services (the Commissioner)
	The position designated by the Director General as responsible for the management of the Corrective Services Division of the Department of Justice. The Commissioner also holds the title of Deputy Director General.

	Commissioner’s Operating Policy and Procedure (COPP)
	Operational Instruments that provide instructions to staff on how the relevant legislative requirements are implemented.

	Custodial Officer
	In accordance with section 11(1a)(a) of the Young Offenders Act 1994, a Custodial Officer is a person appointed as a custodial officer for non-administrative functions.

	Delegate
	An officer delegated a function in accordance with section 197 of the Young Offenders Act 1994.

	Deputy Commissioner Young People
	The position designated by the Commissioner as responsible for the management of the Young People Directorate within the Corrective Services Division of the Department of Justice.

	Detainee
	Means a person who is accommodated in a detention centre as defined in section 3 of the Young Offenders Act 1994 or, a young person subject to a custody order or an interim or extended custody order under the Criminal Law (Mental Impairment) Act 2023.
For the purpose of this COPP, all references to ‘detainee’ will be replaced with the term ‘young person’.

	Guiding Principles for Corrections in Australia, 2018 
	The guidelines and the accompanying principles constitute outcomes or goals to be achieved, rather than a set of absolute standards or laws to be enforced. They represent a statement of intent that each Australian State and Territory can use to develop their own range of relevant legislative policy and performance standards to reflect best practice and community demands.

	Officers and Employees of Particular Classes
	The following descriptions of classes of officers and employees are prescribed for the purpose of section 11(1a)(b) of the Young Offenders Act 1994 and regulation 49(2) of the Young Offender Regulations 1995:
a)	Medical staff – persons who have undergone medical, nursing or health training and hold qualifications indicating successful completion of that training.
b)	Teaching staff – persons who provide recreation or sports supervision, teachers, vocational trainers and social trainers.
c)	Program support staff – counsellors, program facilitators and librarians.
d)	Centre support staff – cleaning staff, laundry staff, gardening staff, vehicle driving staff, maintenance staff and hairdressers.

	Registrar
	The Registrar of Births, Deaths and Marriages for the State as identified in the Births, Deaths and Marriages Registration Act 1998 section 5 

	Responsible Adult/Caregiver
	In relation to a young person, means a parent, guardian, or other person having responsibility for the day-to-day care of the young person but does not include a person who the regulations may provide is not a responsible adult.

	Restricted Person
	A restricted person as defined in Births, Deaths and Marriages Registration Act 1998 section 36A means a person, other than a reportable offender, who is any of the following:
· a high risk serious offender;
· a detainee;
· a person subject to an early release order;
· a prisoner;
· a supervised offender;
a supervised young offender.

	Senior Case Manager (SCM)
	A senior officer within the Case Planning and Programs Unit to case manage young people in custody. SCM staff also work collaboratively with YJO staff.

	Superintendent (YDC)
	In accordance with section 3 of the Young Offenders Act 1994, ‘The person in charge of a detention centre’.

	Supervisory Authority
	The Commissioner for Corrective Services who is delegated to approve Change of Name Applications in accordance with s36A of the Births, Deaths and Marriages Registration Act 1998.

	Total Offender Management Solution (TOMS)
	An electronic database used by the Department of Corrective Services to record and manage comprehensive information relating to prisoners and detainees.

	TOMS Notes
	The area where information relating to a prisoner’s Individual Management Plan (or other behaviour/situation that may affect the prisoner’s IMP), may be recorded by the Case Officer or other staff member. Notes inform interested parties as to the prisoner’s current situation.

	Trauma-Informed Care
	Trauma-informed care recognises that young people in detention are likely to have experiences of past trauma, and is practically based on the principles of four Rs: 
1. Realises the widespread impact of trauma and understands potential paths for recovery. 
2. Recognises the signs and symptoms of trauma in clients, families, staff, and others involved. 
3. Responds by fully integrating knowledge about trauma into policies, procedures, and practices. 
Seeks to actively resist re-traumatisation.

	Victim Engagement Unit (VEU)
	A Corrective Services unit that offers mediation between victims and offenders.

