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UCL HUMAN RESOURCES DIVISION 
HR Systems Helpdesk
Registration for access to the UCL Service in Partnership (SiP) Workflow Application, Departmental Access
Instructions for completion of form:
Sections 1 and 2: to be completed by, or on behalf of, the user.

Section 3 to be completed by Head of Department or nominee.
User retains a copy
The signed form should then be returned to: HR Systems and Business Process, 2nd Floor, Bidborough House, 38-50 Bidborough St, London WC1H 9BT
1. User Details:

	Title
	

	Full Name
	

	Phone No/Ext
	

	ISD Username
	

	E-mail address
	

	Employee Number (if known)
	

	Date Access to Start
	


2. Access Details:
	Department
	

	Sub Unit Access Required
	

	Existing Access (If additional access, please indicate if existing units should be kept or replaced.)
	Replace
 FORMCHECKBOX 



Keep


 FORMCHECKBOX 


	Role
	Submit 


 FORMCHECKBOX 

For departmental authorised signatories who have the HoD's authority to sign off appointment requests, terminations or payments on behalf of UCL. Staff given this access must be on the department's list of authorised signatories. Submit access also allows staff to save records.
	Save


 FORMCHECKBOX 

For departmental users who prepare appointment, payment and leavers forms with permission to create and save records only.

	Access to Professorial Requests.
	Note: Registry & Academic Services only
	 FORMCHECKBOX 



3. Requested By:  I confirm that I have read and understood the SiP Access Control Policy
	Name
	
	Signature

	Date
	
	


HR Use Only
	Approved By
	

	Date 
	


Return completed form to HR Systems and Business Process, 2nd Floor, Bidborough House, 38-50 Bidborough St, London WC1H 9BT
