Copy of an email that was forwarded to ALL School Principals and ALL eduPay School HR Administrators as identified through the bulk mail options on the Global Address List, Thursday 27 January 2011 at 4:59pm.

To The Principal/Business Manager

Preventing Payout of LSL for Terminating Employees
 

Many employees have a termination date entered on eduPay for 31 January 2011.  Terminating employees will be automatically paid out their Long Service Leave (LSL) on their last pay day. 

To identify employees with termination rows recorded for this pay fortnight, it is advisable that schools run the Terminating Employees report to enable the appropriate action to be taken prior to pay finalisation on Friday 4 February 2011.  Assistance in running reports can be found in the Reports User Guide on HRWeb.

Principals or Business Managers are asked to discuss the payout requirement with their staff to ensure their wishes are met. 

If the employee elects for their LSL payment not to be paid out, the School HR Adminstrator must untick the Payout LSL on Termination box (as shown in the graphic below) before pay finalisation of the employee’s last pay day. 

Note: a subsequent rehire on the same day or in same fortnight as the termination date does not prevent the payout of LSL.

System Checks to Prevent the LSL Payouts 

A number of safeguards and checkpoints have been implemented to avoid incorrect termination payments.  These are designed to remind all parties that some action may need to be taken including:
· a termination report that can be set up and run for a a defined period determined by the school. This may include the current pay period, a term, six month period or a school year. 

· a notification email to the employee at the beginning of the pay fortnight they are to cease; this is two weeks prior to pay finalisation. 
· notification emails to both the HR Administrator and Business Manager in the school advising an employee is ceasing 

· certification messages at the commencement of the pay period advising an employee is ceasing 

· two certification messages during the pay period advising a variation to the employee's pay and a message that termination payments are included in the next pay  

· the validation process - payments to staff should be checked to identify variations and appropriate action taken before validating the payroll 
· a draft payslip that includes the termination payment amounts
After viewing and updating eduPay as a result of these safeguards and checks, HR Administrators are to review the certification messages and payslip the following day to ensure that all adjustments are as expected.

The automated payout ensures that all employees who cease after 7 years of service are paid their LSL entitlements on termination of employment.  Employees who are subsequently rehired may be entitled to a further payment of LSL on termination irrespective of the length of that employment.  Unless otherwise requested, these employees will also be paid out entitlements automatically upon termination.

UnChecking the Payout LSL on Termination

When requested, to ensure payment of LSL entitlements is not made to the employee, the Payout LSL on Termination box must be unchecked in the Job Data-Work Location page on eduPay as per the graphic below.  After making the amendment click the Save button to update the record.

Further information is available in the Terminations User Guide on HRWeb.


For further assistance Principals or Business Managers please contact the HR Service Centre on 1800 641 943.
