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	· Those holding a RA Role must be nominated by a senior person within their organisation.
· Incomplete forms WILL NOT BE PROCESSED.

· See page 2 for guidance and further information
	Registration Authority

Appleton House

Lanchester Road

Durham

DH1 5XZ



	Nominees Name:
	Nominees Smartcard UUID No: (12 digit number on front of card)

	
	

	Post/Job Title: (i.e. Prescription Clerk, Receptionist etc.)
	Email Address:

	
	

	Current RA Position: (i.e. Admin Officer, Pharmacist etc.)
	Contact Number:

	
	

	RA Role to be Assigned: (See over for roles/responsibilities)

	  Sponsor       Local Smartcard Administrator      RAA ID Checker     

	Nominees Usual Signature: (only required if nominated for Sponsor RA Role)
	Date:

	
	

	PLEASE BOOKMARK/FAVOURITE http://servicedesk.necsu.nhs.uk/ for process instructions/guidance


Section 1: Details of Person to be Assigned the RA Role
Section 2: Details of Nominating Person
	Nominating Person’s  Name:
	Smartcard UUID No: (12 digit number on front of card)

	
	

	Post Title: (i.e. Practice Manager, Director, Area Manager)
	Email Address:

	
	

	Contact Number: (in case of query)
	

	
	

	Organisation Name:
	Organisation Code: (ODS code eg A8xxxx or Fxxxx. THIS WILL BE THE ORGANISATION THE PERSON IN SECTION 1 WORKS)

	
	
	( REQUIRED FIELD

	Nominating Person’s Signature:
	Date:
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Section 3: Registration Authority Manager Approval
	Approved By:
	Pam Drayton
	UUID:
	6221 1927 3036

	Post Title:
	RA Manager
	
	

	Email Address:
	pam.drayton@nhs.net
	
	

	Telephone No:
	
	
	

	Approver Signature:
	
	Date:
	




Version: August 2019
RA Role Responsibilities
Sponsor 

· Approve End User access control position assignment including ending position assignment in their own organisation.

· Raise requests for new user smartcard registrations

· Unlock Smartcard when required

· Assist in smartcard certificate renewal where the smartcard is due to expire (not expired)
· Ensure all End Users are aware and adhere to the NHS Care Records Service Smartcard Terms and Conditions
Local Smartcard Administrator (NOT needed if Sponsor)
· Unlock Smartcard when required

· Assist in smartcard certificate renewal where the smartcard is due to expire (not expired)
RAA ID Checker
· Re-issue certificates to a smartcard which has fully expired (repair card)

· Fully register a brand new user by verifying ID and uploading photograph (training/guidance required)
Please ensure anyone with an RA Role familiarises themselves with the Registration Authority/Smartcard information/guidance here – http://servicedesk.necsu.nhs.uk/ 
How to Complete This Form
The person to whom the RA Role is to be assigned must be nominated by a senior person in their organisation – the “Nominating Person”.  In a pharmacy this could be a company owner/director/area manager. In a GP Surgery this could be the practice manager or senior GP Partner.

Section 1 – This should be completed by the Nominating Person detailing who is to be assigned the RA Role – the “Nominee”. The Nominee should sign where required only if the RA Role to be assigned is Sponsor. No signature is required for other roles.
Section 2 – This should be completed by the Nominating Person. All fields are mandatory except where the Nominating Person does not have a smartcard of their own meaning the UUID field can be left blank. The organisation name and code will be the organisation the Nominee is to be assigned the RA Role. Sign in the relevant box.

How to Submit This Form

Completed forms/scanned images should be emailed to necs.servicedesk@nhs.net
The request may likely be logged in the Nominating Person’s name so please ensure the form is fully completed

Forms can also be posted to:

Registration Authority, Appleton House, Lanchester Road, Durham DH1 5XZ
Any Questions About This Form?

Email 
necs.servicedesk@nhs.net 
Call 
0300 555 0340
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