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Leave without pay
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
An application for leave without pay (LWOP) must be in writing and must include:

· the proposed period of the leave

· reason for the leave

· supporting evidence if required (e.g. evidence of study).

Step 2
Check documentation provided and determine the employee’s eligibility for leave.
Step 3
The principal grants or refuses the leave.
With the exception of study leave, applications for leave without pay to count as service cannot be approved by the principal.  The application, with supporting documentation and a recommendation from the principal, should be forwarded, prior to the applicant commencing the period of leave, to the General Manager, Human Resources for consideration.

Step 4
Advise the employee in writing of the principal’s decision.
Where leave is approved, include a statement that the period of leave does not count for service.  In addition, advise the employee to contact the following to make appropriate arrangements whilst on leave:

· ESSS if he/she is a member of the New or Revised superannuation fund;

· the salary packaging administrator (SmartSalary) if they have salary/remuneration packaging arrangements in place;

· any other organisations which are currently in receipt of payroll deductions.

Step 5
Record the leave on the payroll, including associated vacation periods, as appropriate.  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
If pay finalisation for the next pay has occurred and the period of LWOP is part of that fortnight, a direct credit recall may be required.  Refer to the Direct Credit topic on HRWeb for more information.

Step 6
To avoid a possible overpayment in the future, it is advisable to insert a ‘STOP PAY’ immediately after any period of extended leave without pay.  
Note:  A “stop pay” is not an approved form of leave.  If the employee does not resume duty on the specified date then Absent without Leave procedures should be commenced.  (Refer to http://www.education.vic.gov.au/hrweb/employcond/leave/awol.htm).

Step 7
File documentation on the employee’s personnel file.
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