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	The University of

Southern Queensland


	Human Resources

Email: payroll@usq.edu.au 


	Release of Employee Details


	EMPLOYEE DETAILS 






	Title:
	     
	Given Name(s):
	     
	Last or Family Name:
	     
	

	Employee ID Number:
	     
	Faculty/Section:
	     
	Current employee:   FORMCHECKBOX 
 Y      FORMCHECKBOX 
 N
	

	


	PERSONAL DETAILS TO BE RELEASED (Tick all that apply)

	 FORMCHECKBOX 
  Annual Gross Salary
	 FORMCHECKBOX 
  Fortnightly Gross Salary
	 FORMCHECKBOX 
  Length of Employment

	 FORMCHECKBOX 
  Employment Category, eg Continuing, Fixed Term etc
	 FORMCHECKBOX 
  Mode of Employment, eg Full-time, Fractional etc

	 FORMCHECKBOX 
  Confirm Address as:
	     
	

	 FORMCHECKBOX 
  Leave information – please specify:
	     
	

	
	

	
	Additional information for non-current USQ employees:

	
	 FORMCHECKBOX 
  Leave entitlements at termination 
	 FORMCHECKBOX 
  Confirmation of satisfactory performance


	 FORMCHECKBOX 
  Other – Please specify:
	     
	

	
	     
	

	


	INSTITUTION TO RECEIVE PERSONAL DETAILS

	Institution:  
	     
	Contact (if known):  
	     
	

	


	METHOD FOR ADVISING PERSONAL DETAILS

	 FORMCHECKBOX 
  Verbal response from telephone call from Institution
	 FORMCHECKBOX 
  Letter to be collected by employee

	 FORMCHECKBOX 
  Letter to be faxed to number:
	     
	

	 FORMCHECKBOX 
  Letter to be mailed to address:
	     
	

	
	
	


	APPROVAL 


 

	Name: 
	       
	Date: 
	     
	This form will be accepted electronically if attached to an email from the employee/previous employee whose personal details are to be released.

	Form may be emailed to: 

payroll@usq.edu.au 

	
	
	


	HUMAN RESOURCES

	 FORMCHECKBOX 
  Email received from employee/previous employee
	Signature:  _________________________
	 Date:   ____/_____/____


	

	 FORMCHECKBOX 
  Details checked
	Signature:  _________________________
	 Date:   ____/_____/____


	

	 FORMCHECKBOX 
  Details released
	Signature:  _________________________
	 Date:   ____/_____/____


	

	


USQ collects personal information to assist the University in providing tertiary education and related ancillary services and to be able to contact you regarding enrolment, assessment, employment or associated USQ services.  Personal information will not be disclosed to third parties without your consent unless required by law.
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