MUST be submitted on Company Letterhead 
and all areas written in highlighted italics completed
[insert date]
OHSA

PO Box 336 

PALM BEACH QLD 4221

Re: Construction Skills Queensland (CSQ) Short Courses / Higher Level Skills Program Funding Application Letter from Employer 
This letter is to confirm that [Insert the participant name intending to access this funding] is employed by [insert your company name] and commenced employment on the [Insert Date]. The position that this employee holds within our company is [insert position title*] and they spend [?%] of their general working day undertaking [description of work performed by the employee in the building and construction industry]. This employee either resides permanently within Queensland at [insert residential address] or is permanently employed in Queensland and is based at [Insert Work Address]. 
This is the [Select: first, second or third] time that this employee has utilised [choose: general short course, civil short course or higher level] Construction Skills Queensland Funding in the period 1st October 2019– 30th September 2020.

Our company has a total of [Insert number of employees within company] employees.

I have been advised that the success of this application is dependent upon being declared eligible by OHSA according to CSQ’s Short Courses / Higher Level Skills program funding criteria.  I am also aware and accept that should I withhold information from OHSA required to adequately assess the application and OHSA is unable to claim the funding from CSQ for the course that I may have already attended and completed, I may at a later time be required to cover to full cost of the course.

Should you require any further details, I can be contacted on [Insert Employer’s Phone Number].

Sincerely
[Insert Signature]
[Insert Name]

[Insert Job Title]
[Email Address]
* Should the employee be an apprentice please state what year of the apprenticeship the employee is currently in.
