Sponsor request form for External Database Group
	Section A to be completed by University of Bolton, Permanent Staff who require accounts to be setup for non-University personnel

Name

Department (School, Research Unit or Support Unit)

NetworkID

Staff ID number

Role



	

	Section B about the Group

Please outline the Group. Include details of Teaching/Learning roles, location (SITS location code if applicable), project name. Also include any dates, e.g. end date of a Project.

Details

Group Name



	

	Section C requirements, please state what facilities may be required from the University’s information systems

Student Records System (Sits and e:Vision)

eLearning System (Moodle)

Timetables (Celcat)

Modules Database (Validation of Courses)

Others

Webmail, MyFiles, Library Account, Turnitin or others




Notes for Sponsors

The term sponsor denotes the member of University Staff who manages the Externals in a similar manor to an internal Line Manager.

All Externals in the group will be managed in the same way on the various systems. If the role of leader of this group passes to another member of staff, IST should be informed.

The Details section will be added to the Externals management database for reference

The Group Name. Please suggest a group name to help with administration

Accounts are for specific individuals, not for group access. This enables work to be associated with that person. If the external person is visiting for a short period of time, it may be appropriate to use a Temporary Network Account from the Library Information Desk. 

Background

A Sponsor Manages a Group of Externals, or may be several groups. This defines the relationship between the Sponsor and the Group, e.g. Buisiness Lectures at Shanghi, Early Years Lecturers at Partner Colleges or Visiting Researchers in IMRI Research Centre
These Groups are allocated to University Employee Types, which collects together Groups of similar ‘Type’. For example ‘Partnership Lecturer’ for Externals teaching at a Partner College or ‘Visiting Researchers’ for an researcher not registered on the HR & Payroll system. This Type will be displayed on the University Smart Card (ID badge), should the person need one. The access to systems is managed on the basis of the Type, for example Associate Lecturers teach at the Bolton campus, and may need to mark registers, where as Partnership Lecturers do not.

Individual Externals may have different access to that requested on the External Group Request Form. This should be stated on the External’s Request for access to Information Systems form.

The sponsor is responsible for arrangements for accessing systems. For example normal Quality Procedures need to be gone through, for example SITS Client access will need the standard SITS Access Request form, accounts on the Library System will need the authority of the Library Manager

