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Transfers and Promotion

For more information regarding transfers and promotions refer to http://www.education.vic.gov.au/hrweb/workm/appt/transferTS.htm and the Recruitment in Schools guide at http://www.education.vic.gov.au/hrweb/careers/vacs/recruitinsch.htm
The payroll processing of a transfer or promotion of an ongoing employee is undertaken at the conclusion of the school recruitment processes which must be performed on Recruitment Online.

A letter advising of the transfer or promotion should be prepared by the school and provided to the employee.  Where the transfer is to a lower level position than currently employed the employee should consent (preferably in writing) to the permanent reduction in their employment level.  For more information about the content of this letter, refer to the Recruitment in Schools Guide.

The contract for a person transferring or promoting to a principal class position is prepared by the Schools Recruitment Unit and the payroll processing for the transfer or promotion is completed by Schools HR Services.

Transfers

Transfer from another school (at current level, to a higher level position or to a lower level position)

Step 1
Contact the principal at the relinquishing school directly to:

· establish the release date, where relevant

· arrange for the transfer of the employee’s personnel file

Step 2
Record the transfer on the payroll as follows:

Transfer (vacancy of more than 12 months)
· Where the transfer is at the current level, change location on the payroll from the effective date
· Where the transfer is to a higher level position and that level is for a fixed period, change location on the payroll at current level and insert Higher Duties (see Step 3 below) 

· Where the transfer is to a lower level position, change location and adjust current level to the lower level

Temporary Transfer (vacancy of 12 months or less)

· Where the transfer is at the current level, change location, arrange for a return to base school at the end of the temporary transfer to be completed by the base school (see note below).
· Where the transfer is to a higher level position, arrange for the return to base school to be done on the payroll by the base school (see note below), and insert Higher Duties (see Step 3 below) for the period of temporary transfer.
· Where the position is to a lower level position, change location, adjust Job Data to the lower level and arrange for a return to base school to be done on the payroll by the base school (see note below). 
Note: In order to implement the return to base school for the person, the base school must create a short term non-advertised Job Opening on Recruitment Online, attach the employee to that Job Opening, and then complete the transfer process as set out in the eduPay User Guide (see below).  It is recommended that this be done at least 2 weeks before the expected date of return to base school.
For details on transfers/promotions, refer to the School Appointments eduPay User Guide available at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 3
Enter on the payroll any new allowances the employee is entitled to or adjust any current allowances where necessary.

For details on recording/adjusting allowances, refer to the Allowances eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 4
Place documents concerning the transfer in the employee’s personnel file. 

Transfer within the school – to a lower level position

An employee may transfer to a lower level position within their current location: 

· as a result of an application for an advertised position;

· as a result of a request where this can be accommodated within the school’s workforce profile.

A transfer to a lower level position is permanent and is not a temporary change.

Step 1
A request for transfer within the school to a lower level position from an employee must be in writing and must include:

· current level;

· proposed level;

· reason for request;

· preferred date of effect (if relevant)

Step 2
Where the lower level can be accommodated at the school amend the employee’s Job Data on the payroll, with the lower level position details.  Adjustments required for a principal class employee are forwarded to Schools’ HR Services to update the payroll.
For details on processing transfers, refer to the School Appointments eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
The transaction on the payroll should be entered using the Action/Reason code of ‘Transfer/Transfer’.

Step 3
This transfer will result in a change in the employee’s base salary rate.  Changes effective prior to the current pay fortnight will result in an overpayment.  To avoid an overpayment, changes should be completed in advance and before Pay Finalisation in the fortnight the change is applicable.  

Allowances must also be checked to ensure continued eligibility and to avoid possible overpayments (refer to the relevant allowance topic on HRWeb for details).

Step 4
Update the comments field on the payroll, with details of the transfer.

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

Promotion

Promotion – within the school

Step 1
Record the promotion on the payroll.

For details on changing an employee’s job details, refer to the School Appointments eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 2
Adjust any current higher duties or other allowances where necessary.

For details on recording/adjusting allowances, refer to the Allowances eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 3
Place documentation concerning the promotion in the employee’s personnel file, including a record of the tenure of the position if promoted to Leading Teacher or Assistant Principal, for future renewal purposes.

Promotion – from another school

Step 1
Contact the principal at the relinquishing school directly to:

· establish the release date, where relevant

· arrange the transfer of the employee’s personnel file

Step 2
Record the promotion on the payroll.
For details on transfers/promotions, refer to the School Appointments eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 3
Enter on the payroll any new allowances the employee is entitled to or adjust any current allowances where necessary.
For details on recording/adjusting allowances, refer to the Allowances eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 4
Place documents concerning the promotion in the employee’s personnel file, including a record of the tenure of the position if promoted to Leading Teacher or Assistant Principal, for future renewal purposes. 

Relinquishing school

Step 1
Ensure all outstanding leave, allowances and overpayment adjustments have been processed prior to the release date.

Step 2
Ensure the personnel file is complete and arrange for the transfer by registered mail or a courier to the Principal at the new location.
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