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ICT – Starter/Leaver/User Amendment Form
SUPPORT
Please allow 2 working days for setup
Please indicate with an X as appropriate
	New User
	
	User Amendment
	
	Network Access Amendment
	
	User Leaving
	



	Temporary Staff? 
(delete as appropriate)
	Yes/No
	If Yes Leave Date:
	

	Is the user replacing an existing member of staff? (delete as appropriate)
	Yes/No
	If Yes who are they replacing?
	



	USER DETAILS

	Name:
	

	Position:
	

	Telephone:
	
	Dept:
	

	Location:
	
	Manager:
	



	NEW USERS / USER AMENDMENT AND NETWORK ACCESS AMENDMENT
Network Access Required (please tick as appropriate)

	
Advance Desktop
	

	OPENHousing
	

	Iplanit (Please detail scheme code(s) for staff member:
	

	Vizual
	

	J:\Drive
	

	N:\Drive
	

	W:\Drive (Support All)
	

	Outlook Distribution Groups (please specify)
	

	Service Managers
	

	Services  (Midlands)
	

	Services (London & South East)
	

	Services (South & South West)
	

	Services (Regional Administrators)
	

	Services (Area Managers)
	

	Lync
	

	Other (please specify)
	



	AREA MANAGER RESTRICTED AREAS – W DRIVE

	Alpha AM Restricted (Adebayo Oyeniyi)
	

	Bravo AM Restricted (Chris Pascoe)
	

	Delta AM Restricted (Diane Benden)
	

	Echo AM Restricted (Faye Zarb)
	

	Foxtrot AM Restricted (Ian Bond)
	

	Golf AM Restricted (Matthew Wilson)
	



	LOCALITY MANAGER RESTRICTED AREAS – W DRIVE

	[bookmark: _GoBack]India LM Restricted (Amanda Longhurst)
	




	AREA MANAGERS RESTRICTED AREA – W:\3. AREA MANAGERS RESTRICTED AREA

	Hotel AMs Restricted
	



	

SERVICE MANAGER/DEPUTY SERVICE MANAGER RESTRICTED AREAS – W DRIVE

	Alpha SM Restricted (Adebayo Oyeniyi area)
	

	Bravo SM Restricted (Chris Pascoe area)
	

	Delta SM Restricted (Diane Benden area)
	

	Echo SM Restricted (Faye Zarb area)
	

	Foxtrot SM Restricted (Ian Bond area)
	

	Golf SM Restricted (Matthew Wilson area)
	



	REGIONAL ADMIN RESTRICTED AREAS – W DRIVE

	XRay RA Restricted (Jackie Nye)
	

	Yankee RA Restricted (Justine Hornsby)
	

	Zulu RA Restricted (Fiona McKeown)
	



	SUPPORT ALL UNRESTRICTED AREAS – W DRIVE

	Alpha All (Adebayo Oyeniyi area)
	

	Bravo All (Chris Pascoe area)
	

	Delta All (Diane Benden area)
	

	Echo All (Faye Zarb area)
	

	Foxtrot All (Ian Bond area)
	

	Golf All (Matthew Wilson area)
	



	QUALITY AND COMPLIANCE RESTRICTED AREA – W:\1. QUALITY AND COMPLIANCE

	Whiskey (All)
	



	P DRIVE – RESTRICTED ACCESS
Access to this drive is defined by the security groups for the W drive

	Victor (GMT Members only)
	



	USER LEAVING
User Accounts and Data Requests (please tick as appropriate)


	Archive User’s Personal U:\ Drive
	

	Forward emails onto indicated replacement staff member:
	

	Copy U:\ drive to indicated replacement’s drive:
	

	Archive Outlook contents
	

	Remove from the following email distribution groups:


	


Service Desk:  Please remove all groups from leaver accounts

Additional Information
	




	
Request Submitted By 
(I have given a copy of the Information Security Policy to the above named staff to read and sign)


	Name:
	
	Signed:
	

	Position:
	

	Location:
	

	Telephone:
	
	Date:
	



	New User Name & Signature 
(I the named staff can confirm that I have read and understand the Information Security Policy and that I will abide by said policy)

	Name:
	
	Signed:
	
	Date:
	






	
Request Authorised By
(I have given a copy of the Information Security Policy to the above named staff to read and sign)


	Name:
	
	Signed:
	

	Position:
	

	Location:
	

	Telephone:
	
	Date:
	



(In order for a new user account to be created the new user must have read & signed the Information Security Policy. It is the responsibility of the user’s line manager to ensure that this is done. The Information Security Policy can be found on the Intranet).
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