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Salary range reviews – education support class employees

Movement from Education Support Class level 1 to Education Support Class level 2 can only occur as a result of promotion to an advertised vacancy.  However, the salary range of an Education Support Class employee may be reviewed by the principal in the context of any changes to the work value of a position.  

The Education Support Class Agreement however, does provide that an employee classified at School Services Officer level 2, salary range 3 immediately prior to 9 December 2008 can continue to access a salary range within classification level 2 of the Education Support Class through the range review process.

Where the work value review results in movement to either a higher or lower salary range, the payroll will need to be updated accordingly.  

For further information about salary range reviews, refer to the Remuneration Guide for the Teaching Service available at: http://www.education.vic.gov.au/hrweb/employcond/salary/remuneration_teachserv.htm
Step 1
Following the review, the principal advises the employee of the outcome in writing, including the effective date where there is a change.

Step 2
Update the payroll, preferably from the start of a pay period, to avoid under/over payments, using the Action/Reason code Remuneration Change/Range Review, with the new Job Code, Salary Grade and Step, as appropriate.

Add a comment on the payroll that the employee’s salary range has been amended due to a work value review.
On movement to a higher salary range within their classification level, the employee’s salary shall be determined as set out for salary on promotion. 

For information about processing a range review, refer to the Job Data eduPay User Guide, which is available on HRWeb at:
http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 3
Place documentation regarding the work value review process and outcome in the employee’s personnel file.
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