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Jury service
For information regarding leave for Jury service, refer to http://www.education.vic.gov.au/hrweb/employcond/leave/jury.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
The employee is required to submit a written request for leave for jury service. The application shall include documentary evidence of the dates of the jury service.

Step 2
The principal approves the employee’s request for leave.

Step 3
Update the payroll, using leave code 590 JURY SERVICE
For information about processing a leave application, 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 4
Advise the employee in writing that the leave is granted.

Step 5
Place documentation on the employee’s personnel file.

Note: Jury Service 

From time to time teachers may be called upon to complete Jury Service.  If more than one teacher from a school is called for jury duty at the same time, the Juries Commissioner is prepared to defer attendance (with the individual’s consent) so that only one teacher is out of the school at a time.  The principal may contact the Juries Commissioner's office in these circumstances at:
Ground Floor, County Court Building, 250 William Street, Melbourne, 3000

Phone No: 03 8636 6800

Fax No: 03 8636 6830

Email: juries@supremecourt.vic.gov.au
Office hours: 9.00am - 5.00pm
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