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ALL SECTIONS OF THIS DOCUMENT MUST BE COMPLETED

Request to access email
As specified at http://www.brookes.ac.uk/services/cs/email_issues/absence.html.
Name of email account holder:  …………………………………………Staff number:……………

Email address of account holder:  ……………………………………………………….…………....

Reason for access:  …………………………………………………………………………………….

Why cannot this person be contacted?……………………………………………………………..

Name of staff member requiring access:  …………………..…………Staff number:……………

Directorate/Faculty:  ……………………………………………..…………………………………..

Declaration

· I understand that I am authorised to carry out the least inspection of the contents of mails necessary to determine which mails are essential for the University to function administratively or to meet its teaching obligations.  

· I will not disclose, forward or otherwise use any information from personal mails which I see unintentionally when attempting to identify work-related emails. 

· I will inform the account holder, immediately they return to work, I have access to their mail and I will make an immediate request to the postmaster, to have this access revoked.

· I declare that there is no conflict of interest existing at this time or during the time I will have access to this account.

Name:  …………………………………….   Signature:  ………………………………….……..

Date:  ………………………………………

Authorisation

Dean/Director (or nominee)

Name:  …………………………………….   Signature:  ………………………………….……..

Date:  ………………………………………

Director of Learning Resources (or nominee)

Name:  …………………………………….   Signature:  ……………….………………………..

Date:  ………………………………………

Distribution: 1 copy to be retained by the Dean/Director; 1 copy to be retained by the person named above who has access; 1 copy to be sent to the Information Compliance Officer, OBIS; original form to be sent to the Postmaster, OBIS, for action. 1 copy to be retained by Computer Operations, OBIS; a copy will be sent to the account holder.
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