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Sabbatical Leave Scheme
Refer to http://www.education.vic.gov.au/hrweb/employcond/leave/sabbaticalTS.htm for more information about the sabbatical leave scheme. 

Sabbatical leave entitlement is accrued similar to other self-funded arrangements, that is, it is based on the time fraction(s) the employee works and is affected by periods of leave without pay.
The leave balance accrues for each hour of paid work and will be updated on the leave balances page which is available through Employee Self Service (ESS).  Employees must have accrued, or will accrue, sufficient leave entitlement before they will be able to take the leave.

Applications for leave are made using 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.  

For information about processing a sabbatical leave application for an employee, refer to the Absences eduPay User Guide, which is available on HRWeb at: eduPay User Guides
Processing entry into sabbatical leave scheme

Step 1
The principal approves or refuses participation in the sabbatical leave scheme and advises the employee of the decision. 

The employee should also be advised to contact the following to make appropriate arrangements whilst on leave:

· Emergency Services and State Super if he/she is a member of the New or Revised superannuation funds;

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

· any other organisations which they currently have payroll deductions in place for.

Step 2
Enter details of the work period on Job Data on the payroll.


In a new Job Data row, enter the approved start date (effective date) of the approved work period and the appropriate ‘Sabbatical Leave’ Salary Grade.  Do not change the employee’s standard hours.

Note:
This transaction will adjust the employee’s salary grade, adjusting their salary rate accordingly, and also identify them as a participant in the sabbatical scheme.

For details on Job Data changes, refer to the Job Data eduPay User Guide available at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 3
Insert another row on Job Data with an Effective Date on the fourth anniversary of the commencement date or when the employee is expected to commence the absence period.  
Amend the employee’s salary grade in this row to revert the employee’s salary to the appropriate non-sabbatical leave grade.

Step 4
Record a comment on the payroll that the employee is participating in the Sabbatical Leave Scheme.
Step 5
Place documentation on the employee’s personnel file.

Note:
The anniversary date above is based on an employee participating in the scheme for four years.  If the employee participates in the scheme for less than four years, the date will be different.  Contact Schools HR Services if assistance is required.

Withdrawal from Sabbatical Leave scheme

If an employee who has entered the scheme wishes to withdraw during the period of the scheme, fax a request to Schools HR Services for calculation and payment of monies owed.

Deferment of Sabbatical Leave or taking extended leave during the Sabbatical Leave Scheme
If an employee participating in the scheme wishes to defer the taking of leave within the scheme, or take another type of extended leave during the scheme, contact Schools HR Services for advice on the procedures to follow.
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