End of year payroll processing
Pay 202513 
· Pay finalise for pay 202513 is Friday 19 December 2025 – the system will be shut down at 8pm to begin pay finalise processing.
· Pay day for pay 202513 is Wednesday 24 December 2025.
· All payments to super funds and other recipients will also be processed on Wednesday 24 December 2025.
· Pay recalls for pay 202513 are to be sent as early as possible on Monday 22 December 2025, but no later than 4pm on Tuesday 23 December 2025. 
Pay for 202414 and 202415
· No change.
Other Processing
· Education Support Processing of booking leave for term 4 (non- teaching staff) was run on the weekend of 6-7 December 2025. Entry dates are 22 December 2025 – 23 January 2026.
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Assistant principal class vacancies are managed by schools and are tenured positions for a period of up to 5 years. 
Once a school has completed the selection process, the school must carry out the required employment checks and prepare the appointment in eduPay by taking the successful applicant to 'ready to hire' (RTH) via the School Jobs Vic platform. 
Schools must not process the hire in eduPay.  
For assistant principal vacancies, schools are responsible for:
· advertising the vacancy on School Jobs Vic 
· recording of the selection process outcome 
· preparing the hire on School Jobs Vic to show the applicant at RTH status - this will trigger the Provisional Period (if applicable).
Schools Recruitment will receive an alert regarding the successful applicant and will resume the process by sending out a letter and contract to the principal of the school. 
The eduPay hire in ‘Manage Appointments’ is completed by the Schools People Services team.
For enquiries to the assistant principal appointment process, please contact Schools Recruitment on 1800 641 943 or email SR.PCE.Exec@education.vic.gov.au.
Victorian Institute of Teaching (VIT) 2026 school year annual registration
Teachers must finalise any outstanding registration matters as soon as possible. 
· Late payment fees may apply to registrations finalised after 30 September 2025 and before 31 December 2025. 
· 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.
Direct vacancies expansion to education support roles
In term 1 2026, direct vacancies will expand to include education support level 1, range 2 (ES1.2) roles. This means schools recruiting to education support roles will benefit from the same auto-matching process currently available to classroom teacher roles.
School recruiters can post a 3-day direct vacancy where ES1.2 applicants in the Applicant Pool will be auto matched based on their preferences. The Applicant Pool is a streamlined and efficient way for applicants to connect with school recruiters. Applicants can also:
· create a profile
· add their CV/resume
· list preferences such as location and role types
· be auto matched to direct vacancies. 
School recruiters can also access applicants’ profiles and consider them for positions in their school.
The Policy and Advisory Library (PAL) includes all related policy information, guidance and resources under the Workforce Support and Initiatives for Schools recruitment page. 
For recruiter user guides and fact sheets, please refer to the School Jobs Vic Help for Recruiters page. 
For further information, please visit School Jobs Vic or contact the Schools Workforce Initiatives and Support by phone on 03 7022 5555 or email at schools.initiatives@education.vic.gov.au.
Teacher Re-Engagement Initiative (TREI) – Re-engaging teachers to support schools
Effective 1 January 2026, the Teacher Re-Engagement Initiative (TREI) will continue. 
The department remains committed to strengthening Victoria’s teacher workforce by supporting educators to return to the classroom following a career break, retirement, or extended parental leave. 
Through TREI, returning teachers can rebuild their confidence and refresh their professional skills with up to 40 days of paid school placements in Victorian government schools. 
To continue the success of the TREI program, participating schools can now host a returning teacher for $330 per day. This covers the paid placement and associated administrative costs. 
Throughout the process, the TREI team will provide comprehensive support from participant matching and administrative management to tailored advice and structured guidance assisting schools re-engage experienced teachers.
These placements provide valuable opportunities to re-engage with the school environment, participate in classroom observations, and receive tailored mentoring from experienced teachers. For further information, please visit the TREI website or contact the TREI team on 03 7022 5555 or at returningteachers@education.vic.gov.au.
Graduate Teacher Recruitment Initiative (GTRI) changes 
The department has extended the Graduate Teacher Recruitment Initiative (GTRI) for an additional 2 years as an opt-in, school-funded model. 
This ensures that Victorian government schools will continue to be supported in attracting graduate teachers to fill graduate teacher positions.
Effective from 1 January 2026, schools can advertise graduate teacher roles with a $5,650 (pre-tax) school-funded incentive, to help boost attraction. 
Eligible schools need to have remaining graduate teacher vacancy entitlement for the year. Participation includes a 10% administrative fee per candidate, which enables the GTRI team to draft your vacancy and manage the end-to-end process, reducing administrative workload while ensuring alignment with departmental policy and workforce priorities.
For details on benefits to schools and eligibility criteria, please refer to these details.
To get started please email schools.initiatives@education.vic.gov.au with your school name, role details (subject/area, FTE, start date) and we will prepare the draft for your review.
For further information please refer to the GTRI process guide or contact Schools Workforce Initiatives and Support at schools.initiatives@education.vic.gov.au or 03 7022 5555.
Workers’ compensation leave for the Christmas 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 Christmas school vacation period, principals and/or business managers need to ensure certificates of capacity (COC) are processed prior to the end of term 4 2025 and emailed to Gallagher Bassett.
Gallagher Bassett have advised they will accept extended certificates over the 2025-2026 holiday period only. This is from 15 December 2025 to 30 January 2026 inclusive.
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 30 January 2026. 
On receipt of COC the leave is to be entered on eduPay before the end of 2025 to avoid under or overpayments during the holiday period, reflecting the return-to-work program the employee was completing at the end of term 4 2025.
If the employee had no capacity to work in term 4 then Workcover leave is required to be entered for the entire holiday period.
