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DEECD collects personal information for the purpose of processing your request with regard to non payment of Long Service Leave entitlements on cessation of employment (including the expiration of a fixed period of employment).  

Privacy: The information collected on this form is for the purpose set out above and is required to enact your request. You are able to request access to personal information that we hold about you and request that it be corrected.  Please contact HR Services on 1800 641 943 or the Freedom of Information (FOI) Unit on 9637 2670.  Information about the Department’s privacy policy can be found at http://www.education.vic.gov.au/about/deptpolicies/informationprivacy.htm.
Work Location Details – Employee to complete
Location No:  ___ -

Location Name:

Region No:


Employee Details
Family Name:

Employee ID:

Given Names:

Date of Birth: ____/____/____
Last Day of Duty: ____/____/____ 
Details of Termination
Effective termination date: ____/____/____
Reason for Termination:
 FORMCHECKBOX 
 Resignation
 FORMCHECKBOX 
 Retirement
 FORMCHECKBOX 
 Expiration of fixed term period
Long Service Leave Election
I elect to not receive Payment in Lieu of my unused Long Service Leave entitlements on cessation of my employment.


Date ____/____/______

Employee’s Signature
· For Teaching Service employees, provide the completed form to your Principal/Business Manager.
· For VPS employees, provide the completed form to Corporate HR Services.

Important Information
1. This election must be lodged no later than the Pay Finalisation* in the fortnight you cease employment.

2. If you are a school based employee it is strongly recommended that this form be lodged at least one week before the end of the term prior to your employment cessation.
* Pay Finalisation is the last day on which changes can be made to your pay each fortnight.  This is generally the Friday before the Thursday payday.
Office Use Only
Date election request received
____/____/______
Date eduPay updated
____/____/______
Completed by


Date
____/____/______
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