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Personal Leave Accrual Balances on Rehire

When a staff member has been rehired on HRMS their personal (sick) leave accrual balance should be checked.

Where a teacher is rehired within five years of their last termination, they may carry forward a maximum of 35 days or 266 hours.  No accruals carry forward where the break exceeds five years.  

A SSO or VPS officer may carry forward all their personal leave (sick) accruals where any break in employment is less than twelve months.  No accruals carry forward if the break exceeds twelve months.

If adjustments to the accrual balances are required as a result of the rehire, please send an email request to your Schools HR regional mailbox. 

School Year SSOs – Annual Leave Plan

All SSOs hired or transferred to the School Year mode of employment will need to be enrolled in an Annual Leave Plan in HRMS.  Details of the plan are as follows:-
Plan Type – 57

Benefit Plan – ANNSCY
Enrolment in this plan will ensure School Year SSOs receive their leave loading (NLL) automatically each year. This plan will not accrue annual leave credits and there is still no requirement to enter any annual leave on HRMS.
Note: the above information does not apply to SSOs employed on the 52/52 and 48/52 calendar year employment model.  Further information on SSO employment models is available on HRWeb at http://www.eduweb.vic.gov.au/hrweb/employcond/res/empmodSSO.htm 

Annual Leave for 48/52 SSOs

School Services Officers who work on a 48/52 basis who do not work the full school year and/or have changed their hours during the year may have insufficient annual leave to cover the required absence period for school holiday periods.

Schools are encouraged to use the Annual Leave Calculator available on HRWeb to determine: 

· if an adjustment to leave accruals is necessary

· the leave details that should be recorded.

If accruals require adjustment, a copy of the calculation should be emailed to the regional Schools HR Services team. When the required adjustment has been entered on HRMS the school will be advised and the details of the change entered on the General Comments panel on HRMS.  
The Annual Leave calculator can be found at: http://www.eduweb.vic.gov.au/edulibrary/public/hr/procedures/Annual_Leave_calc.xls
School Vacation Periods for 48/52 SSOs

The following details should be used when entering annual leave on HRMS for 48/52 SSOs for the 2008 school vacation periods:-

	Term
	Begin Date
	Return Date
	Days

	1
	25/03/2008
	07/04/2008
	9

	2
	30/06/2008
	14/07/2008
	10

	3
	22/09/2008
	06/10/2008
	10

	4
	22/12/2008
	09/01/2009
	11


 
Reimbursement of Expenses

The policy dealing with reimbursement of expenses for school based staff has been consolidated onto a single site on HRWeb.  The policy covers personal expenses, use of private motor vehicle, relocation expenses, expenses to attend interview and domestic or international travel.  The policy can be located at: http://www.eduweb.vic.gov.au/hrweb/employcond/res/pexpTS.htm
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