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This Issue contains …

New Superannuation legislation commenced on 1 November 2021 which mandates employers investigate if a new employee has an existing super fund. This new legislation refers to stapling a fund to an individual to prevent employees being enrolled into a new fund each time they change employment.  
The legislation prevents the Department from continuing the automatic enrolment of employees into the default super fund VicSuper Future Saver if they have not recorded their super fund details in eduPay. 
Employees (hire or rehire) must record their superannuation details in eduPay Self-Service to avoid schools being required to investigate if their employee has an existing fund.
Use the Schools Onboarding process for new starters in self-service to record superannuation or for rehired employees the individual menu tiles to review/record their superannuation.
Remind employees that a separate entry is required for each active employer: DOE and for each SLP location they are currently employed at
Review the help document for assistance: Enter or Update Superannuation Details
It is not necessary to send copies of choice forms to the Department.
Action:     Business Managers are asked to ensure new and rehired employees complete the process to record or check their superannuation choice.  The automated process to enrol employees into VicSuper Future Saver has been suspended for all new/rehired employees on/after 1 November 2021.
Workers’ Compensation Leave for the 2021/2022 School Vacation Period
Under the Workplace Injury Rehabilitation and Compensation Act 2013, Workers’ Compensation recipients are to be paid their weekly compensation benefits in their normal fortnightly pay.
To ensure workers’ compensation recipients are paid their compensation entitlements over the 2021/2022 school vacation period, principals and/or business managers need to ensure certificates of capacity (COC) are processed prior to the end of Term 4, 2021 and emailed to Gallagher Bassett.
Gallagher Bassett have advised they will accept extended certificates over the 2021/2022 vacation period only.  Principals and/or business managers are asked to advise workers’ compensation recipients to obtain an extended COC prior to the end of Term 4 covering the absence up to 31 January 2022.  On receipt of the COC leave is to be entered on eduPay before the end of 2021 to avoid under/overpayments during the vacation period reflecting any return-to-work program the employee was completing at the end of Term 4 2021.  If the employee has no capacity to work in term 4 then record WorkCover leave for the entire vacation period.  
Please note the extension of certificates over the 2021/2022 school vacation period is only accepted by Gallagher Bassett to minimise potential overpayments during this period.  Throughout the remainder of the year, certificates, unless otherwise approved by Gallagher Bassett, are no longer than 28 calendar days in duration.
Please ensure that where an employee is about to exhaust or has exhausted the make-up pay entitlement (leave code 641), the max rate payable amount is to be obtained from Gallagher Bassett and recorded in the compensation rate/week field on eduPay using leave code 636.  
Further details on processing workers’ compensation leave can be found in the WorkSafe and TAC User Guide on HRWeb and the Workers’ Compensation PAL Site.
Action:    Record workers’ compensation entries to cover the vacation period up to 31 January 2022 only where the Principal believes the employee will remain on workers’ compensation leave and an appropriate extended certificate has been received.
Record a ‘stop pay’ following the workers’ compensation entry.
Workers’ Compensation Notification of Current Weekly Earnings (CWE’s)
Business Managers/HR Administrators are reminded of the requirement to report Current Weekly Earnings (CWE) to Gallagher Bassett when a worker is on a partial Return to Work program.  The CWE can now be generated on eduPay following these instructions: Current Weekly Earnings Instructions. 
It is highly recommended that Business Managers/HR Administrators generate the CWE report on a fortnightly basis, adding a reminder in your outlook for the Monday after pay day i.e., on 22 November generate the 2111 PAY PERIOD report and email.  
Where schools have an employee who has exhausted their make-up pay entitlement and now on 636 POST MUP, generate the CWE for the 2112 PAY PERIOD on 6 December 2021.  Email the report to your employee’s case manager at Gallagher Bassett and confirm the max rate payable to ensure an accurate rate is used over the school vacation period. 
If these details/documents are not submitted within a 3-month period, Gallagher Bassett can refuse reimbursement to the Department under Section 179 of the Workplace Injury Rehabilitation and Compensation Act 2013.
For further queries please contact the Return to Work and Compensation Team by telephone on (03) 7022 0780 or by email workers.compensation.advisory@education.vic.gov.au 
Criminal Record Checks
Schools are reminded that non-teaching employees in schools who are not registered with the Victorian Institute of Teaching are required to hold a current Working With Children Clearance. 
Principals must also consider if a criminal record check conducted by the Department should be required in addition to a WWC Clearance. Such circumstances include the need to consider whether any offences exist that may be relevant to the duties to be performed, such as dishonesty offences or driving offences, that are not considered by the WWC Clearance. It is encouraged that all employees with a financial delegation should undergo a criminal record check.  Only Criminal Record checks undertaken through the Department are acceptable. 
Working With Children Check Clearance
Education Support employees must demonstrate their suitability for employment by providing evidence of a WWC Check Clearance. 
DET has been advised by Working With Children Check Victoria (WWCV) that applications can now take between 3-12 weeks to process. This is due to the time taken in obtaining information from the National Criminal History Check. 
The Department has also observed a number of practical issues, which have impacted on the processing and renewal of individual employee clearances including:  
applying to renew the WWC Clearance only a few days prior to the expiration date despite being able to commence renewal up to 6 months before the expiry date
failure to provide acceptable photographs for identity purposes; and
delays in providing additional information required by the WWCV due to failure in checking for notifications and/or keeping personal and work details up to date.
As such it is important to ensure new applications and those for renewal are properly completed and submitted within a reasonable timeframe for processing. 
Failure to provide evidence of a current WWWC when required can lead to cessation of employment. 
Action:	Business Managers are asked to ensure that employee WWCC records are recorded, confirmed and current with employee type cards at all times.
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VIT annual registration – now overdue
· Invoices were issued by the VIT for annual registration renewal in August. Registration is now overdue.
· Teachers who have not finalised registration by 31 December 2021 may be unable to undertake teaching duties at the commencement of the 2022 school year.
· Schools can view the status of their teacher registration by viewing “My School” portal, available from the VIT website.
· Education Support Class employees who hold VIT Registration in lieu of a Working With Children Check must have renewed and updated eduPay by now.  If not renewed a WWC Check card is required instead.
· Further information: contact VIT or the Schools Recruitment Unit – 1800 641 943 / schools.recruitment@education.vic.gov.au
Action:	Principals are asked to bring this to their employee’s attention and encourage renewal now.  HR Administrators are asked to review entries and update the suitability page after validating the recorded entries.


