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Global salary increase

Clause 4(2) of the Victorian Government Schools Agreement 2008 provides for a salary increase in January 2012 in the event the next enterprise agreement is not agreed by 31 December 2011.  Clause 4(2) reads as follows:

“(2)  Provided that in the event a successor agreement is not agreed by 31 December 2011 there will be a guaranteed salary increase, consistent with the Departmental Funding Model at that time, effective from the first pay period on or after 1 January 2012.”

Should agreement not be reached by the end of the year a global salary increase will be processed centrally for employees covered by the current agreement in accordance with the requirements of clause 4(2).

Salary Progression – notification requirements 

Circular S468-2011 - Salary Progression 2012 advised Principals about salary progression in May 2012 including the notification requirements where an employee may not be meeting the performance requirements.  Please refer to the Circular (distributed 29 November 2011 in the DEECD Schools Bulletin) for further information.  Please note, in particular, the dates by which notification requirements are to be completed.
Payroll Validation/Certification upgrade
As a result of the Payroll Validation and Certification upgrade from Pay 2011-12 onwards, updated User Guides and other documentation is now available on HRWeb.  Please refer to the updated Payroll Certification User Guide and the Payroll Certification Quick Reference Guide on HRWeb. The Payroll Validation and Certification interactive video will be available shortly.  References in related documents to Validation and Certification are being progressively updated.  Please check HRWeb for the latest version.

Changes to Payroll Processing
Please ensure HR Administrators and Validators are aware of the following changes to payroll processing.

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.

Overpayments for Terminating Employees
eduPay automatically recovers any remaining overpayment liability from an employee’s final pay.  Where insufficient pay is available to recover the overpayment in full in the final pay a balance will remain outstanding.  The Over/Underpayment Summary report should be run frequently to identify any outstanding overpayments for employees to enable timely action to be taken to recover liabilities (or increase repayment rates) before an employee ceases employment.  The Terminating Employees Report should also be run on a regular basis to identify employees that are ceasing enabling the school to negotiate the full repayment of the overpayment prior to the termination date. Additional information about fortnightly payroll tasks is available in the Fortnightly Payroll Checklist 
Comprehensive information on overpayment Management and Recovery is available on HRWeb.  Refer to the eduPay User Guide – Overpayments and Underpayments for more information regarding the processing of overpayments on eduPay.

WorkSafe Leave for the December-January 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 December-January 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.

For further details and actions to be taken during this period, refer to HRM Online 11-2011 dated 1 November 2011 available on HRWeb. 

Salary Packaging of Motor Vehicles
Employees interested in salary packaging a motor vehicle are advised that they may select any vehicle provided the value of that vehicle does not exceed the Luxury Car Tax amount currently at $57,466.  The requirement to purchase an Australian manufactured vehicle no longer applies.

Refer to HRWeb and the Department’s salary packaging provider, Smart Salary Pty Ltd for additional information on Salary Packaging.
48/52 ESC automated annual leave entry

The automated process to insert annual leave for the forthcoming December-January vacation period was run on Saturday 17 December 2011.  Where the automated process could not complete the entry, the school will have received 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 (note earlier date/time as above).

Details regarding the error/exception report and actions to be taken are available in the recently updated Annual Leave Automated Entry – 48/52 ESC User Guide on HRWeb.  Further information on this process is available in HRM Online 12-2011 dated 29 November 2011.
Employment Arrangements for 48/52 Education Support Class

Principals are encouraged to commence any further period of 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 where the new employment is in the same school.  Where an earlier employment date is agreed with the employee, the agreed date should be used.

Where employment is in a different school, the commencement date, unless otherwise agreed, would normally be the day the employee attends for duty.

Access to Payslips over the December-January vacation period

Where an employee has a specific requirement to access their payslip over the December-January vacation period, arrangements should be made with the school as in previous years.  Where a school requires assistance in providing the electronic payslip during this period, details, including the name and employee ID, should be emailed to migration.schools.eduPay@edumail.vic.gov.au  

Requests will be processed as quickly as possible when the payslip becomes available.  The payslip will only be emailed to an employee’s EduMail account.

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
Automatic payment of unused Long Service Leave
For all eligible employees, unused Long Service Leave will be paid out on termination of employment (including the end of a fixed term period) irrespective of any further period of employment unless the employee has elected not to be paid the entitlement.  Further information, including a Long Service Leave election form is available on the Payment in Lieu of Entitlements webpage.

To avoid payout of unused LSL, eduPay must be updated prior to Pay Finalisation in the fortnight the employee is to cease. For most employees this means eduPay must be updated before Pay Finalisation on Thursday 22 December 2011.   Payout of unused Long Service Leave cannot be reversed. 

Payment Frequency Fields – default values
eduPay automatically defaults the correct value into the Payment Frequency field on the Job Data page, Salary Plan tab.  For all teaching service employees this must read A – Annual as shown.  Do not change this value.
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Changing this value from the default will result in incorrect payroll certification results. 
System Generated emails

eduPay automatically generates and sends a number of emails to the Principal, Business Manager, HR Administrator or to an employee providing information such as forthcoming terminations or bank account changes and reminders that further action on the payroll may be required (eg: automatic payout of Long Service  Leave).   Please do not reply to these emails.  
If you have a query regarding the email, your enquiry should be directed to your Schools HR consultant – email address available in the Global Address listing and for employees to your Principal, Business Manager or HR person.

This is the final HRM Online for 2011.

Season’s Greetings
&

Best Wishes for 2012
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