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Purpose of Policy

This policy relates to Regent College London student identity (ID) cards and lanyards
and provides clear guidelines for staff and students on the conditions of use.

The purpose of the student ID card is to provide a means of personal identification
and to support safe and appropriate access to Regent College London premises,
services and facilities.

Regent College London is committed to providing a safe learning environment.
Students are therefore required to wear their ID card in the lanyard provided, on the
outside of clothing, so that the card is visible when on Regent College London
premises.

Policy Statement

1. Conditions of use

New students are issued with an ID card at the beginning of their first academic year,
usually at enrolment or ID verification sessions. The information on the card is
extracted from the student record system. The ID card is valid for the duration of
study, unless it is replaced or withdrawn in accordance with this policy.

The main function of the ID card is to identify individuals as Regent College London
students and staff while on college premises.

ID card conditions of use:

1. The student ID card is the property of Regent College London.

2. All students are required to wear their student ID card in the provided lanyard
when accessing Regent College London facilities. The lanyard must be worn on
the outside of clothing to ensure the ID card is visible.

3. A student whose ID card is not visible, or who is not wearing an ID card, may be
challenged by staff or security and will be required to present their ID card as
proof of identity while on Regent College London premises. Failure to present a
valid ID card may result in security asking the student to leave the building and/or
the instigation of the relevant disciplinary process.

4. Students must not allow anyone else to use their student ID card. Misuse of an ID
card may result in disciplinary action.

5. ID cards are mandatory when students attend formal examinations and other
assessments where identity verification is required. Failure to wear and show a
valid ID card may result in the student not being able to sit the examination or
assessment.

6. A student may need to be in possession of their ID card in order to gain access to
Regent College London teaching buildings, certain rooms, and other controlled-
access areas.

7. The ID card also serves as identification when accessing Regent College London
facilities and services, collecting official letters.

All students must be in possession of a valid ID card for the duration of their study.



Religious observance

Students who wear a veil, or other religious head covering may be expected to
remove it where necessary to have their photograph taken for an ID card or to verify
identity. Such matters will be handled sensitively, with a full discussion taking place
with the student.

Where a female student requests this, a female member of staff will take the
photograph or verify the student’s identity. If a female member of staff is not available
at the time, a suitable appointment will be arranged with the student.

All students will be required to remove caps, hats, sunglasses, or other items that
obscure the face for the ID card photograph, unless the item is worn due to a
religious belief or another protected reason. ldentity must still be capable of being
verified.

Card and lanyard replacement

In the event that an ID card and/or lanyard is lost, stolen, or damaged, it is the
responsibility of the student to notify Student Success Team as soon as possible.

A replacement ID card and/or lanyard will be issued by Student Success Team in
accordance with Regent College London procedures. Students may be asked to
provide suitable evidence of identity before a replacement card is issued.

If a damaged ID card is being replaced, the student should bring the damaged card
to Student Success Team and exchange it for the new card.

Student identity cards and examinations

All students are required to display their student ID card at formal examinations and
write their student number on the front of any answer booklet or relevant examination
documentation.

Students may not be able to sit an examination if they fail to bring their student ID
card with them. If a student does not have their ID card, they should contact Student
Success Team before the examination wherever possible to request support with
identity verification or replacement arrangements.

Students who wear a veil, headscarf, or other religious head covering may be
expected to remove it before sitting an examination where this is necessary to verify
identity. In these cases, identity checks will be carried out sensitively and, where
requested, by a female member of staff in a private room before the examination. If a
suitable member of staff is not available, the invigilator should contact Student
Success team or the relevant examination team for assistance.

Change of programme of study
If a student transfers onto a new programme of study, the ID card will normally

remain valid and a replacement card will not usually be required unless the card
details need to be updated.



Student withdrawal and interruption of study

If a student temporarily interrupts their study, the student should retain their ID card
unless advised otherwise by Regent College London.

If a student withdraws from their course on a permanent basis, the student must
return their ID card and lanyard to Student Success Team. Access to relevant
Regent College London systems and services will then be closed in accordance with
standard account closure procedures. Personal Tutors or relevant staff conducting
exit interviews should encourage students withdrawing from Regent College London
to return their ID card and lanyard to Student Success Team.