School Local Payroll Hints and Tips
2022 School Local Payroll calendar
The 2022 SLP Pay calendar is now available on the SLP portal on eduGate or directly: 2022 SLP Calendar.
Setting up the School Local Payroll for your school
For new schools:  Where a school council wishes to set up the School Local Payroll (SLP) in eduPay to employ CRTs, casual Education Support and other SLP employee classifications, review the Direct Debit Service Agreement and submit the Bank Account Direct Debit form and return via a logged call to your Schools People Services team in the Services Portal.  This will enable our Systems area to activate the school for SLP processing and advise the Australian Taxation Office, Westpac and the superannuation Clearing House with Aware Super (VicSuper).
For current schools:  Where a change needs to be made to the school bank account their SLP is debited from, the Bank Account Direct Debit form is to be submitted.  Although updates are processed on receipt of the revised bank account form, where possible, provide at least 5 working days prior to pay finalisation in the pay period the change is to be effective.
More information, including the required forms are available on the SLP portal on eduGate. 
eduPay Hints and Tips
Offering Ongoing employment
A number of issues have been identified recently where offers of ongoing employment, separate to the central process each year, have been completed resulting in errors on the employee’s record.
Business Managers/HR Administrators are asked to ensure the process included in the Offer of Ongoing Employment guide available on the Recruitment in Schools page is followed.  This will ensure the ongoing offer is correctly processed including the removal of the future dated termination row.
Education support class employees-leave and employment arrangements-2021/2022
The resumption date for Education Support Class employees for the start of the 2022 school year is as follows:
A full-time education support class (ESC) employee accrues 20 days annual leave and 30 days additional paid leave, a total of 50 days of leave each year.
·       Friday 21/1/2022	Last day of Annual and Vacation leave.
·       Monday 24/1/2022	ESC resume duty unless other arrangements have been agreed.
·       Friday 14/1/2022	Earliest an employee can be required to attend at the commencement of 2022 (6 days prior to resumption date).
Further information about hours of work and attendance is available on HRWeb at: Attendance and hours of work.
HRWeb Updates
HRWeb is regularly updated therefore it is important that principals, business managers and HR Administrators ensure they are accessing the latest policy, procedural information and forms as required.
Check the Recently updated PAL topics which include both HRWeb policy updates and other updates for content held on PAL.
[bookmark: _Hlk72491365]eduPay My Way[image: balloon icon for eduPay My Way logo] - November Update
Eeek - Can you believe it’s November? While Christmas is coming, our eduPay elves are busier than ever as they gear up to deploy some great time saving features before the silly season is upon us. But first, let’s reminisce a little on all the good gifts we’ve shared recently, in case you missed them 
Recently launched 
The following features arrived on your homepage recently so here’s a little reminder with support links… 
School Allowances
Last year we reimagined School Allowances including Extra Hours, Special Payments and Higher Duties. And we recently offered a refresher session as part of the October eduPay training. 
We recently expanded the type of school allowance now available to be paid to eligible employees. We’ve reimagined Special School, First Aid and Intensive Care school allowances. These latest additions are fixed allowances, so there is no amount required to be entered. Payroll will automatically calculate the amount to be paid. Access - HR Admin homepage > Manage Staff > Allowances > Request Schools Allowance
As with previously reimagined School Allowances, we’ve included the familiar step-by-step process that the requestor can follow to enter the relevant data, and then submit to the approver to action as follows:
1. [image: Graphical user interface, application, email

