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Non-employee Access (NEA) Request Form
	Personal Information

	Name:
	      
	     
	     

	
   Last             
	First
	
	M.I.

	LRCCD ID
(Emplid)
	   
	        Last 4 SSN/Gov ID:
	     

	Birth Date (month/day):
	     
	Male:    FORMCHECKBOX 
          Female:  FORMCHECKBOX 


	Access Request:
	 FORMCHECKBOX 
 Create   
	 FORMCHECKBOX 
 Renew
	 FORMCHECKBOX 
 Terminate
	Access termination date:      
	
	(If termination, skip to approval section.)

	

	Job Information

	Job Title
	     

	Location/ College:
	     
	Dept:
	     

	Responsible Manager:
	
	Manager’s Title:                            
	     

	Work Phone:
	          

	Start Date:
	     
	End Date**:
	     

	Reason/ Justification:
	     
     
	Need Student Records access?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	NEA Type
	MOU (e.g. CSUS, Library, Sutter, JPA, etc.)   FORMCHECKBOX 

	Vendor/ Consultant/ Contractor (paid):  FORMCHECKBOX 


	Pending Employee    FORMCHECKBOX 

	Past

Employee   FORMCHECKBOX 



	
	Intern/ Volunteer (unpaid):  FORMCHECKBOX 

	Emeriti:  FORMCHECKBOX 


	Other   FORMCHECKBOX 

(please specify):     

	

	Approval

	Responsible LRCCD Manager Affirmation and Authorization:
I understand that I am requesting access for the non-employee on this form.  I confirmed that the access is needed for this individual to provide services to LRCCD.  I will immediately notify my Information Security Officer if misuse is suspected and/or when the requested access is no longer required.  

	Responsible Manager
	                                                                
	Ext.:      
	Date:      

	College/DO ISO Approval
	Print Name                                                          Signature
                                                             
	Ext.:      
	Date:      

	                              Print Name                                                           Signature

	DO IT USE ONLY

	Processed By: 
	     
	Date:
	     

	NEA Created   FORMCHECKBOX 
   NEA Renewed  FORMCHECKBOX 
 NEA Terminated   FORMCHECKBOX 


	Notes:
	       


                                      Email completed form for processing to:  NEAAccess@losrios.edu 
* Access may not be granted by District Office.  

**This date is the termination date of the NEA access. Enter a date that is no more than one year from the effective date of the relationship. Date will be defaulted to the end of current fiscal year, if none is entered.  
Note: Either Responsible Manager or Authorized Approver/ISO may approve termination requests
Request for Access for Non-Employee

Access to Los Rios Community College (LRCCD) network requires an active LRCCD account (Student/Employee ID).  Active LRCCD accounts are only provided to students and active employees of LRCCD.  Non-employees may be granted an active LRCCD account with the approval of an Administrator/Department Head and the Information Security Officer.  An approved/processed NEA form will only create/activate the non-employee LRCCD account and LRCCD email address.   Access to other LRCCD technologies, including file shares, applications, servers, and/or databases will need to be requested via the current college/District business process. 
Responsible Manager: Each request for non-employee access must be associated with an LRCCD manager. This manager is responsible for defining the level of access required, supervising the work of the non-employee, and addressing any misuse of LRCCD technology access. He/she must also inform the Information Security Officer of any suspected misuse or when the access is no longer required. In the event that the responsible manager is no longer an employee of LRCCD, access will be terminated until new forms are submitted identifying a replacement responsible manager.

NEA Types:
Non-Employee - A term used to describe all persons that do not have a current active job record within the LRCCD Human Resources system.  Non-employees are not LRCCD employees and do not fall under any aspect of employment law, regulations, or policies.  
· MOU –A non-employee who has been approved by LRCCD through a memorandum of understanding to assist students, faculty, or staff of LRCCD.
· Pending Employee – A recently hired employee that has not been processed by LRCCD Human Resources (HR) Department but need access before employment paperwork can be completed.  NEA request for pending employee will be reviewed on a case by case basis and may be denied by District Office.
· Past Employee – An individual, who is no longer an employee of LRCCD, either retired or resigned, and still needs access to assist students, faculty, or staff of LRCCD.
· Vendor/Consultant/Contractor – An individual who works for a company which is associated with LRCCD through a long term agreement or contract. 
· Intern/Volunteer – A non-employee who freely gives their time on a part-time basis, providing services that would not otherwise be considered compensatory services. 
· Emeriti – Retired or former LRCCD staff, faculty and administrator who joined the LRCCD Emeriti Association and paid their membership fees.
Notes

· Requests can be submitted via email or hardcopy.  Email completed forms to NEAAccess@losrios.edu.  Hard copy form can be sent via intercampus mail to NEA, District Office.  
· Improperly authorized forms will be returned for correction. 

· Request for access will not be granted until the Non-employee Access (NEA) Request Form is signed by all required parties.
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