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Time fraction/Hours of work changes

Step 1
An employee may apply in writing for a change to his/her time fraction and/or arrangement of hours of work and must include:

· the desired time fraction/hours to be worked

· the days and times desired to be worked

· the preferred start date for the change 

Time fraction/hours changes should take effect from the beginning of a week.  
Step 2
The principal approves the time fraction/hours change and the effective date for the change, and if less than full time, the actual days and arrangement of hours which are to be worked (this information is mandatory for entry in the employee’s work schedule on eduPay).  

Step 3
Wherever there is a change in an employee’s time fraction or in the arrangement of hours worked their work schedule must be updated.  
Where the employee’s time fraction has changed, after inserting the work schedule, Job Data on eduPay will be automatically updated and this will determine their fortnightly pay.
For further information, refer to the Work Schedules eduPay User Guide available on HRWeb at: http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Step 4
Place documentation in the employee’s personnel file.
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