



VERIFICATION OF QUALIFICATIONS FORM COVERING LETTER

 (ACADEMIC STAFF ONLY) 

Dear Appointee,

It is the practice in UCC to have qualifications of recently appointed Academic staff confirmed by the conferring institution. I would appreciate if you would sign the document on the following page under the “AUTHORISATION OF EMPLOYEE” section and return it to the Operations Centre, HR&OD, Block E, Food Science Building, University College Cork. HR&OD will then send the form to the conferring institution for completion.

Yours sincerely,

Susan O’Callaghan

HR Partner, Operations Centre






Operations Centre
Department of HR&OD

Block E

Food Science Building
University College Cork

Ireland
Tel: +353 21 490360
Fax: +353 21 427 1568
PRIVATE AND CONFIDENTIAL
The Registrar
Awarding Institution

Dear Sir/Madam

Re: ______________________

      Name of UCC Employee
The above newly appointed staff member has advised that s/he holds the following degree and it is University College Cork practice to have qualifications of new staff confirmed by the conferring institution.


DEGREE:




DATE CONFERRED:
It would be appreciated if you could verify this qualification and the conferral date by completing the above section to enable us to update our Employee Information System.  Please return this information to the address provided above by mail or facsimile.

Yours sincerely

Susan O’Callaghan

HR Partner, Operations Centre

____________________________________________________________________________
AUTHORISATION OF EMPLOYEE

I authorise UCC to obtain verification of my qualification from the conferring institution listed above. Please return this full form to the Operations Centre, HR&OD, Block E, Food Science Building, University College Cork.

Full Name on Qualification (BLOCK CAPS):

Date of Birth:

Student Number (if known):

____________________________________             


Date:_____________
(Name of Employee)

