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Recruitment in Schools

The Recruitment in Schools Guide has been recently updated in the following areas:

· School staffing policy in relation to exempt vacancies has been amended to enable principals to exempt a vacancy on and from the date an employee with priority status accepts the position rather than the date the employee commences in the position (page 14).

· A rewrite of the section addressing ongoing employees who are selected to fixed term positions to provide better clarity.  Note that there is no change to current policy (page 27).

· Advice on early childhood qualifications in the qualifications section (page 26).

Further information is available in the Recruitment in Schools Guide.

Overpayments

Under the provisions of the Financial Management Act 1994, schools are legally required to recover overpayments and should act as soon as possible to recover an overpayment.  An overpayment is the result of a transaction that is entered retrospectively or has not been finalised in the current pay fortnight.
To avoid an overpayment (or underpayment) being created it is important that transactions are entered in the pay period they are due.  Where a retrospective entry is required, the draft payslip and certification messages should be reviewed and actioned the next day to verify the outcome is as expected.  This may include activating an overpayment that has been created.  School procedures should be reviewed and updated to ensure information for update is provided in a timely manner or, when necessary, actions taken to recover any outstanding overpayments.  The Over/Underpayment Summary report provides details of transactions that resulted in an overpayment which was not completed in the previous pay period(s).
The overpayment liability shown on eduPay is the full amount to be recovered irrespective of the financial year the overpayment relates to.  This amount has been adjusted by any tax amounts.  If an employee wishes to repay their liability by personal cheque, EFT or credit card refer to Personal Repayment Advice for further information.

Terminating Employees

eduPay automatically recovers any remaining liability from the final pay of an employee who is ceasing employment.  This may result in a zero final pay.  Where the final pay is insufficient to recover an overpayment in full a balance will remain outstanding.  This remaining balance must be recovered directly from the employee.  Certification messages provide information regarding any variations to an employee’s pay and should be reviewed and actioned daily.  Further information on methods to repay the remaining balance is available on the Personal Repayment Advice webpage.

Cancellation of a Direct Credit
Recalling a pay can often be avoided by checking the certification messages for each employee especially where an adjustment to their records has been completed allowing action to be taken to correct the record prior to pay finalisation.  However, when a potential overpayment is detected after pay finalisation and recovery cannot be negotiated from future pays or the employee is terminating, a direct credit recall may be appropriate.  Refer to the Direct Crediting of Salary page on HRWeb for further information.
Additional information about fortnightly payroll tasks is available in the Fortnightly Payroll Checklist.
Refer to the eduPay User Guide – Overpayments and Underpayments for more information regarding overpayments on eduPay.

WorkSafe Leave for the Christmas School Vacation Period
Under the Accident Compensation Act 1985, WorkSafe recipients are to be paid their weekly compensation benefits in their normal fortnightly pay.

To ensure WorkSafe recipients are paid their compensation benefits over the Christmas vacation period, principals will need to make arrangements for certificates to be processed as they are received during the vacation period to ensure WorkSafe recipients receive weekly compensation payments in their regular fortnightly pay.

Where the school Business Manager or HR Administrator is not available to perform this function, the principal is to arrange for the WorkSafe recipient’s leave record on eduPay to be extended with a return date of 1 February 2012 followed by a ‘stop pay’.  The extension over the Christmas school vacation period is only to be processed if the principal is satisfied that the WorkSafe recipient will remain on WorkSafe leave.  WorkSafe recipients will still be required to submit valid WorkSafe certificates to cover the Christmas vacation period.  Certificates should be no longer than 28 calendar days in duration unless approved by CGU Workers Compensation Limited. 

Principals are asked to advise WorkSafe recipients of this process, and in particular those recipients who have previously provided an extended WorkSafe certificate to cover the Christmas school vacation period.  

Please ensure that where a WorkSafe certificate extends the period of WorkSafe absence beyond the makeup pay entitlement the leave code is changed, and the appropriate compensation rate provided by CGU is recorded on eduPay.  Further details on processing WorkSafe leave can be found in the Department’s eduPay user guide: WorkCover and TAC.

If Business Mangers, HR Administrators or WorkSafe recipients have any questions in regard to providing WorkSafe certificates during the Christmas vacation period, they should contact their Case Manager at CGU Workers Compensation Limited. 

