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Introduction 
The Affiliates system is designed to provide a way for those individuals who have a 
relationship with the University, but are not paid or taught by the University, to get a 
campus card and access to IT, library and other services.   
 
Please note: those whose association with the University is less than one month should 
use the system of temporary accounts, rather than the Affiliates system, unless there are 
compelling reasons otherwise. 
 
Overview of the Affiliates process 
There are two main web forms currently in use: either  
 
the affiliate requests an authoriser to authorise them, or  
 
the authoriser initiates the process on behalf of the affiliate.  
 
The advantage of the first form is that the Affiliate’s personal information is already filled 
out and may be more accurate when the Authoriser receives it. The disadvantage is that 
the Affiliate may choose an Authoriser who does not understand their role. The advantage 
of the second form is that the Authoriser has much more control and is more likely to 
understand the Affiliate’s role in the University. 
 
The Affiliates web page on the CLS web site also includes forms to renew and delete 
Affiliate accounts.  
 
The privileges will be activated and notified to the Authoriser within 2 working days of the 
receipt of a confirmed application 
 
The Affiliate can then collect their card from Floor 4 of the Library and Computing Centre in 
the Central Services Building at Queensgate.  Affiliates at our Barnsley or Oldham 
campuses, can collect their cards from their respective Library and Computing Centre. 
 
Car parking, if required, is issued by individual application to Estates. 
 
 
The role of the Affiliate Authoriser 
The Authoriser’s main roles are to manage and approve the creation of new Affiliate, to 
renew any Affiliates who need to be extended beyond their initial period, and to request 
the removal of Affiliates who are no longer connected with the University. 
 
Additional Authorisers should be notified to the Head of Computing Services. 
 
The Affiliate Application Authorisation Form 
To use this form, the Authoriser must enter their University username and password.   



 

 
An Authoriser will only be valid if they have been notified to the Head of Computing 
Services.   
 
The Authoriser now needs to enter the Affiliate’s personal details. 
 

 
 

The next part of the form is for the Authoriser to choose the Affiliate type from a drop-down 
list, and to enter the start and end dates of the affiliation.  It is important to choose the 
correct Affiliate type as this will dictate the privileges that the Affiliate receives.  There’s a 
summary of the main Affiliate types below.  The Affiliate website has a document 
containing a full list of all the different Affiliate types and their privileges.  Advice is also 
available from Staff IT Support on ext 3737. 
 

 
 
 
The final part of the form lists the privileges that the Affiliate will receive.  For some Affiliate 
types, all the privileges are fixed, but for others the Authoriser will need to make a choice 
from the available selection. 



 

 
 

 
 
 
The main Affiliate types 
There are a large number of Affiliate types, but in the main, a much smaller number of 
types are in regular use.  It is sometimes difficult for an Authoriser to be able to select the 
most appropriate type.  Here are descriptions of the most widely-used types. 
 

Affiliate Type Main purpose 
Campus Working Partner Most like a typical member of staff 
PCET Staff Staff based in the PCET partner institutions 
Staff at Partner Institutions Staff based in non-PCET partner institutions 
Staff awaiting contract Future staff in the period before their contract 

starts who need access to University facilities 
Students’ Union officer Current Students’ Union sabbatical officers such as 

the President. 
 
 
What sometimes goes wrong 
In general, the Affiliates process is quite straightforward.  However, there are some 
commonly-occurring issues. 
 

1. Creating another Affiliate account instead of renewing an existing account.  
To avoid this happening, use the form to renew an existing Affiliate account. 
 

2. Creating an Affiliate for a new employee.  Computing Services is notified by 
Human Resources about newly-employed staff, so there is no need to create an 
Affiliate in this case.  In any cases of difficulty, or for part-time lecturers, a new 
employee account can be created using the New Starter web form on the 
Computing Services site.   



 

 
If you are in any doubt about whether we will be notified about a new member of 
staff, please complete the web form and send it to us anyway.  We prefer to receive 
the information twice rather than have a new member of staff without an account 
when they arrive. 
 

3. Creating an Affiliate with more privileges than are needed.  The Affiliate website 
has a document containing a full list of all the different Affiliate types and their 
privileges.  Advice is also available from Staff IT Support on ext 3737. 

 
Further information and assistance 
If you need any further information or advice about the Affiliates process, please contact 
Library Reception (ext 3830, or via email) if it relates to library privileges or the Affiliate’s 
campus card, or Staff IT Support (ext 3737 or via email) for general advice on Affiliate 
types and choice of privileges. 
 
 


