

Form TR1


Authorisation to access the Human Resources Information System (Trent)

Name of person

requiring access    
……………………………………………..

Position or job title
……………………………………………..

Department

……………………………………………..

Email address …………………………………..   Computer username  …………………

1. Type of access required (see definition overleaf)  

(tick one box only)

Head of department or nominee
ٱ
Line manager/supervisor 
ٱ

Absence data entry


ٱ

2. Access to ? (tick one box only)

The whole department 

ٱ


Sub-unit



ٱ 
please specify …………………………….



3. Which staff do you require access to ? (tick one box only)


All staff



ٱ
Technical


ٱ

Academic & related, Research
ٱ
Manual


ٱ

Secretarial/Clerical/Ancillary

ٱ


Declaration by employee

I agree to take responsibility to ensure that personal information is used in accordance with the University Data Protection guidelines.

Signed  
……………………………………………….. 
       Date ……………...

Declaration by Head of Department

I, as Head of Department of the above named person, hereby agree to the access described above being given to them.  As head, I will take responsibility to ensure that personal information is used in accordance with the University Data Protection guidelines.

Signed  
……………………………………………….. 
       Date ……………...

Print name 
………………………………………………..

Type of access

Head of department or nominee

Will be given full data access for the department’s staff including details of people’s grades, salary points and annual salary.

Line manager/supervisor 

Will be given data access to the department’s staff including details of people’s grades, but excluding salary points and annual salary.

Absence data entry
Will be given access to absence data only.







When complete, please return to the Workforce Information Team in Human Resources.


