School Name/emblem

Higher Duties Allowance Authorisation
	Details of Employee to be assigned Higher Duties
	Details of Substantive Employee (higher level)

	Employee ID


Name

	Employee ID


Name


	Current Level

	Higher Level


	Allowance Dates

	Begin Date
___/___/_____
End Date
___/___/_____

	Reason for Assignment

	· Position Vacant

· Substantive employee on Higher Duties
	· Employee on Leave

· Other (specify)




	Details for eduPay Automatic Calculation

	Automatic calculation of Higher Duties amounts in eduPay is available from Teacher to Leading Teacher, Assistant Principal or Principal and for Education Support Class employees.

	HD Job Code



Grade



Step*



Percentage of Duties performed**



	Refer to Appendix 2a in the eduPay Allowances User Guide for the correct job code and salary grade to use.

* Default is Step 1. 
** Default is 100%.  Only enter a percentage where less than 100% of the duties are being performed.

	Charging for Automatic Calculation (if required)

	GL Entity
	GL Business Unit
	GL Expense Type
	GL Project
	GL Department

	
	
	
	
	

	Approval

	Principal’s Signature

Date  ___/___/_____


	Office use

	· Payroll update completed by

Date  ___/___/_____
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