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In order to get an ID card please:

· Ensure this form has been signed by the relevant HR Administrator for your division

· Ask your Head of Division or Line Manager to complete the rest of the details
· Take the form to Media Services, 4th Floor, Hunter Wing.

The hours for obtaining an ID card are from 9am- 10am Monday to Friday or by appointment on Tuesdays and Thursdays between 2pm-3pm. Appointments can be made by calling ex. 2600

	Surname*
	…………………………….….…….


	Preferred Forename*
	……………….…………….

	Position*
	Attachment
	

	
	(ie. Honorary Research Fellow, Academic Visitor, etc)

	Department*
	FHSCS
	Phone Ext.

	……………….…………….

	Person Authorising Issue:  

Name: (capitals)
	…….………………….…


	Signature:
	…………………….………

	(Head of Division/Supervisor)


	
	


	Authorised by:


	Katrina Court, HR Administrator (by email)
	Date Issued:
	1.5.11

	( HR Department)


	
	


*This information will appear on the card.

Please note that should you lose your ID Card your will be required to pay a sum of £5.00 to obtain a replacement.
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