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GUIDANCE NOTES
SITS is the name of the student record system used at York St John University, and e:Vision is the web-based version, available at www.yorksj.ac.uk/evision. They provide staff and students with a way of accessing a wealth of information on many aspects of central student administration, in a clear and user-friendly manner. All staff and students are given access to e:Vision automatically, but members of staff wishing to access the SITS system itself must use this form to document their requirements and have this approved.
1
About the member of staff

Please give access to/amend access for the following member of staff:
	Surname
	
	Title
	

	Forenames
	

	Faculty/Department
	
	Extension number
	

	Job title
	

	Main reasons for needing access
	


2
Changes/non-standard access
	If changes to access are required, or there is a need for non-standard access, please note requirements here.




3
Approval
	Manager's name
	
	Manager's signature
	


4
Declaration, to be completed by staff member requiring access
In being granted access to the SITS student record system, I 

· agree to use University computer facilities only for the purposes authorised by my line manager
· agree to take all reasonable steps to prevent my password becoming known to others
· understand that the unauthorised use, or attempted use, of a username and password belonging to another user is strictly forbidden
· agree to respect the confidentiality of all data which I have access to, and undertake not to disclose any of it to any unauthorised person. 

	Signature
	
	Date
	


5
For Registry use

	1
Date user record enabled
	

	2
Actioned by
	

	3
File
	


When completed and signatures obtained this document should be returned to Registry. 
