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Special Access Request Form v1.18




Please attach this form with details of your request and send to the IT Service Centre via email at itservicecentre@unsw.edu.au, or directly to IT Policy via email at itpolicy@unsw.edu.au for confidential sensitive requests only. 

Notes:
Please note ONLY the supervisor as completed in section 2 below can send the form to the UNSW IT Service Centre due to strict audit requirements.

Please note the Director/Head of School listed in section 2 is responsible for endorsing the special access request. However, it is their responsibility to work with their unit staff to complete special access requirements as required on the form.

UNSW IT are unable to accept any special access requests from former students/alumni seeking access to their UNSW data such as a copy of their email mailbox or One drive etc. Students are notified prior to departing UNSW to backup any required data.

1. Staff / Student details:
	•	Full Name: 
•	Z-id account: 
•	Department: 
•	Date of departure (if applicable): 



2. Details of the Supervisor (Director level or above or head of school) that is requesting to access the files:
	•	Full Name: 
•	Z-id account: 
•	Department: 
•	Job Title: 




3. Details of the person access will be granted to (ie the person who will be receiving the access requested below). Please note that person that is granted the access cannot be the same individual as 2 above.
	•	Full Name:	 
•	Z-id account: 
•	Department: 




4. What type of access/information is required? (e.g. is this access to the staff’s (i) Workstation (ii) UNSW Email (iii) Home drive (iv) Physical Workstation/Local drive (v) IT Logs (vi) Other – please specify)
	




5. Detailed information of what is required? (Please specify the specific file type or subject area being sought)
	




6. Detailed business justification for obtaining the information (Request for another person’s information MUST be for the continuity of business)
	


 
Approvals will be sought before access is provided and on the condition that any personal emails, personal files, or other data not directly related to the request are NOT opened/viewed. 

Redirections, systems access, or other settings change will be applied for a duration of 1 calendar month from the approval date.
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