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Finance and Corporate Resources
Executive Director Jackie Taylor
 Finance Services

[bookmark: _Hlk73089700]
DWP Digital System Access Request – Searchlight

Access to government systems or administration portals requires an active account. This form allows you to nominate an individual for a new account. 

To nominate somebody for an account we will need to provide the nominee's:
· verified name, date of birth, home address and work e-mail address.
· date pre-employment & identity checks were completed.
· date the Baseline Personnel Security Standards (BPSS) results were received.

By completing this form, Personnel will confirm the following information:
· Identity – The date HR completed the identity check.
· Nationality/Immigration – The date HR completed the nationality/immigration checks.
· Employment – The date HR completed the employment history check.
· Criminal Record – The ‘date of issue’ from your certificate from Disclosure Scotland.

Nominee Details:

	[bookmark: _Hlk73089678]Nominee’s Name:
	[bookmark: Name]     

	Date of Birth:
	[bookmark: Date_of_Birth]     

	Home Address:
	[bookmark: Address]     

	Work Email Address:
	[bookmark: Email_Address]     

	Work Section (including team):
	[bookmark: Work_Location]     



Level of access requested:
	Searchlight

	Secure Print Officer (No other level of access)
	

	Searchlight without Trace function
	

	Searchlight with Trace function
	

	Searchlight with interest registering
	

	Searchlight without interest registering
	

	LA Mobility Only
	

	Get Income Information Addon
	

	LA Mobility Addon
	






This mandatory checklist must be completed before request submitted.


	
	Date Completed

	The user has been briefed of their role and responsibilities
	[bookmark: Briefing_Date]     

	All Relevant Training Material Provided / Arranged
	[bookmark: Training_Date]     




Pre-Employment & Baseline Security Checks:

	Date of Employment:
	[bookmark: Employment_Date]     

	‘Date of Issue’ on Disclosure Certificate:
	[bookmark: Disclosure_Date]     

	Disclosure Certificate Number:
	[bookmark: Disclosure_Number]     






	Nominee Signature:
	     

	Team Leader / Line Manager Signature:
	     

	Date:
	     









Creation of Account (To be completed by Systems and Control):


	Officer processing request:
	     

	Officer approving request:
	[bookmark: Officer_Approving]     

	Nominee User ID:
	[bookmark: ID]     

	Token number assigned for Nominee:
	[bookmark: Token_Number]     
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