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This form is to be completed by the Employee and signed by their Manager. 

Once completed please do one of the following: 

· log via IDT Self Service (if available) 

· If IDT Self Service is not available and access is required for Admissions ONLY email to admissions@telford.gov.uk  

· If IDT Self Service is not available and access is required for School Forms, or Schools Forms AND Admissions email to educationsystemsupport@telford.gov.uk

Please make sure this form is completed fully, or it will not be processed. 
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SAM Portal New User Request Form





To be completed by the Employee or Manager





To be completed by the Employees Manager





Full Name of Employee: 





Please be aware that as this member of staff’s line manager you are agreeing for them to have access to a wide range of sensitive, highly confidential information. It is your responsibility to ensure that the member of staff is clear that they should only look at records which they have a clear remit to look at on a “need to know” basis.  A process is now in place to audit records which individual staff have viewed and there must be clear justification for accessing records.








Managers Name: 


Managers Job Title: 





Date:





Managers Signature:








Does the employee require access to the SAM Portal for:





Admissions?


Viewing school admissions applications


Ranking school admissions applications


Entering the attendance start date (On roll)


Viewing your school’s leavers


Dowloading your ATF file





School Forms?


Attendance Support Team Referral 


Restraint Form / Risk Assessment and Significant Incident Record 


Child Missing Education Referral 


Educational Psychology Consent 


Fair Access Panel Referral 


LSAT Consent and Background Information 


Modified Timetable Notification 


Permanent Exclusion Notification 


Pre Suspension Hotline Request 


Student Engagement Referral 


Suspension Notification














YES		NO

















YES		NO
































Email: 





School: 





WHEN THE NEW ACCOUNT HAS BEEN CREATED LOGIN DETAILS, A LINK TO THE PORTAL AND A USER GUIDE WILL BE SENT TO THE NEW USER VIA EMAIL.  











