
RESIGNATION / RETIREMENT FORM – 
FOR TEACHERS, EXECUTIVE AND PRINCIPALS 

 You should provide at least one month’s notice of resignation or retirement to ensure all your entitlements are
calculated and necessary checks completed for casual teaching approval.

 If resigning or retiring at the end of a school year you should submit this form by 1 September of that year.
 You will need to contact your relevant superannuation fund to advise of your intention to separate.

First State Super (FSS) - 1300 650 873             State Authorities Super Scheme (SASS) - 1300 130 095
State Super Scheme (SSS) - 1300 130 096
Your super fund will forward to you the relevant forms.  HR Shared Services will forward necessary documentation
direct to your super fund on the date of your resignation/retirement.

 Your Resignation/Retirement Form is to be endorsed by your Principal and forwarded to HR Shared Services.
Principals who are retiring or resigning should submit this form through their Director, Public Schools NSW.

 If you indicate that you want approval to work in a casual capacity or as a casual teacher, you are to meet
requirements under the working with children check process.

You will need to complete the following prior to the issuing of a casual teaching approval:

1. Obtain a Working with Children Check Clearance Number – Information regarding this process can be found by
visiting the Office of the Children’s Guardian website.  Please go to www.kidsguardian.nsw.gov.au and complete an 
online application form to apply for a WWCC clearance number.  You will need to declare that your child-related work 
is for paid employment (we will not accept numbers intended for volunteers).   

2. Please print and complete the Declaration for child-related work – National Criminal Records form and National
Police Checking Service (NPCS) Application/Consent form (Documents also available in the policies  section of the 
DEC Internet Page under working with children checks).Unless you have already done so, you will also be required 
to provide certified copies of your 100 points of identity documents.   

3. Forward the completed forms and your WWCC Clearance Number to Teacher Recruitment, Locked Bag 3003,
Blacktown NSW 2148, or scan and email your original completed forms to teacherrecruitment@det.nsw.edu.au You 
may also scan and email certified copies of your 100 points of identity documents to 
teacherrecruitment@det.nsw.edu.au  

Employee Details 

Family name: Other names: 

Employee ID: Current School: 

Position: 

I hereby tender my notice of separation from the New South Wales Department of Education and Communities. (Please 
tick the appropriate box below.) 

Resignation Retirement 

To assist with future workforce planning and consideration of payment for long service leave to staff separating with more 
than five but less than seven years of service we would appreciate your reason for resignation (optional): 

Leave Details 

If you are currently on leave please indicate: 

Type of leave: 

Dates of approved leave: From: /       / To: /       / 

If you are presently on approved leave, your separation from service will be the last day of approved leave unless you 
advise otherwise. 

Last day of service (your resignation/retirement will be effective at the close 
of school/business on the date nominated): /       / 

 If your last day of duty coincides with the end of a school term, do you wish your 
separation to be effective at the close of business on the last day of the school 
vacation period? 

YES   /   NO 

http://www.kidsguardian.nsw.gov.au/
https://www.det.nsw.edu.au/policies/student_serv/child_protection/work_child/implementation_8_PD20050264.shtml?level=
https://www.det.nsw.edu.au/policies/student_serv/child_protection/work_child/implementation_9_PD20050264.shtml?level=
https://www.det.nsw.edu.au/policies/student_serv/child_protection/work_child/implementation_9_PD20050264.shtml?level=
mailto:teacherrecruitment@det.nsw.edu.au
mailto:teacherrecruitment@det.nsw,edu.au


Approval for Casual Teaching 
If you are requesting approval to work as a casual teacher or in any casual capacity after your separation please indicate 
below. Approval will be subject to a Working With Children Check and may only be considered if the relevant section of this 
form is completed and signed by your Principal or Director, Public Schools NSW. If you are unable to obtain your Principal’s 
or Director, Public Schools NSW endorsement you will need to reapply online at http://www.teach.nsw.edu.au/apply  for an 
approval to teach.  Application for a WWCC should be submitted prior to Retirement/ Resignation and please insert 
number below.        

I request approval to work in a casual capacity or as a casual teacher. 

I have completed the Declaration for child-related work – National Criminal Records Form and the National Police 
Checking Service (NPCS) Application/Consent Form and sent the completed forms to Teacher Recruitment at 
teacherrecruitment@det.nsw.edu.au 

I require a Record of Employment to be prepared following my last day of service. 

Service Commitment 

Do you have a current obligation to provide a period of after service in relation to study leave, teacher 
exchange, a scholarship, sponsorship or other program? 

Yes 

No 

If yes, please specify: 

Address Details 

Current address: 

Home phone: Mobile phone: 

Home address after last day of service (complete only if different from above): 

New phone: New address from: /       / 

Your signature: Date: /       / 

Endorsement of your Principal or Director, Public Schools NSW 

Comments of your Principal or Director, Public Schools NSW

Recommended for further employment *(if no please provide comment below):   Yes No 

* Must be completed if the teacher requires casual approval to teach.

The completed form is to be forwarded to the relevant HR Shared Services Centre (below). 

Signature of your Principal or Director, Public Schools NSW: Date: /       / 

HR Shared Service Centre (Newcastle) 
 PO BOX 86 NEWCASTLE NSW 2300 

For teachers in schools in Hunter and Central Coast, New England, 
North Coast, Northern Sydney and Western Sydney regions 

For Further information you may contact:1300 338 001 
Or via email: HRSSC.newcastle@det.nsw.edu.au 

HR Shared Service Centre (Wollongong) 
Locked Bag 7012 WOLLONGONG  NSW   2500 

For teachers in schools in Illawarra and South East, Riverina, South 
Western Sydney, Sydney and Western NSW regions 

For Further information you may contact: 1300 338 002 
Or via email: HRSSC.wollongong@det.nsw.edu.au 

Record of Employment
If WWCC number obtained, please insert here: 

https://www.det.nsw.edu.au/policies/student_serv/child_protection/work_child/PD20050264.shtml
http://www.teach.nsw.edu.au/apply
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