Translating eligible fixed term employees to ongoing
School recruiters are reminded of the following policy from the Recruitment in Schools guide:
Where an ongoing position that would otherwise be advertised becomes available in a school, the principal should determine if the position is a suitable position for any eligible fixed term employee(s) in the school. Where the position is suitable, the eligible fixed term employee will be offered ongoing employment. Where the position is not suitable, the principal is to inform all eligible fixed term employees of that decision before proceeding to advertise the position.
In circumstances where the number of eligible fixed term employees exceeds the number of suitable positions the principal should inform employees of their eligibility and conduct an internal merit process, including the establishment of a panel, which should be used to determine which eligible fixed term employee(s) is to be offered ongoing employment.
Ensure that prior to advertising vacancies that fixed term employees at the school are first assessed to determine if there are any eligible for translation to ongoing who may be suitable, and the policy above is followed accordingly.
If schools need assistance in determining the eligibility of a fixed term employee, contact Schools Recruitment at  schools.recruitment@education.vic.gov.au or on 1800 641 943 (Option for Recruitment). 
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Fixed term parental leave replacement positions are advertised for 7 years and the following is to be included in the fixed term offer letters for the successful applicants (other than for ongoing department employees):
You are replacing an employee on parental absence and you will be employed until the end date specified in the Attachment or earlier in the following circumstances:
· the date the employee you are replacing resumes duty subject to you receiving at least 12 weeks’ notice; or
· the date the employee you are replacing ends their fixed term employment subject to you receiving at least 12 weeks’ notice.
To exercise the above termination clause where the person being replaced returns to duty, the replacement employee is to be provided at least 12 weeks' notice prior to the person being replaced resuming duty. 
Should the school fail to provide a replacement employee with a termination notice prior to the person being replaced returning to duty, the replacement employee will be employed for the full 7-year fixed term duration, and the termination clause can no longer be utilised.
For further advice, schools can contact Schools Recruitment at schools.recruitment@education.vic.gov.au or on 1800 641 943 (Option for Recruitment).
Victorian Institute of Teaching (VIT) annual registration for the 2026 school year
Teachers must finalise any outstanding registration matters as soon as possible. 
· Late payment fees may apply to registrations finalised after 30 September.
· Teachers who have not finalised VIT registration by 31 December 2025 may be unable to undertake teaching duties at the commencement of the 2026 school year.
· Schools can view the status of their teacher registration by viewing “My School” portal, available from the VIT website.
Action: Principals and HR staff are asked to bring this to their employees’ attention and encourage renewal on time.
2026 performance and development process for school-based employees 
For 2026, the performance and development process will remain unchanged. Both the Statement of Expectation and PDP will continue to be offered to school-based employees.
The Statement of Expectation will focus on each school’s Annual Implementation Plan (AIP). The PDP process will stay the same. 
Principals should continue to communicate about the school’s AIP with all school-based employees, as soon as practicable in Term 1, 2026. 
Further information is available in School Update. For more information, contact the People and Initiatives team by email  school.leadership@education.vic.gov.au.
eduSafe Plus
Managing workers’ compensation claims in eduSafe Plus
A friendly reminder
eduSafe Plus is the department’s approved online portal for managing occupational health, safety and wellbeing including the management of workers’ compensation claims. 
Use the ‘compose email’ function to email Gallagher Bassett certificates of capacity and return to work plans, and other important information from the claim record in eduSafe Plus. This will ensure all communication is held centrally in eduSafe Plus. 
Good to know
Replies to these emails will also be sent to the claim record.
Steps to follow are located in the Knowledge Base – search the key words ‘compose email’ or browse the category ‘Workers Compensation’ for all the support materials. Check out the videos, quick reference guides and more.
The workers’ compensation central team can assist you with emailing from the claim record in eduSafe Plus and welcome your query. Contact details are on PAL Useful contacts.
Using eduSafe Plus
If you need specific support using eduSafe Plus, please reach out to the Statewide OHS Services Team and the Return to Work and Workers’ Compensation Teams. Contact details are available on PAL Useful contacts. 
Remember that the Statewide OHS Services Team is available to work with you onsite. For more information about their services please email your region. Here is their charter on how they can assist you with OHS at your school.
Please log eduSafe Plus issues and queries via the service portal.
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The eduPay Way
November is packed with eduPay updates that have either just launched or are about to launch. 
Thank you for your ongoing support and feedback with the eduPay way and as always, keep an eye out for real time eduPay updates and support information on the announcement tile in eduPay.
eduPay upgrade – available now
Each year there is an upgrade to the eduPay platform to ensure the department is on the latest version and to pave the way for future enhancements. Along with this upgrade, there were a few minor changes, as follows:
· Simplified Global Search – the menu bar at the top of the eduPay page now has ‘Recently Visited’ and ‘Other Suggestions’ to ensure a more intuitive search and quicker result for you
· Smarter search – smart prompts and dropdown options when you start typing in the search fields within features
· Layout changes – utilising more real estate horizontally rather than vertically
· Save to favourites – within pages and in search fields you can now save your favourites which will appear in your homepage favourites
· Data Insights – you can save your favourite search insights to PDF or PNG. You will find a new ‘Reporting’ field at the top right-hand corner where you ‘Generate Report’ in either the PDF or PNG format.
These minor changes are intuitive and easy to navigate, offering you a more efficient eduPay experience. 
Payroll data insights – available now
A program of work is underway to enhance payroll data insights for allowances, GL reporting and arrears and overpayments. 
Allowances are the first to launch with new data insights enabling schools to:
· see when allowances are ending to help with discussions/reminding staff
· plan ahead/budget by seeing what payments are scheduled for the year
· reduce the need for manual reporting of this information.
For more details, refer to page 66 of the Master Data Insights Support Guide. 
The Master Data Insights Support Guide also provides details about the leave data insights launched in October 2025. Refer to page 38 of the guide for more about the enhancements to leave data insights and metrics for:
· number of leave events
· number of employees currently on leave
· number of employees currently on maternity leave or long service leave
· number of employees returning from maternity or long service leave within one month
· number of pushed back leave requests.
Leave insights also provides:
· ability to easily identify who is on leave as of today to assist workforce planning 
· ability to filter leave by various groups of employees including job function, job title and job code
· ability to view new charts and the new leave balances section.
School Jobs Vic refreshed - available now
The department’s school recruitment portal, School Jobs Vic, is now more modern with a cleaner, more accessible design that makes it easier to use on any device. The update also enhances the experience for our partner tenants, Victorian Curriculum and Assessment Authority (VCAA), Victorian School of Languages (VSL) and Early Learning Victoria (ELV),  ensuring a consistent, professional platform that strengthens both the candidate experience and the department’s brand. 
While it looks new and polished, the familiar features and layout remain. Some key callouts include:
· first time users will have an easier way to search for vacancies from the new homepage
· quick keyword search – add any keyword in the main search field which is now front and centre to quickly find what you are looking for
· explore ‘All Jobs’ and ‘Join Applicant Pool’ tiles are also front and centre enabling you to do exactly as they promise
· popular roles – click on the blue buttons on the homepage which showcase popular roles that are currently available 
· useful links – now available at the bottom of the page enabling redirection to useful information and key sites.
For a visual tour of the new School Jobs Vic site with call outs explaining key features, more information is available via this guide.
Automated principal appointments – available late November/early December
The principal appointment process is now digitised with 13 key steps in eduPay. The steps streamline and standardise the end-to-end process of appointing principals. From advertising the role on School Jobs Vic to finalising the hire, eduPay is the single point of truth for appointments. The principal appointment process also provides:
· department wide visibility
· reduction in manual effort
· a strengthened alignment with department policy
· improved transparency of appointment status
· leaders the confidence that appointments are managed accurately and on time
The business manager role is Step 3 in the process, Manage Selection Panel. To zoom in on the business manager step and role in the process, please refer to the support guide or the recent training session provided to business managers.
Education support class (ESC) staff roles project - available late November/early December
The department is mandating job titles for ESC staff to provide more granularity of the ESC workforce for reporting and analytical purposes. 
A new categorisation system with 5 key categories and 68 position titles is in development, including an option for ‘other’ in each category to provide a catch all for rare roles. 
Benefits of the new categorisation system include:
· stronger organisational reporting
· enhanced school operations
· better career tracking for employees
· improved role accuracy in department systems
· ability to use job titles to drive GL overrides.
Where they exist, the department will use existing eduPay position titles or the most recent School Jobs Vic posting titles to map employees to the new position titles. 
This will relieve schools from the administrative burden of entering this themselves. Post the mapping process, schools are welcome to review the changes and amend them to a title they believe is most appropriate. There will be cases where there aren’t any values to assist with the mapping process. These employees will remain as ‘Education Support’ and require the schools assistance in updating these to the most appropriate title. 
It is understood that many education support class employees do work multiple roles so select the role they spend most time performing. 
The Staff Insights page will be updated to include the ‘Position Title’ field so this is the recommended place to review your school list. Clicking on the link for each employee will open a new ‘Job Data’ window where you can amend the position title via the ‘Job Information’ tab. 
For more information refer to page 47 of the Master Data Insights Support Guide which will be updated in time for launch.

