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Death of an employee
On the death of an employee the procedures outlined below should be completed as soon as possible.

There are specific legal requirements that must be met in order for payments to be made to the estate of a deceased employee.  The employee’s estate must seek payment of any entitlements owing to the deceased employee, including salary up to and including the date of death.  Payment to an estate of any outstanding entitlements cannot be made until the appropriate legal documentation has been provided, as outlined below.

Procedures

Step 1
Ensure that all leave, salary and allowance entitlements have been processed on the payroll.

Step 2
Update the payroll, using the day after the date of death as the cessation date.

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/Pages/resources/eduPay_UGuides.aspx 
Use Reason code Death.
Step 3
If the death occurred in the current fortnight and pay finalisation has been completed, request a direct credit recall if possible (refer to the Direct credit topic on HRWeb for details).

Step 4
If it is not possible to recall a direct credit and the employee was overpaid; refer to the Overpayments topic on HRWeb for further information.

Step 5
Verify any outstanding overpayments and insert a comment on the overpayment record explaining the reason for the overpayment and that the employee is now deceased.

Any overpayments outstanding at the time of death will be deducted from any outstanding payments that are due.

Step 6
For an employee who was a member of the New or Revised scheme, Emergency Services and State Super (ESSS) will be automatically notified of the death of the person once the cessation is recorded on the payroll.  The following details should also be provided directly to ESSS as soon as possible:

· Full name of the deceased employee
· Employee ID

· Full name of spouse and any dependant children

Address of spouse and dependant children.

Dependant children means any children under the age of eighteen years or, if a full-time student, under the age of twenty-five years.

In relation to other superannuation funds, the next of kin or legal representative should contact the relevant superannuation fund directly to make application for benefits.

Step 7
Record the private address of the next of kin/legal representative in the employee’s personnel file.

Step 8
Notify the Regional Office of the death of the employee and request they arrange for a valedictory letter to be forwarded to the deceased’s family.

Step 9
Email the following details to the Schools HR Services mailbox for your region:
· full name of deceased employee

· Employee ID

· date of death

· the name of the next of kin, executor or legal representative

· the address of the above

· the relationship of the next of kin

· the full name of the spouse and/or dependant children

the address of the spouse or dependant children.

Step 10
Attach documentation to the personnel file and archive the file.  Refer to the Records Management topic on HRWeb for further information concerning personnel files.  

Payment to a deceased employee’s estate

Schools HR Services will contact the next-of-kin, executor and/or legal representative concerning the following requirements that must be met for payment of any outstanding entitlements.

If the total payment from the Department is more than $12,500 then the next-of-kin, executor or legal representative must provide:

· a request in writing for payment of the money owed

and

· a certified copy of the Certificate of Probate

or

· Letters of Administration issued by the Supreme Court

If the total estate is more than $25,000 and the total payment from the Department is more than $5000 then the next-of-kin, executor or legal representative must provide:

· a request in writing for payment of the money owed

and

· a certified copy of the Certificate of Probate

or

· Letters of Administration issued by the Supreme Court

If the total estate is more than $25,000 and the total payment from the Department is less than $5,000 the next-of-kin, executor or legal representative must provide:
either 

· the documentation as set out above

or

· a request in writing for the money owed to be paid to the beneficiaries named in the Will, or to the estate of the deceased

and

· a certified copy of the deceased’s last Will.

If the total estate is less than $25,000, and there is a current Will, the next-of-kin, executor or legal representative must provide:

either 

· the documentation as set out above

or

· a request in writing for the money owed to be paid to the beneficiaries named in the Will, or to the estate of the deceased

and

· a certified copy of the deceased’s last Will.

and

· a statutory declaration stating that the estimated total estate is less than $25,000.

If the total estate is less than $25,000, and there is no current Will, the next-of-kin, executor or legal representative must provide:

· a request in writing for the money owed to be paid to the next-of-kin, or the Estate, or alternatively the name(s) of whoever else is to receive  the payment

and

· a statutory declaration stating that the estimated total estate is less than $25,000, 

and either

· details of the beneficiary’s relationship to the deceased and a statement of their date of birth

or

· the full name and address of whoever else is to receive the payment, an explanation of their relationship to the deceased, and a statement of their date(s) of birth.
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