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SAKBase
User Access Form

All fields are required to be completed.


Education Provider Details

	Provider:  
     
	MOE ID: 
     


Personal Details
	First Name: 
      
	Surname:
     


	Position:
     
	Email Address:      
Note: This must be your email address at this education provider.


	Phone:

     

	Extension:   
     

	Nominate Your User ID:      
Note: Your User ID must be 8 - 15 characters, containing at least one letter (A-Z) and one number (0-9).


Signature:




           Date: 

*By signing this form you (as “The User”) agree to the attached SAKBase Terms and Conditions
Manager Authorisation for User Access

Does the above staff member have authorisation to access SAKBase on behalf of your education provider*?  

Yes 
 
No

Manager’s Name:           
Manager’s Signature:





       Date: 

 
*By signing this form you agree, on behalf of the Education Provider, to the attached SAKBase Terms and Conditions
Please send your completed form to the StudyLink Helpline as a scanned attachment to studylink_helpline@msd.govt.nz.  If you have any questions, call 0508 885 885.



SAKBase Terms and Conditions
Background
SAKBase is intended to enhance the transfer of information between the Ministry of Social Development (“MSD”) and Education Providers’ staff (“The User”) by offering a service which will provide online issue resolution.  It is intended as a service to enhance other avenues already offered, and does not impact on any systems used currently, nor the way Verifications of Study are managed or formatted.

Roles and Responsibilities
1. MSD will:
1.1. provide access to SAKBase via the internet using appropriate security, and meet any on-going costs associated with its software maintenance and licencing.
1.2. provide on-going support and training to ensure users are able to utilise SAKBase effectively.
1.3. regularly monitor and maintain SAKBase access channels.
2. The Education Provider will:
2.1. have internet services and applications in place to allow access to this service, and be responsible for their on-going maintenance.
2.2. ensure the safety and security of its user’s SAKBase passwords.  As part of this obligation, the provider will ensure that only those authorised will use the application and that they will take responsibility for the maintenance and security of their password. 
2.3. require each nominated user to complete and return to MSD an access form, and undergo associated training, before allowing them to access SAKBase.
2.4. advise MSD in a timely manner of any staff changes which will impact on the use of the application.

3. The User will:

3.1. exercise due care and skill in using this service, and in particular warrant that they will use the service appropriately as per SAKBase training guidelines and the conditions noted herein.
3.2. not extend their access to SAKBase to an unauthorised user or other third party.
3.3. ensure the safety and security of his/her SAKBase password.
MSD reserves the right to remove access to SAKBase, where in the opinion of MSD, the Provider has failed to properly adhere to any of the conditions outlined above.
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Processed by:								Date: 





Authenticated by:								Date: 








