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Resignation / Age retirement

General
An employee may resign at any time up until the age of fifty-five years.  An employee who has attained the age of fifty-five years may elect to retire.  The appropriate termination reason must be recorded on the payroll.
Where an employee is ceasing employment with the Department to take up a position with another Victorian government department the appropriate termination reason should be recorded on the payroll.  The employee should be informed of the capacity to transfer to the new department any accrued personal and recreation leave, and the service they have accrued towards long service leave.  

An employee who ceases employment (including the end of a period of fixed term employment) will automatically be paid all outstanding leave and other entitlements.  The employee can request that payment is not made for any long service leave entitlements (see the Payment in lieu of entitlements topic on HRWeb for more information).
On their resignation/retirement, an employee’s years of service can be recognised in a number of ways, including a statement of service issued by the Department.  School communities and/or VPS managers are encouraged to formally recognise the service and contributions that employees who retire or resign have made to their school community or work location and the broader Government school system or public service.

For information on ceasing an employee, refer to the Terminations User Guide which is available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 1
Check that the notice of resignation/retirement includes:

· the hour and date of the proposed last day of duty

· the inclusive date from which resignation/retirement is intended

· the private address to which correspondence may be sent.

Where the employee has resigned, check whether the letter of notification includes a reason for the resignation.

If the letter is undated, and/or no resignation/retirement date is specified and the employee cannot be contacted to ascertain the effective date, then the date of receipt of the letter is to be the effective date of cessation.  Sign and note the date of the resignation/retirement on the letter.  

Step 2
Acknowledge receipt of the resignation/retirement in writing and include advice that the employee:

· should contact their superannuation fund/s about their benefits.  

· must advise the school if he/she does not wish their long service leave entitlements to be paid automatically.  A Long Service Leave election form is available for an employee to request not to be paid in lieu for unused Long Service Leave.
Where the employee is a member of the Revised or New superannuation schemes Emergency Services and State Super will be automatically notified of the cessation.  For members of other superannuation schemes, including VicSuper, no employer notification is required.  

Employees who are terminating employment should be advised to contact their superannuation fund/s as early as possible to discuss their superannuation entitlements.

Step 3
Ensure that all outstanding leave, salary and allowance transactions have been processed, and record the cessation on the payroll.  The cessation date on the payroll should be the day following the last day of employment.

To assist the school in monitoring forthcoming employment cessations, the Terminating Employees Report can be run at the school to provide details of employees’ terminations.  In addition, an eduPay certification message will provide a warning that an employee is terminating in the current fortnight (including the end of a period of fixed term employment).

If the resignation/retirement is effective in the current fortnight and pay finalisation has occurred, if possible, initiate a cancellation of the direct credit (refer to the direct credit topic on HRWeb).  If it is not possible to recall the direct credit and the employee has been overpaid, refer to the overpayments topic on HRWeb for further advice.

Step 4
Check for any existing overpayments.  Make any necessary adjustments to the recovery rate for any overpayments to ensure recovery before the final pay.

For details on over/underpayments, refer to the Overpayments User Guide which is available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 5
If necessary, update the payroll with the new private address and mailing address details (refer to the personal details User Guide available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 6
Place documentation on the employee’s personnel file.  Refer to the records management topic on HRWeb for information concerning the retention of personnel files for ceased employees. 

Withdrawal of notice of resignation/retirement

An employee seeking to withdraw his/her notice of resignation or retirement should make a written request prior to the effective date of his/her resignation/retirement.  The request must include the original cessation date and the reason for the withdrawal.

A principal may approve an employee’s request to withdraw their notice of resignation/retirement.  With regard to a principal, the request should be made to the Regional Director.

Step 1
Where the withdrawal is approved

1a
Where the final fortnightly salary payment has not been made, update the payroll by entering a withdrawal of cessation.

1b
If the termination process has been completed on the payroll, the employee must be rehired, in accordance with the Department’s normal recruitment procedures.
Step 2
Attach the documentation to the employee’s personnel file.

Variation to resignation/retirement date

Step 1
A request by an employee to vary their resignation/retirement date must be made in writing specifying the amended date, and must be received by the principal prior to the previously accepted date.  

Step 2
If the amended date is earlier than the original date, check if the employee is due salary in the current fortnight.  If not, initiate direct credit recall if the deadline has not passed.  Where this is not possible and an overpayment has occurred, refer to the Overpayments topic on HRWeb for further information.

Step 3
Where the amended and original dates are both in the future and the request has been approved by the principal, or in the case of a principal, the Regional Director, change the effective date on the cessation record on the payroll.

Step 4
Where the final pay has been calculated, rehire the employee in accordance with the Department’s normal recruitment procedures, ensuring deductions, taxation and direct credit arrangements are recommenced.
Step 5
Update the payroll, recording the new resignation/retirement date.

Step 6
Proceed with remainder of the cessation process. 
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