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Defence Reserve Service leave

Policy information concerning Defence Reserve Service is available on HRWeb at: http://www.education.vic.gov.au/hrweb/employcond/leave/defres.htm 
Applications for leave are made using Employee Self Service (ESS).  Where an employee is unable to use or access ESS, or wishes to amend/delete leave already entered on eduPay, an application will need to be made in writing and processed manually at the school (see below).  

Step 1
Applications for Defence Reserve Service leave must be submitted in advance in writing and must include documentary evidence.

Step 2
Confirm that the period of the leave requested is not more than 78 weeks.

Step 3
Check leave records for any prior periods of leave of this type. This information is available in the employee’s personnel file or by checking the employee’s leave/service history information on the payroll.

Step 4
The principal approves or refuses leave.

Step 5
Advise the employee in writing of the details of the leave.

Step 6
Where leave is granted, update the payroll using the leave code 599 DEFENCE UNP.
For information about processing a leave application for an employee, refer to the Absences EduPay User Guide, which is available on HRWeb at:  http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 7
Place documentation in the employee’s personnel file

Make-up pay
Where Defence Reserve Service leave is granted, the employee may be entitled to make-up pay where the base salary, excluding allowances, received from the Australian Defence force is below their substantive salary. 

Upon receipt of an application for make-up pay from an employee, contact Schools HR Services for advice and assistance.
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