Access Request Form

for the College of Food, Agricultural and Environmental Sciences

Personnel Database
This form requests access to the CFAES Personnel Database.  Please fill it out completely and obtain all necessary signatures before submitting to the Dean’s Office for final approval.

I:  Applicant Information
Name:  ___________________________________________     Employee ID:  ______________________

Department _______________________________________       Email:  ___________________________

Job Title _________________________________________       Campus Phone:  ____________________

What job duties require you to access the database?        ________________________________________ 
______________________________________________________________________________________
Do you need full or restricted access in order to fulfill your job duties?


Restricted access excludes access to salary information, leave information, and home address.


Full Access              Restricted Access  

II:  Required Signatures
I have read and agree to comply with the attached Personnel Database Usage Agreement.
User Signature:  ________________________________________________  Date:  _________________

I approve access to the CFAES Personnel Database for this employee.

Chair/Director Signature:  ______________________________________    Date:  _________________

I approve access to the CFAES Personnel Database for this employee.

Assistant VP Signature:    _______________________________________   Date:  _________________
Submit form to Lori Bowman in Room 100U Agricultural Administration Building for final approval.
**************************************************************************************
For internal use only.

Date received by Information Technology:  _____________________

Date of activation of account:  ____________________

Date of connection implementation:  _________________
Usage Policy

for the College of Food, Agricultural and Environmental Sciences

Personnel Database

Please read this information carefully before signing the Access Request Form.

Summary
Information in the Personnel Database is considered confidential.  The user of the database is responsible for protecting the integrity of the accessible systems and preserving the privacy of accessible information consistent with the mission of using the data for College business only.
User Responsibilities
· The user will protect their account password for the Personnel Database and keep it confidential.

· To prevent unauthorized access, the user will not remain logged on to the system when they are not at their workstation.

· The user will access the Personnel Database only to conduct official CFAES business.

· The user will not share confidential information with anyone who is unauthorized.

· The user will not make copies or backups of the data.
· The user will only access the database from their office location.

· The user will not use the data for personal or commercial purposes.

Penalties for Inappropriate Usage
If any of the above rules are violated, the user will lose access to the database.  In addition, there may be additional disciplinary or legal penalties.
