Points to note for adopting the Sample of Certificate of Service:

1. The school management committee / incorporated management committee should issue to staff leaving the employment a Certificate of Service stating relevant employment particulars of the staff so that he/she could provide adequate information to the new school for reference in assessing his/her salary, incremental date and sick leave benefits. 
2. This Sample sets out the necessary employment information to be included in the Certificate of Service for schools’ reference.  Schools could amend the content of this Sample in accordance with the school-based situation.
3. On receiving a written request from the staff, school may issue a Certificate of Service together with a Reference Letter without indicating some of the items (such as sick leave balance, no-pay leave taken and provident fund/severance payment/ex-gratia payment under the Early Retirement Scheme), so that the staff could provide his/her basic employment information to the new employer of non-teaching sectors.  However, the staff must be informed that it is his/her responsibility to provide complete employment information to the new schools.  If he/she transfers to another school but could not provide the relevant information, his/her sick leave balance/retirement benefits etc. may only be calculated according to the terms of a new recruit;   his/her incremental date/salary point may also not be calculated accurately.
SAMPLE

Certificate of Service
(For new school’s reference when appointing the staff)
Name: *Mr/Miss/Mrs/Ms _____________________________
Identity Card No.:
_____________________________

Rank:
_____________________________

(e.g. CM, GM, LTII, ACO, RN, etc.)
* regular / temporary 
* full time / part time (


) (Specify the fraction)

Source of Funding: 
*Salary Grant / Admin. Grant / Rev. Admin. Grant /


QEF / OEBG / CEG / General (Subscription) Funds /


Others 






  (Please specify)

Period of Service: 
From    

            to 

 
         
(dd/mm/yyyy) 

   (dd/mm/yyyy)
No-pay Leave Taken:


            days
Last Monthly Salary:   $    
   
      


*MPS / TPS/ MOD I Point
 [*Reference/Increment 




(previously known as delinked/adjusted)]

Incremental Date:
01/
     



dd/mm (inclusive of adjusted incremental date for taking no pay leave/other reasons)
Sick Leave Balance: 



 days

Reason(s) for Leaving:
(Resignation due to personal reasons/ Retirement/ Expiry of contract/ Dismissal/ Summary dismissal, etc.)


______________________________________________________________
Others:
Provident Fund



□#

Severance Payment 
   

□#

Ex-gratia Payment under the 

Early Retirement Scheme

□#

(# Please ( if the payment has been / will be* claimed)
	
	

	
	SIGNATURE OF SUPERVISOR


	
	

	
	NAME OF SUPERVISOR

	

	

	
	NAME OF SCHOOL

	
	

	
	DATE


* Please delete if inapplicable.
(revised in November 2015)
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