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VIT Registration 

Principals are reminded that they must ensure that all new and current (including those resuming from extended periods of leave) teaching employees have current registration with the Victorian Institute of Teaching (VIT).  The Education and Training Reform Act 2006 (part 2.6) sets out the requirements for registration as a teacher.  Section 2.6.56 prohibits persons from undertaking the duties of a teacher in any Victorian school without current Victorian Institute of Teaching registration.
Under the Act it is an offence for any school to employ a person to undertake teaching duties unless they are registered or have permission to teach.

Comprehensive information on the registration requirements and the process for obtaining registration is available on the Victorian Institute of Teaching's website at www.vit.vic.edu.au.

Action:
Principals must ensure that all teachers employed and teaching at their school hold current registration with the Victorian Institute of Teaching (VIT).
Recruitment in schools

To assist schools in completing the increased number of recruitment tasks associated with this time of the year, a number of resources are available on HRWeb on the Recruitment in Schools page.  The Recruitment in Schools Guide (updated 16 August 2011 to comply with the amendments to the Equal Opportunity Act 2010) provides comprehensive information to assist with school recruitment and employment.  For procedural/processing information refer to the Fixed Term Teacher Vacancy Ready Reckoner and the Employment Task List.
For assistance in creating and managing vacancies and appointing applicants on Recruitment Online, Recruiters should refer to the Recruiter Help Manual which can be accessed on HRWeb from both the Jobs in Schools and Recruitment Online Help web pages.
The Recruiter Help Manual can also be accessed directly from the Recruitment Online system at any point in the process by clicking on the Help link in the top right corner of each screen.
To assist principals and others on specific recruiting matters, your attention is drawn to the information below:
Fixed term employment

Short-term Vacancies

Principals are reminded that a Teaching Service vacancy (including an education support class vacancy) of up to six months’ duration is a short term vacancy.  A person must not be employed or re-employed fixed term in the same school for a period beyond six months without the position being advertised.
Translation Offer to Ongoing Employment

An eligible employee currently employed on a fixed term basis should be offered ongoing employment where a suitable ongoing position becomes available in the school.  In this case, the vacancy does not need to be advertised.

Prior to taking any decision to advertise a position, the principal should consider whether any existing fixed term employee in their school is eligible to be offered ongoing employment.  The eligibility criteria are set out in the Recruitment in Schools Guide.  All pre-employment requirements must be met.  Where an offer of ongoing employment is accepted, the Ongoing Offer procedures that are to be followed are available on the Recruitment in Schools page on HRWeb.
Further period of fixed term employment

A person employed in response to an advertised fixed term vacancy may be offered one further period of fixed term employment, of the same or a shorter duration, without advertisement of the position.  The normal procedures for creating a non-advertised vacancy on Recruitment Online should be followed, including selecting the appropriate Reason for Job Opening from the drop-down list. The person in your school can then be linked to the position.  For details on creating the Job Opening, refer to the Recruiter Help Manual
Duration of teacher fixed term employment – payment for school vacations
The Fixed Term Teacher Vacancy Ready Reckoner was developed to assist schools in determining the vacancy duration for entry on Recruitment Online and the employment period when hiring or rehiring a fixed term teacher on the payroll.
Principals are required to ensure that where a classroom teacher vacancy is filled for a fixed term, the duration of the vacancy as specified in the Job Opening on Recruitment Online (whether advertised or not) includes the relevant school vacation periods.

Regardless of the vacancy end date that was entered on Recruitment Online, the period of employment entered on the payroll for a teacher employed for a fixed term must include any relevant vacation periods.  This applies whether the person is being employed for the first time or is being rehired, in the same or a different school.  Where a person is being rehired, the person’s employment records need to be checked to determine whether they have been previously employed in a school(s) during that school year. 

Vacancy Management

Outlined below are some specific hints and tips which may assist schools when creating vacancies on Recruitment Online:

· Some fixed term vacancies have specific conditions attached to them.  Where a Fixed term-Family Leave vacancy or Fixed term-Student Support Position (SSP-integration aide) vacancy is created on Recruitment Online, the appropriate selection must be made in the Conditions of Employment part of the Job Opening.  This will ensure that this information appears in the Job Description available online and potential applicants will be aware of the particular provision that relates to the job.  These vacancies are normally advertised for seven years in duration.

· The Teacher Graduate Recruitment program enables principals to advertise a defined number of classroom teacher (graduate) vacancies each year.  Before creating these vacancies on Recruitment Online, principals should check the provisions in the Recruitment in Schools Guide with respect to their school’s entitlement to advertise such vacancies.  

· When entering subjects/duties for teaching positions, do not include a teaching method (designated with a prefix of “M” in the subjects/duties drop down list on Recruitment Online) in the vacancy, as these only relate to applicants’ teaching qualifications.
· When creating an assistant principal or leading teacher vacancy, the Job Opening reason selected must be Tenured Position-Prin Class or Tenured Position-Lead Teach as appropriate.  For these tenured positions, Ongoing must be selected as the Employment type and the tenure end date must be specified in the End Date field.  The Fixed Term Teacher Vacancy Ready Reckoner is not used to determine dates for these vacancies.
· Particular care needs to be taken when developing the selection criteria for assistant principal, leading teacher and classroom teacher vacancies, as the criteria that are specified in the job description on Recruitment Online must be consistent with the relevant five (5) core elements set out in Ministerial Order 199.
· The school year model for education support class (ESC) employees is designed for positions where the work and attendance requirements are more closely aligned with those of teachers.  A 48/52 salary applies to school year employment.  Principals may advertise ESC vacancies as “school year” on Recruitment Online.

