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Salary Loading Allowance 2011

Salary loading allowance for employees in the Teaching Service has been included in this pay (pay 2011-11) dated 1 December 2011.  The Salary Loading service period is 1/12/2010 – 30/11/2011 which may result in payment being made to employees who are currently on leave during 2011.
Further information on Salary Loading Allowance eligibility and payment is available on HRWeb. 

Payroll Validation/Certification update

The process to validate and certify the payroll is being simplified.  Changes to the current process for payroll validation and certification will be released on 3 December 2011 for pay 2011-12 onwards.  Updated User Guides and other supporting materials will be available on HRWeb.

Changes to Payroll Processing – advance notice
Pay Finalisation – Pay 2011-13

Principals, Business Managers and HR Administrators are advised that pay finalisation for pay 2011-13 will move to Thursday 22 December 2011 at 6:00 pm (the last day of school).  Transactions completed on Friday 23 December will be included in pay 2011-14.

HR operators are encouraged to have ALL transactions completed by Wednesday 21 December to allow time to check transactions for accuracy before pay finalisation the next day.  Please make appropriate adjustments to your processing to accommodate this earlier pay finalisation.

Change of Pay Day – Pay 2011-15, 25 January 2012
Due to the Australia Day Public Holiday, pay day for pay 2011-15 will be brought forward to Wednesday 25 January 2011.  There is no change to pay finalisation for pay 2011-15.
Changes to Recall of Pay days and times

As a result of the above changes, where an employee’s pay needs to be recalled: 

· Pay 2011-13 – Recall closes 9.00 am, Wednesday 28 December 2011

· Pay 2011-15 – Recall closes 4.00 pm, Monday 23 January 2012

Normal pay finalisation and recall times apply to all other pay periods.

Victorian Institute of Teaching (VIT) and Teacher Registration

VIT is progressively moving to a common date of 30 September for renewal of registration and the payment of annual fees. It is therefore timely for Principals to ensure that all teachers in their school have a current and valid VIT registration.  Principals are asked to ensure that processes are in place to confirm teacher registration and that a photocopy of the teacher’s current card is placed on the teacher’s personnel file.  Principals are further reminded that it is their responsibility to ensure no teacher undertakes classroom duties without current VIT Registration. 

Where a teacher resumes from an extended period of leave (paid or unpaid), the Principal must be satisfied that the teacher holds current registration on resumption to duty.  Where a Principal has identified that a teacher does not have current registration; that teacher cannot undertake classroom duties. 

Where a teacher has changed their name or address, VIT must be notified in writing of these changes.  Personal information recorded in eduPay must be consistent with VIT documentation. 

Teachers and Principals must comply with the legislative requirements of Part 2.6 of the Education and Training Reform Act 2006.  Severe penalties apply where a teacher or principal does not comply with the legislation.
For further advice contact the Schools Recruitment Unit on 1800 641 943, option 1.  

48/52 ESC automated annual leave entry

The automated process to insert annual leave for the forthcoming December-January vacation period will be run on Saturday 17 December 2011.  Where the automated process cannot complete the entry, the school will receive an error/exception report.  Where an error/exception report is received, action must be taken to correct/update the entry before pay finalisation on Thursday 22 December 2011.

Details regarding the error/exception report and actions to be taken are available in the Annual Leave Automated Entry – 48/52 ESC User Guide on HRWeb.

Over the December-January period eduPay allows an employee to access entitlements that will accrue during the period 23/12/2011 – 31/1/2012.  This process is designed to allow an employee to remain on paid leave until the date annual leave would normally be exhausted (11/1/2012).  Where entitlement is exhausted prior to 11/1/2012, unpaid leave is recorded until this date.  Page 5 of the Annual Leave Automated Entry – 48/52 ESC User Guide has more information regarding this process.

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 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.

Automatic Payout of Long Service Leave

A reminder that action may need to be taken for eligible employees who will be paid out for 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 the 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

As a result of the automated payout of Long Service Leave, a completion of service form is not required.
 Recruitment Online Hardware Upgrade

An upgrade to the current Recruitment Online computer hardware will occur over the December-January vacation period to help improve response times and stability of the software.  There should be minimal disruption to users.  Details regarding known system availability issues are on HRWeb.

eduPay Hints & Tips
Change of Hours to Full-time

Where a part-time employee is to increase their hours to full-time, a new work schedule is required.  Add (do not overwrite) a new work schedule using the “Default Work Schedule” for a full-time employee.  Do not create a “Custom” work schedule for full-time employment.

Information on changing an employee’s hours on eduPay is available in the Work Schedules User Guide on HRWeb.

HRWeb updates

Web pages and documents are reviewed and updated on a regular basis.  Please ensure any pages or documents you have printed or downloaded are the latest version.
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