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                   HUMAN RESOURCES - ASSOCIATE STAFF REQUEST FORM
Purpose :
To provide IT access for staff not employed by the University of Dundee. 

To allow for the production of a Staff ID card, and use of the benefits associated with having an ID card. 
This scheme is separate to that run by ICS.  It should be used for those individuals who are heavily involved in working at and with the University, but who are not employed by it. Examples are : Visiting Academics, Externally Funded Researchers, or NHS Medical staff involved in University teaching. (Other associations will of course be considered.)

Once an individual has been recorded within our system, an electronic extract is taken, which will forward his / her details to ICS. At the same time, Human Resources will contact the persons Sponsor, and give them further information as to how to obtain the persons logon details and confirmation of their email address. A letter giving instruction on how to obtain a Staff ID card will also be sent from Human Resources to the Sponsor, to be forwarded to the new Associate.
In order to record Associate staff on our system all of the following fields must be completed.

Details of Person to be granted Associate Status :

Surname :
     
Forenames :
     
Title (please check box) :
 FORMCHECKBOX 
   Prof     FORMCHECKBOX 
   Dr    FORMCHECKBOX 
   Mrs    FORMCHECKBOX 
   Miss    FORMCHECKBOX 
   Ms    FORMCHECKBOX 
   Mr    FORMCHECKBOX 
   Other




If selecting Other, please state :
     
Date of Birth :
     
	


Department the Associate Post is to be Held Within :
     


Length of Associate status required (Maximum 1 Year) :
     
Brief explanation of association with the University, and reason for use of facilities :
     
SPONSOR DETAILS  (A Sponsor must be a : Senior Member of staff / Dean of School / Director within SASS)

Name :
     
Department :
     
E-mail Address :
     
Renewal papers will be sent to you as the Sponsor 3 months before the post is due to expire. If these papers should go to someone other than yourself, please provide us with their details below. 

RENEWAL PAPERS CONTACT

Name :
     
Department :
     
E-mail Address :
     
Please return this form, once completed to your College / SASS HR Officer
For Office Use Only :    Approved by HR Officer :     ______________________________________

Date :   _____________________

Recorded within P3  (          Email sent to ICS 
(          Email  sent to Sponsor  (          Staff ID Card Letter Sent to Sponsor  (