Further information about attendance and hours of duty for school year 48/52 ESC employees is available on HRWeb at Attendance and Hours of Work
Withdrawing Vacancies

In circumstances where a school does not wish to proceed with a vacancy for any reason, including a change in enrolment predictions, a reassessment of the school’s budget position or the unanticipated return of an employee from leave, the principal may withdraw the vacancy.
Principals are reminded that they can withdraw the vacancy except where a person with priority status has applied or been referred to the vacancy.  Where a person with priority status has applied or been referred to a vacancy, permission to withdraw that vacancy must be obtained from the Manager, Schools Recruitment Unit.  In seeking permission to withdraw a vacancy the principal is to provide the reason(s) for withdrawing the vacancy, information in support of the reason(s) and any other relevant information.
Employees with Priority Status

Management of excess employees

Policy and procedures relating to the Management of Excess Employees can be found on HRWeb.  Principals are reminded that where an employee has been declared “in excess” the relevant documentation and/or advice is to be sent to the Schools Recruitment Unit. This includes:
· School Level Consultation form which is to be completed at the commencement of the consultation process where a school has a potential excess employee situation.  

· Identification of Excess Employee pro forma which is to be used to notify the Department of the name of any employee identified as excess.

· Email Schools.Recruitment@edumail.vic.gov.au of either the temporary or permanent transfer of an excess employee.
Fixed term employees cannot be declared in excess.
Principals are also reminded that placement of an employee with priority status (compassionate or excess status) enables a future vacant position(s) in the next 12 months to be exempt from referrals.  Further information is available in the Recruitment in Schools Guide.

Management of Education Support Class employees with redeployment status

Fixed term education support class employees are not identified as excess as they are not ongoing employees.  However, they may have a redeployment entitlement to be considered in isolation from, and not in competition with other applicants for an advertised vacancy.  Refer to the Redeployment-Fixed term education support class employees section in the Recruitment in Schools Guide for more information.

Employment Arrangements for 48/52 Education Support Class

The Department’s preferred employment arrangement for an employee is ongoing.  However, where a vacancy meets the criteria for fixed term the following is provided to assist schools in managing the employment arrangements for a 48/52 (calendar year) Education Support Class (ESC) employee.

To avoid a full-time 48/52 ESC employee receiving no pay over the school holiday period, where employment is to cease at the end of 2011 and a further period of fixed term or ongoing employment from the commencement of the 2012 school year in the same school is to be offered, principals are encouraged to commence the new period of employment from 12 January 2012.  Where an earlier employment date is agreed with the employee, the agreed date should be used.  Further advice in relation to part-time employees will be provided next term.
48/52 Education Support Class employees - Attendance during the Christmas school vacation period

With Term 3 well underway schools are reminded of the attendance requirements for 48/52 Education Support Class (ESC) employees during the Christmas school vacation period. 

Education Support Class (ESC) employees employed on a 48/52 basis can be required to attend for duty and/or professional development up to a maximum of six (6) days for a full-time employee during two school vacation periods in a year.  Further information about attendance and hours of duty is available on HRWeb at Attendance and Hours of Work.
The 2012 school year for all employees commences on Wednesday 1 February 2012.  Where an employee is required to attend immediately prior to the commencement of the 2012 school year, the earliest date for attendance is 23 January 2012, unless the employee has agreed to other arrangements.
Cessation of employment

Monitoring future cessations

To assist with workforce planning and recruitment activities the Terminating Employees Report, which can be run at any time, provides information only for those employees with a termination date in eduPay.  For further information, refer to the eduPay Reports User Guide on HRWeb.

Prior to the end of a term, schools may choose to run this report to determine employment end dates so that appropriate staffing actions can be undertaken well in advance.

Adjustment of Termination Dates

Principals and HR operators cannot delete or extend termination dates on eduPay.  Where the Principal has determined that the termination date recorded on the payroll is incorrect, a brief email including the employee’s name and ID stating the reason(s) why the termination date should be adjusted is to be sent to the email address below.  A decision will be made to adjust the termination date based on this email.  Do not send requests for termination date adjustments using the Service Gateway.

Email schools.recruitment@edumail.vic.gov.au (using this specially coded link) OR ensure the message line of the email includes “Termination Date Adjustment” so that your email is automatically forwarded to the correct person for review.

Additional Advertising for Vacancies

All vacancies that are to be advertised must be completed through Recruitment Online (ROL).  However in addition to ROL, schools may consider advertising some vacancies in the newspaper or on other job boards.  All advertisements must be placed through ZenithOptimedia, the Victorian Government contract provider for recruitment advertising.  ZenithOptimedia will arrange for the placement of advertisements in the nominated media.  

ZenithOptimedia has negotiated a special price for advertisement in MyCareer and The Age for Government Schools.  For schools wishing to take advantage of this offer, please find additional information available on EduGate:  ZenithOptimedia Special
eduPay Hints & Tips

Certify Payroll - updates
As a result of the recent maintenance release:

· the sort order of the pays in the Certify Payroll page has been changed to list the most recent pay period at the top; and

· the variation between the current gross and previous gross pay variation message (message 406) has been adjusted from 5.00% to 20.00%.  This should result in less messages being generated, however where this message is provided the variation will more likely warrant review.

A number of previous pays remain outstanding and require validation and/or certification to be completed.  Schools are asked to check and complete all previous pays that have not yet been validated and/or certified.  All pay periods should be validated and certified each fortnight.  Pays that have not yet been validated and/or certified are identified with an “N” in the appropriate column.

For assistance in completing the validation/certification process, refer to the eduPay User Guides available on HRWeb or contact the HRM Service Centre on 1800 641 943.
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