Time in lieu defer automatic payout request in eduPay – available December
The defer automatic time in lieu payout request in eduPay will be available for school employees from Monday 8 December 2025. 
An announcement will be added to eduPay when the request is live. 
For more information, refer to the updated 2025/2026 timeline, the one page mobile phone support guide for teachers, or the time In lieu support information.
Working with children check (WWCC) automated validation – prepare now for January 2026
The WWCC validation project will implement a systemised solution for daily automated validation of WWCC credentials for all relevant department staff. This means from early 2026, eduPay will validate staff WWCCs daily, alerting managers to changes and auto-updating expiry dates. 
The initiative will strengthen compliance by improving the monitoring and management of WWCC credentials across the workforce.
eduPay will integrate with the Department of Government Services (DGS) to reduce the administrative burden of maintaining WWCC information.
The integration will allow automatic updates of expiry dates where credentials remain valid and are marked ‘valid-to-work’ by DGS.
Business Managers are being asked to prepare your school for January 2026. This applies to all staff who require a WWCC. 
Remember, if they have a VIT registration recorded in eduPay, then they don’t need a WWCC.
Activities to prepare for the change include: 
· all ESC staff and persons of interest to validate their last name and WWCC number in eduPay 
· whatever they have on the WWCC register/physical WWCC card must match the details they have in eduPay, for example WWCC number and surname 
· while they are updating details in eduPay, ask them to check and ensure all their personal details are up to date in eduPay too.
Here is the Support Guide for employees and business managers to complete this mini check in eduPay. There is also a visual mobile phone version for you to share with colleagues who may not be as familiar with eduPay.



image1.png
ORIA Department

State of Education
Government





