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This checklist takes you through the typical business and system processes to appoint an employee for the first time in a Victorian State Government school or when rehiring a previously employed person.  For principal class officers, these steps are performed in Schools HR Services.

The steps outlined below commence as the school’s recruitment processes are finalised in Recruitment Online (ROL). 
For details on eduPay processing, refer to the relevant eduPay User Guide, available at:

http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Complete a checklist for each employee and attach to their personnel file.

Employee Name ________________________________ Employee ID Number ____________________

	Action/Transaction
	Function details
	Menu path (if applicable)
	Completed

	Verify Employee ID

Check if the employee already exists in eduPay before selecting the Type of Hire on the Prepare for Hire page in ROL.
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If exact match is found, make sure you select the matching record by clicking [image: image2.png]



Check that the Employee ID is shown on the Prepare for Hire Page prior to submitting the request.

If no matching record is found, click  [image: image3.png]


 
	Prepare for Hire in ROL.

	(

	Pre-employment requirements
	Ensure the following pre-employment requirements are met:

· medical requirements 

· qualifications (where relevant)

Refer to Recruitment in Schools topic.
	
	(

	Validation of personal information
	Completion of the Employment in a Government School - Validation of Personal Information form is required for any newly employed person in a Victorian State Government school to confirm the personal information entered by the person on ROL. Appointment action cannot be completed until the form and mandatory documentation is provided.
	
	(


	Provide new employee with required payroll forms
	Refer to the following HRWeb topics and provide the employee with the relevant forms as required:

· Taxation
· Direct Credit
· Superannuation (Choice of Fund). (The date the form was provided must be recorded on the payroll).
	
	(


	Determine commencement salary for classroom teacher

	Commencement salary must be calculated on first employment to either an ongoing or fixed term position and on the commencement of each subsequent period of employment. 
Note: the teacher can enter the required details for verification and calculation of their commencement salary.  Refer to the Commencement salary calculator 

Payroll action should proceed regardless of whether supporting service documentation has been provided.  In the absence of documentary evidence the employee should be commenced on the minimum salary subdivision for the job classification and their salary adjusted following provision of the required documentation.  Refer to the Commencement salary topic.
	
	(


	Determine period of employment (fixed term teachers only)
	Use the Fixed Term Teacher Vacancy Ready Reckoner to determine the period of employment (where it is a rehire, previous employment in a school may be relevant).  The Ready Reckoner is available on the Recruitment in Schools page.
	
	(

	Prepare offer of employment
	An offer of employment is required when employing a person not currently employed by the Department or the employment of a fixed-term employee for a further period of employment. Refer to Recruitment in Schools
	
	(

	Complete the Hire/Rehire in eduPay
	Manage Hires
	Employee Data Management > Manage Hires
	(

	Create new Personal Data record

This action is only available where there is no prior employment for this person.
	Manage Hires Detail page
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	Employee Data Management > Manage Hires 
	(

	Hire (Add Employee)

	Select 
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	Organizational Relationships tab on Personal Data
	(
Employee ID No.



	Hire (Job Data)


	Select Reason of “New Employment” when appointing an employee for the first time.  

When appointing a person with prior employment, select Reason of “Rehire of Pre Conversion Employee”.

Note: For Fixed Term appointments, the Termination Job Row will be automatically created.
	Work Location tab on Job Data
	(

	Rehire / Transfer / Promote
	Manage Hires Detail page
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	Employee Data Management > Manage Hires
	(

	Complete Suitability for Employment

Information
Note: a probation period is now included for ongoing appointments.
	Manage Hires Detail page
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OR

Job Data page
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	Employee Data Management > Manage Hires

	(

	Create Work Schedule

This action is required for all employees irrespective of time fraction.
	Assign Work Schedule

(Enter a Default Work Schedule for full-time employees OR enter a Personal Work Schedule for part-time employees)
	Employee Data Management > Manage Hires
	(

	Taxation
Ensure hire/rehire date is used as Effective Date.
	Maintain Tax Data

	Employee Data Management > Manage Hires
	(

	Enter Direct Deposit Bank Account Details and Direct Deposit Distribution Details.

Make sure that the Account ID is selected before Saving
	Maintain Bank Accounts

Maintain Bank Accounts
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OR

Specify Net Pay Elections
	Employee Data Management > Manage Hires
	(

	Superannuation

Only enter this where the employee has nominated “Vic Super” as their Choice of Super OR has not yet provided a completed Choice of Super form
	Employee Element Assignment
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Select Entry Type of Deduction
Select Element Name of “SGC”
	Employee Data Management > Payee Management
	(

	Allowances and/or 
Deductions (if applicable)
	Employee Element Assignment
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Select Entry Type of Allowances/Deductions
	Employee Data Management > Payee Management
	(

	Review Payroll Certification

Check the Payroll Certification messages to confirm that the employee has been correctly appointed.
	Certify Payroll 
(Review certification messages in the Pay Period the employee commences and take any corrective action if required)

	Employee Data Management > Payroll Results 
	(

	Prior service to count for leave purposes.
	The person may request that service with an approved employer be recognised for leave purposes.  Refer to the Prior service topic.
	
	(

	Personnel file
	For a new employee, create a personnel file.  For a rehired employee arrange transfer of existing personnel file from the previous school.  File all employment documentation on the file.  Tax File Number Declarations should not be included on personnel files, but should be stored securely separately. Refer to the Records Management topic.
	
	(

	Record tenure (for assistant principal or leading teacher appointment)
	Record the tenure of the position on the person’s file for future renewal purposes.  Refer to either Contract renewal or Tenure renewal
	
	(

	Induction
	Ensure school induction process is implemented. Refer to the Induction topic.
	
	(

	Probation
	Commence probation process where a probationary period applies to the new employee (as specified in employment offer).  Refer to the Probation topic.

	
	(

	Performance review 
	Ensure performance review processes are put in place.  Refer to the Performance Management topic.

	
	(
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