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ACCESS REQUEST FORM 
(AR1)


A member of staff who requires access to any of NHS Highland’s systems must obtain a unique identifier and password.  Only NHS Highland employed staff may be authorised on this form.  Staff not employed by NHS Highland please contact their local eHealth locality team. This form must be completed by the line manager of the named member of staff, and returned to the address at the bottom of the page. All fields marked with an asterisk are Mandatory. Incomplete forms will be returned to the Line Manager.
	Line Manager *
(Please complete in Block Capitals)

	Track-It Work Order Number * WO
(Please enter the 6 digit number you have received in your email after raising the work order)



	*Full Name (Block Capitals)


	

	User ID (If already assigned)

	

	*Job Title


	

	*Department


	

	*Location/Base/GP Practice
	

	*Contact Number 

Add Pager number if appropriate
	OFFICE :
Pager Number:
                                                                  

	New User (please tick)
	
	Access to existing files must be specifically requested including the whole path of the folder/drive.
	

	Remove User (please tick)
	
	(*Please advise date from which access may be removed and nominate a named individual to access this account where email/files have to be redirected on removal of access)


	

	Move User (please tick)


	
	(*Please advise date of move and  new location when User has left current Dept/Location but is still employed by NHS Highland) 

	

	Re-Activate User
	

	Disable User
	

	Amending User Permissions

(Please provide details i.e. amend access to include files/folder etc if access to existing folder to be allocated please enter the name of this file/folder )
	


SECTION 2 - SYSTEM ACCESS DETAILS

Non clinical systems (Please tick access required)






        
    Tick Box    
          FOR OFFICE USE ONLY
	Email
	
	

	File and Folder Access
	
	

	Internet
	Ann Hodge IF  = "" "" "" 

	

	OTHER NON CLINICAL SYSTEMS :

(e.g. eFinancials)
	
	


FORMS WILL BE RETURNED IF THEY ARE NOT AUTHORISED CORRECTLY. IF YOU REQUIRE CLINICAL DATA ACCESS, YOU WILL NEED SECTION 3b TO BE AUTHORISED BY A NAMED CLINICAL SIGNATORY.

Clinical systems (Please tick access required)

   


      

                  Tick Box                 FOR OFFICE USE ONLY
	Adastra
	
	

	(ECS) Emergency Care System
	
	

	(CRIS) Radiology Information System for the booking and reporting of images * see section 2.1
	
	

	(Trakcare PMS) Patient administration system
	
	

	(PACS) Picture Archiving & Communication System for image storage and retrieval * see section 2.1
	
	

	(RR) Results Reporting / SCI Store
	
	

	(SCCRS) Scottish Cervical Call-Recall System
	
	

	SCI Gateway 
	
	

	SCI-DC Network
	
	

	SPARRA data
	
	

	Theatreman
	
	

	OTHER CLINICAL SYSTEMS :

Please specify system unless listed above 



SECTION 2.1  -  * to be completed if CRIS or PACS requested
Please provide your professional registration number: GMC for Doctors; GDC for Dentists; NMC for Nurses or Midwives; HCPC for Allied Health Professionals –
	
	


If you have used Carestream PACS elsewhere in Scotland then please provide existing or previous PACS User ID –

	
	


FORMS WILL BE RETURNED IF THEY ARE NOT AUTHORISED CORRECTLY. IF YOU REQUIRE CLINICAL ACCESS (E.G. RADIOLOGY, RESULTS REPORTING), YOU WILL NEED SECTION 3b TO BE AUTHORISED BY A NAMED CLINICAL SIGNATORY. A LIST OF AUTHORISED SIGNATORIES IS AVAILABLE IN APPENDIX A.
SECTION 3a – LINE MANAGER TO COMPLETE 
(This is a mandatory section)
I confirm that I am the Manager of the above named member of staff and that the access to NHS Highland’s systems is necessary for the post.

Name













(Please completed in Block Capitals)
Signed












Date













SECTION 3b - CLINICAL SIGNATORY TO COMPLETE 

(This section is mandatory if Clinical Access is required)
I hereby authorise the above named member of staff to obtain access to any of the CLINICAL systems detailed above as authorised by their manager.

Name














(Please complete in Block Capitals)
Signed













Date













eHEALTH POLICIES

IN

ARGYLL & BUTE CHP

      A number of statutory and regulatory acts apply to computer users, including but not limited to ….

Data Protection Act 1998; 

Freedom of Information (Scotland) Act 2002;

Computer Copyright Software Amendment Act 1985; 

Copyright, Design and Patents Act 1988; 

Computer Misuse Act 1990; 

Criminal Justice and Public Order Act 1994; 

Human Rights Act 1998; 

Regulation of Investigation of Powers (Scotland) Act 2000.

	I confirm that I have read, understand and agree to abide by the rules laid out in the following NHS Highland policies

Email and Internet Policy ,

Home Computer Policy,

Mobile Devices Policy,
Working From/At Home Policy

These policies can be found on the NHS Highland Intranet at ….

http://intranet.nhsh.scot.nhs.uk/PoliciesLibrary/Pages/Default.aspx
under NHSH Policy category : eHealth

	

	NAME (BLOCK CAPITALS):  
                                               

	DESIGNATION:  


_____________________________________________________


	SIGNATURE:  


_____________________________________________________


	DATE:  



____/____/____



Permanent Member of staff    √


Yes


No                              *please enter leave date





START DATE:                   *








Please return this form to your local IT Support Team for processing.
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