Automatic Payout of Long Service Leave

School operators are reminded that eligible employees will be paid out for their unused long service leave on termination of employment (including the end of a fixed term period) irrespective of any subsequent period of employment (eg: rehire on same day as termination).  Payment of long service leave can be stopped on request by removing the tick from the Payout LSL on Termination checkbox in Job Data.  A Long Service Leave Election form is available for this purpose on HRWeb.
Actions:  HR Operators are asked to:
· run the Terminating Employees Report to ascertain which employees are to cease employment (irrespective of any further offer of employment)

· ask these employees whether or not they want payment of LSL

· update the Payout checkbox in Job Data for the current termination row to reflect the employee’s decision
Commonwealth Paid Parental Leave Scheme

Schools are reminded that all entries and processing of payments for the Commonwealth Government’s Paid Parental Leave scheme are completed centrally.  No action in relation to the entry of this payment is required by the school.  Where an employee has a question regarding the PPL including the payment, they must contact the Family Assistance Office.  
However, for an employee to receive this payment, school operators are expected to record the Parental Absence on eduPay in accordance with Department policy.  Anomalies have been identified where unpaid family leave is incorrectly recorded which may result in the employee not being eligible for the PPL payment.  Full details on parental absence (paid and unpaid) is available on HRWeb.

An employee who resumes duty (temporarily or otherwise) is not entitled to receive or continue to receive the Commonwealth PPL.
eduPay Hints & Tips
Changing Banking Details
eduPay was recently updated to introduce an automated email to the employee where banking details have been changed.  Please advise all employees of this change.

An email is sent to the employee in the following circumstances:

· where an employee changes their banking details using Employee Self Service, or

· where the HR Administrator adjusts the banking details on behalf of the employee

Employees are asked to review the email and ensure the adjustment is consistent with expectations.  If the employee has concerns regarding the adjustment they should speak to the Business Manager / HR Administrator immediately.

Work Schedules

As part of the Hire/Rehire or Transfer/Promotion process, HR Administrators are reminded to check an employee’s work schedule and when necessary make the appropriate adjustments.

In most situations, the days/hours entered into a work schedule must not be overwritten with new information.  Overwriting a work schedule will create large over or underpayments as the system recalculates all pay and leave back to the effective date of the schedule.

Where the work schedule is to change: 
· insert a new row, 
· update the effective date of the new row with the date the new hours/days are to take effect (a change of hours normally takes effect at the start of the week)
· enter the hours against the days the employee works and
· check certification messages and draft payslip the next day to verify the update is as expected
· update eduPay to correct any anomalies if necessary

For further information on Work Schedules, refer to the eduPay User Guide on HRWeb.
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.

Check the employee’s draft payslip and certification messages the next day to ensure the results are as expected.
Pay Finalisation Calendars

The Pay Finalisation calendars on HRWeb have been recently updated to provide a recommended last day for new payroll processing prior to pay finalisation.  This suggested last day for processing allows sufficient time to check, verify and if necessary make further adjustments to an employee’s record before the pay is finalized, therefore avoiding overpayments.
Emailed reports

Schools have reported occasional errors where links to reports in eduPay generated emails (eg Overpayments) do not work.  Links in these emails are only valid for 21 days.  After this time the link is removed from the server to make space for subsequent reports.

All reports can be accessed or re-run from the appropriate report menu.  Refer to the Reports User Guide for additional information.

eduPay generated reports are provided for your information and/or action.  If you have a query regarding the information on the reports please do not reply to the email but FORWARD the email to your Schools HR regional email account in the Global Address Listing  or contact the HRM Service Centre on 1800 641 943.
Personal Leave – No Required Document (certificate)

The following may assist an employee in determining how many hours they have taken without certificate this calendar year:

· Using Employee Self Service click View Leave > Leave Request History

· Enter 1/1/2011 to filter dates to the current year. Click Refresh

· Click View All to see all entries if required

· Add up the hours showing for all Sick Full Pay (or half pay) without Certificate
· This process only applies where leave has been entered through ESS.  If the hours are not shown, leave has been entered by the HR Administrator through the EDM.

A full-time employee may access up to 38 hours where a personal leave entitlement exists in a calendar year (pro-rata for part-time).  For further information regarding Personal Leave (illness/injury) refer to HRWeb.  
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