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SITS Access Request Form for Student Assistants

Section A: to be completed by the person requiring access to SITS – please print this form and, once completed, present it to your supervisor for approval.
	Name
	

	Username
	
	PC name
	

	Department/Unit
	

	Job Activity
	

	Room
	
	Tel Ext
	

	Reasons SITS access is required



	I agree to abide by the rules of confidentiality of SITS data and to follow all the required security procedures

	Signature
	
	Date 
	


Section B: to be completed by the requestor’s supervisor and then sent to the appropriate person in Section C
	Authorised by (please print)
	

	Date Required from
	
	Date required to
	

	I have made the Student Assistant fully aware of the confidentiality of data on SITS and the appropriate security procedures (login/out, password secrecy etc.)  I take full responsibility for overseeing the work of the Student Assistants on SITS.

	Signed
	

	Date
	


Section C: to be completed by:

MAS: Gail Clarry, Marketing & Communications

SRS and CAMS: Jackie Thompson, Student Data Management.
	Component access levels:
	User

Group
	Run
	Write
	Delete
	Signed

	MAS (Admissions)
	*
	*
	*
	*
	*

	SRS (Student Records System)
	*
	*
	*
	*
	*

	CAMS (Credit Accumulation)
	*
	*
	*
	*
	*


* Please fill in the section(s) as appropriate

Section D: to be completed by IS&T
	Task No
	

	Date Received
	

	Date Enabled 
	

	Enabled by
	

	PC Added to SITS Live group (please tick)
	

	Passed to Networks to enable PC for Firewall access (please tick)
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