Section A – Standard Requests for Change Description

	Category
	RFC Detail

	Hardware Installation Rebuild

This category will cover the installation of all hardware items, e.g. PCs, laptops, printers, scanners, wireless cards, switches, etc.). It also covers the rebuilding of any PCs or laptops (where required)
	Equipment : click on the field and select one of the options. If the equipment falls into the ‘Other’ category, click on the filed next to ‘Other’ and type in the type of equipment manually

Procured via SLTS ? : click on the field and select Yes or No. This is a trigger for SLTS to check the minimum specification of the equipment (where appropriate) if it has not been procured via SLTS

No. to be installed : click on the field and type in the number of items requiring installation

Location(s) : click on the field and type in the location(s) where the equipment is to be installed

Infrastructure available ? : click on the field and select Yes or No. This is to check that, where appropriate, the equipment to be installed has a power socket and a network point available

	Asset Move
This category is used to request the re-location of all hardware items, e.g. PCs, laptops, printers, scanners, switches, etc.
	Asset Tag Reference(s) : click on the field and type in the reference(s) of the equipment to be moved

Location to be moved from : click on the field and type in the location where the equipment is currently located

Location to be moved to : click on the field and type in the location where the equipment is to be re-located

Infrastructure available ? : click on the field and select Yes or No. This is to check that, where appropriate, the equipment to be installed has a power socket and a network point available

	Stolen/Lost

This category is used to report any equipment that has been lost or stolen. The equipment will be annotated as being lost or stolen (on Assyst).

The school should then progress any insurance claim to acquire replacement equipment.
	Asset Tag Reference(s) : click on the field and type in the reference(s) of the equipment that has been stolen

Details of theft/loss : click on the field and type in details

Do you require detailed asset information for insurance purposes ? : click on the field and select Yes or No. This will include the make, model and serial no., which may be needed to progress any insurance claim

	Software Installation / Un-installation

This category is used to request the installation of both system (e.g. anti-virus) and application (e.g. MS Office, Textease) software.

Primary schools should note that unless software is contained within the Definitive Software List (DSL), SLTS is not obliged to install or support it.

To get software included within the DSL, primary schools will initially need to liaise with their CL@SS group representative
	Asset Tag Reference(s) : click on the field and type in the reference(s) of the equipment that requires the specified software to be installed/un-installed

OR

ICT suite location : click on this field and type in the location of the ICT suite, if more appropriate

Request Type : click on the field and select whether you require software to be installed or un-installed

Title : click on the field and select software title(s) from those available within the DSL

Additional titles : click on the field and type in any additional titles that may be required

	Configuration Change

This category is used to request changes to existing equipment or user configurations, e.g. you may wish a user to have internet access who previously did not or a PC to become ‘managed’ that was previously ‘unmanaged’.
	Asset Tag Reference(s) : click on the field and type in the reference(s) of the equipment that requires the configuration change

User name : click on the filed and type in the name of the user that requires the configuration change to be applied

Details of change : click on field and type in the details of the configuration change required, e.g. allow internet access

	Access Required

This category is used to request first time access to EDUNET services for pupils and staff, e.g. new user account
	Asset Tag Reference(s) : click on the field and type in the reference(s) of the equipment that is predominantly associated with the user requiring access

Type of access required : click on field and select the access required, i.e. curriculum (staff/pupil) or admin

Access Required : click on the field and select the type of access required, e.g. new user account, new e-mail account.

If the access required is not listed, click on the filed next to ‘Other’ and type in the type of access required manually

Details : click on the field and type in any relevant details, e.g. the user name

	3rd Party Installation / Upgrade

This category is used to request any work that may be out of scope for SLTS to undertake, e.g. installation of a projector, interactive whiteboard, network cabling, etc.
	Request type : click on the field and select the type of request, i.e. installation or upgrade

Location : click on the field and type in the location where the installation / upgrade is to be undertaken

Details : click on the field and type in relevant details, e.g. new network point required

	Web Work

This category is used to request internet related activities, e.g. blocking of an inappropriate web site
	Work required : click on the field and select the type of work to be undertaken.

If the work required is not listed, click on the filed next to ‘Other’ and type in the type of web work required manually

Relevant web site address : click on the field and type in the web address (URL) of the web site concerned

	Data Recovery

This category is used to request the re-instatement of any data that may have been deleted or lost, e.g. pupil GCSE work file
	Type of data : click on field and select the data type of the file that is to be recovered, i.e. 

curriculum (staff/pupil) or admin

Username (‘file’ owner) : click on the field and type in the person’s name to whom the file belongs

Filename : click on the field and type in the name of the file

File location : click on the field and type in the location address of the file that needs to be recovered




Section B – Non-Standard Requests for Change Description

Description of change required

A full account is made of the change being proposed, eg, procurement and installation of a new IT suite.

Reason for change

A full description of why the change needs to be implemented, ie, the justification for it. For example, a new IT suite is needed as the school involved needs to provide a timetabled facility that provides resources for all children, which may not be the case in individual classrooms.

What is the effect of not implementing the change?

This must outline the projected impact upon service users, related systems, infrastructure, etc, that may occur should the requested change not be implemented. It will be used to assess the impact of the change, which in turn will be used to determine the priority for implementation, should it be approved.

Section C – Request for Change Authorisation
Requested date for implementation/latest date for implementation

These are required to enable the urgency of the RFC to be determined, which in turn will be used to determine the priority for implementation, should it be approved.

Name of person initiating the change/location/telephone number/ e-mail address

These are the contact details of the person requesting the change used by the change manager to relay the outcome of the request.

Change authorisation

Each RFC must be authorised by a senior manager, or the headteacher 

(if raised by a school), to ensure that the number of impractical or 

unnecessary requests for change are actually reported; this does not 

mean that reporting of requests for change should be discouraged.

Submission of requests for change

All RFCs must be authorised by a senior manager, or headteacher, prior to submission.

