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	The University of

Southern Queensland


	Human Resources




	Prior Service Details


This form is to be completed by the employee’s former Human Resources Department, when the employee has ceased employment at that organisation, and returned to the employee. Please do not send directly to Human Resources, USQ.
	POSITION DETAILS

	Name of Employee:
	     
	Date of Birth:
	     
	

	Period of Employment with your organisation:



	Date Employment Commenced:   
	     
	
	Date Employment Ended:   
	     
	

	Employed as:
	 FORMCHECKBOX 
 Academic
	 FORMCHECKBOX 
 General

	 FORMCHECKBOX 
  Full time: 
	From:
	     
	To:
	     
	

	 FORMCHECKBOX 
  Fractional: 
	From:
	     
	To:
	     
	percentage of full-time:
	     %

	 FORMCHECKBOX 
  Casual:    
	From:
	     
	To:
	     
	

	(If insufficient space please attach separate sheet)

	Has Long Service Leave been paid out?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No


	DETAILS OF ANY BREAK IN SERVICE

	Absence
	Commencement Date
	Completion Date

	Leave Without Salary
	     
	     


	DETAILS OF PERSON PROVIDING ABOVE INFORMATION

	Name:
	     
	Telephone No:
	     
	

	Position Title:
	     
	

	Name and Address of Employer:
	     
	

	
	     
	

	Signature:
	
	Date:
	____/____/____

	


	USQ APPROVAL 









(USQ Use Only)

	Group Manager,
Human Resources and Corporate Services:
	
	Date:
	____/____/____

	
	
	
	

	USQ HUMAN RESOURCES USE ONLY






(USQ Use Only)

	New Corrected Service Date:
	____/____/____

	 FORMCHECKBOX 
  Long Service Leave Plan Adjusted
	 FORMCHECKBOX 
   Leave Accruals Adjusted

	 FORMCHECKBOX 
  Employee advised of service date
	 FORMCHECKBOX 
  Copy of this approval sent to employee’s file in Human Resources

	Actioned by HR Officer:
	
	Date:
	____/____/____

	


Date Reviewed:  August 2010
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