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External User Smartcard/Lorenzo Request Form
This form must be completed by all staff that are not directly employed by this Trust.

Whether you do or do not have a Smartcard we need to gather information from you, please provide as much information as possible as requested below.

Smartcards are transferrable within the NHS and we need to gather some information from you to help identify if you are already registered on the National Spine Directory as a Smartcard user.
PLEASE PRINT CLEARLY
	First Name
	

	Surname
	

	Contact Number
	
	
	
	
	
	
	
	
	
	
	

	Email Address
	

	National Insurance Number
	
	
	
	
	
	
	
	
	

	GMC Number (if applicable)
	
	
	
	
	
	
	

	Job Title (if you are a doctor, please specify your grade)
	

	Department/Specialty
	

	Teams (if applicable)
	

	Are you an agency worker, locum or student? (please circle as appropriate)
	Agency
	Locum
	Student
	Other

	How long will you be working with the Trust? (DD-MM-YY)
	Date From:
	
	
	-
	
	
	-
	
	

	
	Date To:
	
	
	-
	
	
	-
	
	

	Have you ever had a Smartcard? (please circle as appropriate)
	Yes
	No

	If ‘Yes’, do you still have your Smartcard?
	

	If ‘Yes’, what is your Unique User ID number? (printed on front of Smartcard)
	
	
	
	
	
	
	
	
	
	
	
	

	Has relevant training been completed/booked? (please circle)
	Yes
	No

	Who is the WHH Trust Manager responsible for you whilst working in the Trust?
	Print FULL Name:
	

	
	Signed:
	

	
	Date:
	


If you have never had a Smartcard you will need to provide some documents in order that one can be issued to you.  We require the following:

At least THREE current and original documents to confirm your identity and address.  
At least one document must be photographic ID. 
Photographic ID examples are:
Passport

Driving Licence

HM Armed Force Identity Card
Biometric Residence Permit
ID card carrying the PASS accreditation logo

No photo ID available

Non Photographic ID examples are:
Utility bill 1 (Not a mobile phone)

Utility bill 2 (Not a mobile phone)

Financial statement 1

Financial statement 2

Driving Licence

Benefit statement from DWP

Confirmation from electoral register search

HMRC tax notification (Not a P45 or P60)

Local authority tax bill

Local council rent card or tenancy agreement

Mortgage statement from a recognised lender

The above must have your name on them and be dated within the last three months.  

The following documents can be dated within the last 12 months:

· Local Authority tax statement (Council Tax bill) and United Utilities Water statement

Trust ID badges, payslips and mobile phone bills are not acceptable forms of ID 
You must submit this approved form along with your required ID documents when applying for a Smartcard.
  
Contacts for help and queries:

General Email Enquiries - Smartcard Helpdesk: whh.smartcardhelpdesk@nhs.net
	Warrington Hospital

Marie Morris
IT Department

Kendrick Wing
01925 662980
Ext 2980
	


Thank you
The Registration Authority (RA) Team
Access Request Form - External User 07th Mar 2018