Description automatically generated]Select Employee/Assignee
2. Select Type of Allowance
3. Enter Pay Details
4. Attach Supporting Documents
5. Submit for Approval
The employee will also receive an automated email when the request has been approved.
Don’t forget we’ve also got an Approving Allowance Requests user guide if your principal needs a little reminder, and a guide for Updating Allowances too.
We trust you’ll find our complete suite of School Allowances now much easier to complete and submit, enabling more efficient turnaround times.
School Assisted Vacancies 
School Assisted Vacancies (SAV) are no longer manual and available online via the following:
Recruitment Homepage > Recruiting/Tutor/CRT > Create Folder > Create Non-Adv/Tutor Job Opng
This new feature will enable you to create and progress a SAV using an easy-to-use optimised screen, link an applicant to the SAV Job Opening and create an offer. The offer is sent to the principal as the first approver, and then to Schools Recruitment Unit as the final approver. 
Once approved, you can progress the applicant to prepare for hire and hire stage, as you currently do.
Please refer to the SAV Support Guide and some Frequently Asked Questions and in case you missed the training last month, we’ve got a handy recording for you.
We’ve received great feedback on the ease of use and efficiency of approval with the new version. So be sure to ditch that old manual form (if you haven’t already) as it will be retiring very soon .
CAREERS.VIC 
The new CAREERS.VIC link in now available which means when you create a job opening for your school, it is now posted on the Recruitment Online Applicant Portal and CAREERS.VIC within the hour. Posting on two job boards enhances the applicant pool for you. To search your school-based jobs, go to CAREERS.VIC.
Coming Soon 
It’s the silly season soon so we’re super excited to announce that we’ve just announced a live launch with live support session to assist you with the upcoming changes – all in one neat package! If you’re already part of our working groups, you’ll automatically receive an invite. If not, and you’re keen to join one of our one-hour eduPay Matters sessions, just drop the eduPay team a quick email to let us know. No FOMO here 😊
Don’t worry if you can’t attend though, with the following new features arriving later this month, we’ll ensure everyone is in the loop with our pop-up messages and announcements, equipped with links to support documents for these new features landing soon! 
Vacation Leave Estimator 
The all-new Vacation Leave Estimator will allow Business Managers to keep track of Education Support staff who are estimated to not have enough leave to cover the upcoming Term Break. The estimates are based on the number of pay periods between now and the end of the next term break. 
This new feature in eduPay has been designed in consultation with Business Managers via our Business Working Group session and they’ve given this new feature a big thumbs up! It will be available via the following navigation:
HR Admin homepage > Manage Leave > Vacation Leave Estimator
This information is represented in a table format with key headings as per the image below and icons which show at-a-glance who has enough leave (green tick), who is borderline (orange exclamation mark) and who is estimated to not have enough leave (red cross) to assist you with conversations with your team and planning for the upcoming break.
This data can be exported to excel or viewed online, with both options allowing you to sort by any of the column headers and to search by a specific employee name.
The data is refreshed after each pay is finalised and regenerated based on the latest pay results, current employee attributes and the next upcoming Term Break dates.
Here’s a quick look-see, but we’ll have support information for you when we launch 
[image: Table
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Employee Self Service 
We’ve fixed some issues with Superannuation and Tax Data that some of your new staff had identified during onboarding. In addition to this, we are currently redesigning these two pages for all employees with our new look Superannuation available shortly, and Tax Data in December with both features available for your new employees via Schools Onboarding. 
The revamped Superannuation page for employees via Employee Self Service will enable employees to view their existing Employer and Employee Superannuation Contributions. It will also be optimised for mobile devices. The navigation will be more intuitive with two separate grids – one for the Employer Contributions and one for Voluntary Additional Contributions. We’ve also improved the Add, View, Edit and Cease actions for ease of usability. Navigation – Employee Homepage > My Pay > Superannuation
If you have a niggling Tax Data issue, please email the eduPay team to ensure we’ve addressed this for you. 
Both these features will be available for your new employees via Schools Onboarding. 
Health Declaration 
As part of the onboarding process, we’ll soon be launching a new self-service feature in eduPay for your new employees to record their health declaration online. 
Business Managers will be able to check whether this task has been completed via the following:
HR Admin Homepage > Manage Onboarding > Onboarding Status
Team Calendar
We’ll shortly be unveiling the all-new Team Calendar.
The new Team Calendar tile is accessible via both the Manager and HR Admin homepages and will provide a weekly view of your school’s staff scheduled hours, work location and any absences including approved, pending approval and pushed back absence. 
You will also be able to navigate to a staff members’ leave history, leave balances, request leave on behalf of their direct report, and approve leave via the dropdown action button next to their name.
Here’s a sneak peek but rest assured, we’ll have support information available at the time of launch 
[image: C:\Users\Tania.Rann\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\A255ACBD.tmp]
As you can see, we’ve got some more features bubbling away to appear on a homepage near you very soon. Keep an eye out for our pop-up messages and announcements where we’ll take you directly to the supporting information for our new features. Like we always do, you know we’ll look after you!
And hope to see some friends of eduPay at the upcoming Bendigo BM Conference 
Find what you want quickly by using the A-Z Topic Index on HRWeb	Send feedback to hrweb@education.vic.gov.au 
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Vacation Lea!

