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Annual Leave – Education Support Class Employees
General

eduPay operates on a leave accrual basis for annual leave.  Education Support Class (ESC) employees will not receive their annual leave credits in advance, but will accrue annual leave entitlements during the period of their employment.  An employee will not be able to take annual leave until the entitlement has been accrued (except as outlined below).

An employee’s annual leave entitlement is affected by: 

· employment commencing and/or ceasing during the year

· leave without pay which affects annual leave entitlements, and

· a change(s) in time fraction during the year.

48/52 ESC employees

Annual leave is automatically entered on eduPay during school vacation periods for 48/52 employees based on the entitlements that have accrued during the preceding term.  No action is required at the school.

Where an employee has insufficient annual leave credits to cover a school vacation, annual leave will be automatically entered on eduPay for up to 38 hours (for a full time employee).  This will result in a negative annual leave balance.  
The entitlements accrued after each completed month will reduce the negative annual leave balance.  An employee may be unpaid during a school vacation period where the annual leave automatically entered during a vacation period exceeds the 38 hour negative amount.

Recording annual leave/additional annual leave

Education Support Class employees who are employed 52/52 and those employees who are purchasing additional leave (49/52, 50/52, 51/52) will need to apply for leave and should do so using Employee Self Service (ESS). 

An application for leave will need to be made in writing and processed manually (see below) at the school where an employee:

· is unable to access or use ESS; or
· wishes to amend/delete leave that has already been approved on eduPay e.g. where an employee wishes to convert annual leave to personal leave.

Step 1
Any application for annual leave must be in writing and must include the dates of the leave.

Step 2
Check the employee’s leave balance on eduPay to confirm that he/she has sufficient leave entitlements.  

Step 3
The application is to be approved or refused by the principal.

Step 4
Update eduPay using the appropriate leave code.  Refer to the Absences eduPay User Guide for further information, available at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 5
Advise the employee in writing of the details of the leave.

Step 6
Place documentation on the employee’s personnel file.

Payment in lieu of entitlements
On termination of employment (including the end of a period of fixed term employment), any unused annual leave, additional annual leave and salary loading allowance is automatically paid in the employee’s final pay.
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