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HSSEAS Administrative Staff Department Email and 
Computer Files Policies and Access Agreement

SEASnet provides HSSEAS administrative employees with an email account, disk space on a server, and backups of data on their departmental desktop computer. All electronic work belongs to the department. While SEASnet allows incidental personal use of this service, employees should not use these systems for sensitive or other confidential personal information. For questions regarding campus and School policies surrounding department electronic data, please contact the HSSEAS IT Compliance Coordinator at x57535.

SEASnet will use the information on this form for the final disposition of the employee’s account when the employee leaves HSSEAS or in the event the employee is on leave. The hiring unit should retain the original signed form in the employees personnel file and provide SEASnet with a digital copy. An account password will not be assigned to the account holder until a digital copy of the completed from has been received by SEASnet.

 THIS SECTION TO BE COMPLETED BY REQUESTING DEPARTMENT



Supervisor’s Name:	Click here to enter text.		Department:		Click here to enter text.
Employee’s Name:	Click here to enter text.		Employee’s UID:	Click here to enter text.

If employee leaves HSSEAS the department will request access to the account:
	 Choose an item.

If employee transfers to another department in HSSEAS the account can transfer with the employee:	Choose an item.

In the event the employee is on leave, the department will require access to the employee’s account:		Choose an item.

For security reasons, accounts must be terminated within thirty (30 days) of the employee leaving HSSEAS. Exceptions to this period require written approval from the HSSEAS IT Compliance Coordinator.


					Click here to enter text.		Click here to enter a date.	
Supervisor’s Signature			Title				Date

 THIS SECTION TO BE COMPLETED BY EMPLOYEE


Your signature on this form acknowledges your acceptance of HSSEAS administrative account policies and disposition procedures. 

													
Employee’s Signature							Date
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