Upcoming Term Break: Termd4 Break 2021
Term Break Dates: 18/12/2021 to 27/01/2022

Estimates based on data current as at 23/10/2021

Select Depariment and click Estimate

| Sample High School

Search Employees
( '
© *Pleaze click on the Information loon for cetalls on how the Vacathon Leave Estimator works. —
®
Employec 10 Hame JobTit SidWous  LPA TerninationDate  LastHin entBalance  NegativeAllowed  EstimatedBalanceMours  EstimatedVacationLeaveMours  Estimated Shorfall  Status
10187883 0 AmySmitn EcucationSupport 2875 121272021 902201 3235 2875 10946 275 554 X
08SHO79  O Anthony Smitn EcucationSupport 3800 3800 1736 19000 <&
05401 0 AntoinetieSmith  EducationSupport 3800 oS6 4927 2800 19132 15000 088 1
W 0 BenSmitn Ecucation Support 3800 Yes 000 21445 19000 <&
10167744 0 Bethany Smith EcucationSupport 29,15 215 12293 14575 <&
08274605 2 CdySmitn Eoucation Support 7,60 760 3 2040 <@
09378191 1 CerolinaSmith EcucationSupport 3000 2000 12214 15000 3
08203581 0 Cossle Smitn EoucationSupport 29,15 215 12276 14575 &
06321392 0 CathereSmitn  EducationSupport 3800 800 66038 15000 <&
229924 0 CotherneSmith  Finance Offcer 800 800 16243 15000 3
02564601 0 Denise Smitn EcucationSupport 2280 208200 1406 280 7 11400 802 $'3
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