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Validation and Certification of the Payroll

An important part of the payroll process is the Validation and Certification of each pay.  This ensures that all employees’ are paid correctly and avoid any potential liabilities (overpayments) from occurring.  A current review of eduPay data has determined that a number of schools are yet to validate and/or certify past pay periods.

Validation is the first step in ensuring that each employee is paid correctly and as such the validator must check carefully that all pays are accurate each fortnight with any anomalies corrected before pay finalisation.  The Certification step involves the Principal confirming that all pays are correct.  Certification of the payroll is also used as a fraud protection measure and is viewed and monitored centrally by the Auditors.  If you have not yet completed the validation and/or certification step for past pay periods, please do so immediately.
Comprehensive assistance in validation and certification is available on the eduPay Help webpage, in particular the Payroll Certification and Validation interactive video, the eduPay User Guides and the Quick Reference Guides.

Some essentials to check when validating and certifying the payroll are:

· Review the schools’ total gross payments on the certification page and confirm that it is within the expected range – compare with the previous fortnight’s total gross payments.

· Compare each employee’s last pay with this fortnight’s pay and investigate and identify any reasons for variations – make use of all three tabs in the Certify Payroll page (messages, payroll results and job data) – quickly sort the page by clicking on the heading e.g. current gross pay.  The data can also be downloaded to Excel by using the download option (small spreadsheet icon) in the blue bar.

· Do not presume a pay is correct, but check the pay calculation even if the Pay Correct indicator shows “YES”, especially where there is a variation in the previous and current gross pay amounts.

· Check and action all daily certification messages to ensure all pays are correct – this will make the fortnightly validation and certification process much easier.

Refer to the Validation and Certification user guide for further information. 

Return to base school following temporary transfer

Schools are reminded that where a fixed term position has been filled by an ongoing employee on temporary transfer from another school, the return to base school transaction must be completed by the base school using a non-advertised vacancy.  It is recommended that the return to base school transaction is completed at least two weeks prior to the end of the temporary transfer.  The return to base school should be completed irrespective of any subsequent temporary transfer.  Schools are reminded that where the return to base school has been completed both schools can access this employee’s records.

Further information regarding Transfers is available on HRWeb.

Principal Class – Appointments and Renewals

School operators are reminded that promotions/transfers/renewals for employees in the principal class are NOT processed by the school.

To ensure timely processing of principal class contract and remuneration matters please remind employees that both copies of the contract are to be signed, witnessed and returned to the Regional Director before the commencement date of the new arrangements as no processing can occur until the signed copy of the contract of employment is received by Schools HR from the Region.  Where the contract has not been received and processed by Schools HR prior to the start of the contract, access to various systems and programs will not be available.  

Transport Accident Commission payments
The Transport Accident Commission (TAC) generates payments for a variety of reasons.  These payments might be intended for DEECD, the school or the injured employee.  The following is provided as a guide to the actions required in regard to these payments:
A Direct Deposit Notice is generated with the reason for the payment as follows:

1. Leave reimbursement 


When an injured employee nominates to have TAC absences topped up using their personal leave this notification is issued to Schools HR for calculating the TAC top up and updating eduPay.  These funds are normally paid to the Department.  If these funds are received by the school, please contact the HR Service Centre for further advice.
2. Wage subsidy 


This notice refers to a payment made to the school.  This is an incentive payment for the school to have the injured employee back at work who may not be working to his or her full capacity.
3. Loss of earnings 

This relates to a period where an employee is absent on TAC and has not elected to top up their pay using their personal leave.  If the notice is addressed to the injured employee then payment has been made directly.  Ensure eduPay has been updated correctly with the TAC absence.

If the notice is addressed to the school or DEECD contact the HR Service Centre for further advice.
If you have received funds with a different reason to those above or are unsure of what is required, please contact the HR Service Centre on 1800 641 943 option 2 then the option for your region.

Online eduPay training 

New eduPay training modules have been created by the ITD Training group and are now available on the DEECD Online Training website on EduGate.  Training covers the following topics:

· GL Overrides
· Service History
The online training is available at https://edugate.eduweb.vic.gov.au/olt/edupay/learner/default.aspx (EduMail login and password is required)
Flood Levy Exemption

Business Managers are reminded that where an employee believes they are exempt from the Taxation Department’s Flood Levy and provides a Flood Levy exemption form, tax records are updated centrally.  Please scan the form and email to Payroll Services (in the Global Address list) or fax to (03) 9637 2850.  Exemption forms will be actioned from the first available pay following receipt.  The exemption cannot be claimed retrospectively.

Privacy

Business Managers and HR Administrators are reminded that permission must be provided by an employee (preferably in writing) before disclosing or confirming any payroll information about the employee to any organization or person that may seek information.

Employment Arrangements for 48/52 Education Support Class

Principals are encouraged to commence any period of new employment from 12 January 2012 in the case of a full-time fixed term 48/52 education support class employee to ensure the employee is paid over the school holiday period.  New employment must be in the same school. 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 later this term.

48/52 Education Support Class employees - Attendance 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.
Commencement Salary Calculations
A commencement salary calculation takes into consideration approved teaching experience a teacher has gained to determine the subdivision on commencement.  

A commencement salary calculation is performed for a fixed term person on Hire, at each Rehire or where they are offered ongoing employment.  A commencement salary calculation is not performed for an ongoing employee who is transferring locations or resuming (temporarily or otherwise) from unpaid leave.   

The Principal should use the Commencement Salary calculator, available on HRWeb, to determine the commencing salary for a classroom teacher.  Contact Schools HR for advice where an employee has requested recognition of international teaching experience for commencement salary purposes.

Further information on Commencement Salary is available on HRWeb.

eduPay Hints & Tips
Higher Duties

When entering Higher Duties for an employee, only the job code, salary grade, step and percentage are required in the element assignment screen.  Do not enter a dollar amount as this overrides the automatic calculation and can result in large incorrect payments being made to an employee.

As with all transactions, do not leave the entry of the allowance to Friday of pay finalisation.  Payroll adjustments that occur on pay finalisation often result in employees receiving incorrect payments.  Good HR practice requires that you ensure the employee’s pay is correct by allowing sufficient time before pay finalisation to check the pay and, if necessary, correct any errors that have occurred.  Always check the certification messages and the employee’s payslip the next day to ensure the result is as expected.

For assistance in entering higher duties refer to the Allowances User Guide on HRWeb.
How to work out the next entitlement date for Personal Leave
To calculate when an employee’s next personal leave entitlements will be available, HR Administrators should review the Daily Service–personal leave accumulator in Payroll Results.

· Navigate to the Results by Calendar Group:  EDM > Payroll Results > Results by Calendar Group
· Enter the Employee ID and select the current pay link

· Click the Accumulators Tab and click Show All in the menu bar

· Sort alphabetically by clicking the “Description” heading and find the Daily Service-personal leave accumulator (PER AC DLY SVC).  This is the number of days since the last allocation.
· Subtract the number showing from 365.25 (calendar days per year)
· The result is the number of calendar days until the employee’s personal leave entitlements are expected to be credited.  The result should only be used as a guide to the entitlement date.
· For example using the above extract from payroll results:

365.25 – 159 = 206.25 days  7 days = 29.5 weeks until the next allocation.
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