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War service sick leave

Establishing War Service Sick Leave Entitlement

Schools are required to determine an employee’s war service sick leave entitlement and maintain a register on the employee’s personnel file as war service sick leave is used.  There are no credits for this type of leave recorded on the payroll.  War service sick leave may accumulate to a maximum of 100 days on full pay.  When all war service sick leave entitlements have been used, the leave must be recorded as Personal Leave (sick) with a medical certificate (with or without credits).

Step 1
A request from an employee for war service sick leave must include written advice from the Department of Veterans Affairs that the employee has a disability caused by war.

Step 2
On receipt of a request with the necessary advice from the Department of Veterans Affairs, view the employee’s Service History on the payroll and calculate his/her war service leave credits.
Step 3
Create a register in the employee’s personnel file to record details of the disability, the absences due to war service leave and the entitlement balance. 

Step 4
If an employee claims previous absences were due to the accepted war-caused disability, check the medical certificate for each absence and if the certificate indicates that absence was due to that war service disability, delete the personal leave and adjust the war service leave register.  If the war service leave was prior to 1 January 1997, request Schools HR Services make the amendment.

If a medical certificate does not specify that the absence is due to the war-caused disability, record the absence as personal leave (illness/injury) until the employee provides certificates, appropriately notated, from their medical practitioner.

Step 5
Update the payroll as required.


For information about processing leave, refer to the Absences eduPay User Guide, which is available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Recording of war service sick leave

Step 1
On receipt of an application for war service sick leave, check the employee’s personnel file to determine that sufficient credit exists.

Step 2
Check that the medical practitioner has indicated on the medical certificate that the absence is due to an accepted war-caused disability.  That is, that ‘due to war service’, ‘DWS’ or similar notation has been made.

If the certificate does not include this notation, but specifies a particular condition, check the employee’s personnel file to confirm that the Department of Veterans Affairs has accepted the condition as being war caused.

Step 3
If war service leave is applicable, record the absence on the payroll using the leave code 571 SPECIAL PD (Paid).

For information about processing leave, 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 war service leave is not applicable, advise the employee and process as normal personal leave.

Step 4
Update the war service register in the employee’s personnel file.

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

War Service sick leave Administration Procedures
Last updated 28 March 2011
War Service sick leave Administration Procedures
Page 2 of 2

[image: image1.png]