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My Placement Access Request Form
	Personal Details

	Name
	

	Staff ID
	

	Job Title
	

	Faculty/School/Service (as appropriate)
	

	Line Manager (for admin staff only)
	

	Line Manager email address (for admin staff only)
	



New User:
	Please confirm which applications you require access to:

	Only those from a specific subject area (please specify)
	

	Only those from a specific school (please specify)
	

	Other (please specify)
	

	Indicate which type of placements you are responsible for

	Study Abroad 
	☐
	Work Placements (UK and/or International)
	☐
	Other (please give details below)
	☐
	




	[bookmark: _GoBack]To be completed by Academic staff only

	I am an academic member of staff with responsibility for Study and/or Work Placements. 
	    ☐

	I am replacing an existing member of academic staff in this capacity  Yes/No
If yes, name of staff member: 



	Additional information

	Optional:  I require the same permissions as:

(name of colleague or previous role holder in school/service etc)

	I require Read Only access to the system (I will not be creating or reviewing applications) 
	☐
	Please provide further details below about the responsibilities that you think may be relevant to setting up your user profile (e.g. your role includes amending placement locations,  managing your own website and brochures)

	


	If your request does not fit in with any of the above categories, please outline your role and your reasons for needing to access the My Placement system:

	




Existing User:
	I wish to change my existing access rights

	☐
	Details: (what changes are required and for what purpose?)





Declaration	
	In accessing and using information on University systems, I will comply with all applicable legislation and regulations, policies and procedures of the University. I will only use this information in relation to my University duties and activities. I will not disclose any information that is subject to restrictions on disclosure. 
	   Accept the declaration by checking below                                                                                                                     


                                
                                 ☐



	Line Manager Approval (for approval of PSS staff only) 

	Line Manager Name
	


	Job Title
	


	Do you approve this application for access to the My Placement system from a member of your staff?
	Yes/No


	Signature
(An electronic signature is acceptable)
	




Please forward this form to cs.access@manchester.ac.uk 




	For Student Systems and IPO use only

	CS role assigned by:

	Date: Click here to enter a date.

	For academic user requests: Has the IPO confirmed with the School/ Service that academic user access: Y/N

	User has been assigned to the following User Group: Choose an item. ; Choose an item. ; Choose an item.

	Date: Click here to enter a date.
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