	Victim Notification Register (VNR)
	An information service for victims of crime to provide information about an offender under the supervision of the Department of Corrective Services and any changes in their circumstances.

	Young Person
	Means a person who is detained in a detention centre as defined in s.3 Young Offenders Act 1994.

Any young person who is accommodated in a YDC, or who is in the custody of a YDC. The term young person also describes someone who is alleged to be an offender, or who is remanded in custody prior to being dealt with by the Courts.

	Youth Detention Centre (YDC)
	A gazetted detention centre declared by the Minister to be a detention centre to accommodate remanded or sentenced young people. Refer to section 13 of the Young Offenders Act 1994.

	Youth Justice Officer (YJO)
	[bookmark: _Hlk232429701]Provides case management and supervision to young people who are subject to Court and Early Release orders. The YJO offers through-care and connection to community interventions and works closely with a young person’s family when a young person is sentenced to detention. YJOs are appointed as supervising officers under the Young Offenders Act 1994.

	Youth Justice Services (YJS)
	[bookmark: _Hlk232430034]A Department of Justice Branch within the Young People Directorate responsible for the safety, security and rehabilitation of young people engaged with YJS services in the community. YJS staff also work collaboratively with Case Planning and Programs Unit staff to case manage young people in custody.


[bookmark: _Toc236735569][bookmark: _Toc230247653][bookmark: _Toc235088076]Annexures
[bookmark: _Toc236735570]Related COPPs 
· COPP 6.6 – Requests, Complaints and Feedback
· Prison COPP 9.4 Change of Prisoner Name
[bookmark: _Toc230247654][bookmark: _Toc235088077][bookmark: _Toc236735571]Related Documents 
Australasian Youth Justice Administrators Standards, 2009
Banksia Hill’s operating philosophy and service model – Model of care
· Guiding Principles for Corrections in Australia, 2025
· Minister’s Delegation of Power - Commissioner Corrective Services – under Births Deaths and Marriages Registration Act 1998 section 36H
Registry of Births, Deaths and Marriages Application to register a Change of Name (Adult 18 Years or Older) (BDM400)
· Registry of Births, Deaths and Marriages Application to Register a Change of Name (Child Under 18 Years) (BDM401)
· United Nations (UN) Rules for the Protection of Juveniles Deprived of their Liberty
Youth Justice Statutory Case Management – 24 Change of Name
[bookmark: _Toc236735572]Related Legislation
Births, Deaths and Marriages Registration Act 2024
Community Protection (Offender Reporting) Act 2004
Criminal Law (Mental Impairment) Act 2023
Young Offenders Act 1994
Young Offenders Regulations 1995
[bookmark: _Toc230247656][bookmark: _Toc236735573]Assurance
It is expected that:
· The YDC will undertake local compliance in accordance with the Compliance Manual.
· The Young People Directorate within Head Office will undertake management oversight as required. 
· Operational Compliance will undertake checks in accordance with the Operational Compliance Framework.
Independent oversight will be undertaken as required. 



[bookmark: _Toc219976011][bookmark: _Hlk228538805][bookmark: _Toc230247657][bookmark: _Toc236735574]Document Version History 
	Version no
	Primary author(s)
	Description of version
	Date Completed
	Effective date 

	1.0
	Operational Policy
	Approved by the Commissioner Corrective Services
CM: F2025/17561
Memo 2 minor amendments
	15 July 2025
	21 July 2025

	2.0
	Operational Policy
	Approved by the Commissioner Corrective Services 
CM: S26/71975
	3 August 2026
	4 August 2026
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[bookmark: _Toc81821394][bookmark: _Toc208481600][bookmark: _Toc230247658][bookmark: _Toc236735575]Appendix A: Approval to Apply to Register Change of Name
Process:
· In TOMS choose Assessment – ACM Checklists – Perform.
· Once user clicks on it opens ACM Checklists – Perform Wizard.
· Navigate down to Assessments – Initial and Review
· The Approval to Apply to Register Change of Name is 2nd from the top 
· Once selected, users will need to select Perform Checklist to start the process 
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