Please note the extension of certificates over the Christmas school vacation is only accepted by Gallagher Bassett to minimize potential overpayments during this break.
Throughout the remainder of the year certificates should be no longer than 28 calendar days in duration unless otherwise approved by Gallagher Bassett.
Please ensure that where an employee is about to or has exhausted the make-up pay entitlement (leave code 641), the max rate payable amount is obtained from Gallagher Bassett and is recorded in the compensation rate/week field on eduPay using leave code 636 (post MUP). 
Please refer to the make-up pay entitlement balance instructions for checking balances.  
Further information on processing workers’ compensation leave can be found on the Workers compensation and Transport Accident Commission (TAC) section of the eduPay SharePoint site, or on the PAL Workers’ Compensation Workplace Injury page.
Action:	Record workers’ compensation entries to cover the vacation period up to 30 January 2026, 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 (CWEs) to Gallagher Bassett when a worker is on a partial return-to-work program. CWEs can be generated on eduPay following the Current Weekly Earnings instructions. 
It is highly recommended that business managers/HR administrators generate the Current Weekly Earnings report on a fortnightly basis, adding a reminder in Outlook for the Monday after pay day i.e., on 15 December 2025 generate the 2512 PAY PERIOD report and email.
Where schools have an employee who has exhausted their make-up pay entitlement, now in 636 POST MUP, generate the CWEs for the 2512 PAY PERIOD on 15 December 2025. Email the report to your employee’s case manager at Gallagher Bassett and confirm the maximum rate payable (important if there is any change in working hours) 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 more information visit the PAL Workers’ Compensation Workplace Injury page. 
Alternatively,  please contact the Workers’ Compensation team by telephone on (03) 7022 0780 or by email workers.compensation.advisory@education.vic.gov.au
eduSafe Plus – scheduled system updates - 11 December 2025
Easier and more accurate reporting of psychosocial injuries, near misses or hazards
These changes support the implementation of the psychosocial health regulations which came into effect this month. 
More categories when specifying the mechanism of injury
What has changed?
The options available when reporting a psychosocial incident in eduSafe Plus provide greater clarity on the hazard, injury, and align with the Psychological Health Regulations and Compliance Code. These will allow schools to report more accurately and specify the mechanism of injury, near miss or identified hazard for psychosocial incidents.
Good to know:
If schools need assistance with reporting, please reach out to your regional OHS Services team or call through to OHS Advisory on 1300 074 715.
More flexibility when uploading action plans and risk assessments
What has changed?
New safety register types allow principals and delegates more options when uploading psychosocial action plans or risk assessments in the safety registers section of eduSafe Plus. 
Good to know:
If schools need assistance with uploading these documents, please reach out to your regional OHS Services team or call through to OHS Advisory. Details are listed below.
Change to wording: ‘Risk’ will become ‘hazard’ in risk register records
Currently the risk records in eduSafe Plus refer to the identified ‘risk’. This change will update the wording to ‘hazard’. 
We have listened to feedback and are updating terminology to align with policy and standards. The risk register will now identify hazards that will be assessed for their risk level.
What has changed?
The risk register will now refer to active hazards, potential hazards and inactive hazards. All functionality remains the same and nothing else will be changing.
Good to know:
If schools need assistance with the risk register, please reach out to your regional OHS Services team or call through to OHS Advisory. 
Support is available
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
It’s December and there is a good line up of eduPay updates due this month and early 2026. 
As always keep an eye out for real time eduPay updates on the announcement tile in eduPay.
Thank you again for your time, support and commitment to working with us in 2025 as we continue our partnership in 2026 to reduce your admin burden – that’s the eduPay way.
Need to know - now
Working with Children Check (WWCC) campaign
· Everyone in schools who requires a WWCC must check their surname and WWCC number match their details in eduPay by Friday 23 January 2026. 
· If details do not match when the WWCC automated validation goes live over the weekend of Saturday 24 January 2026 and Sunday 25 January 2026, they will appear as ‘invalid’. 
· Please promote and support the WWCC checks prior to Friday 23 January 2026. 
· 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 to share with colleagues.
Data Insights – Leave v2 
· Leave data insights enable schools to view the number of leave events, identify who is on leave and filter by leave type. More information can be found on page 38 of the Data Insights Master Guide.
Data Insights – Payroll Allowances 
· Schools can now view when allowances end, and what payments are scheduled. More information can be found on page 66 of the Data Insights Master Guide. 
Automated principal appointments 
· Principal appointments are now automated in eduPay. 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.
School Jobs Vic – refreshed for ease of access 
· Functionality now includes quick keyword search, ability to explore all jobs, view popular roles, join applicant portal and useful links. Refer to the visual guide for more details.
1800 641 943 Service Desk options changed on Monday 1 December
· Service desk options have changed to help connect schools to the right resource, first time. Please share this with your principal and teams. Refer to the principal’s flyer and school staff flyer for more details.
Scheduled changes – December 2025
Time in lieu defer payout request – Monday 8 December 2025
· The time in lieu defer payout request is open to submit requests from Monday 8 December 2025. There are updated 2025/2026 timeline leading up to 1 March 2026. For more information refer to the one page support guide for teachers, the time in lieu key resources guide or the data insights training video featuring time in lieu. 
Early 2026 highlights
Education Support Job Titles Project
· This change includes 5 key categories and 68 position titles. To ensure accuracy post cutover, schools should check education support class staff job titles post launch by using data insights. Refer to the Data Insights Master Guide for more information. 
WWCC automated validation project 
· From Monday 26 January 2026, eduPay will validate staff Working with Children Checks (WWCC) daily, alerting managers to changes and auto-updating expiry dates. 
· This important initiative strengthens compliance across the department by improving the monitoring and management of WWCC across our workforce. The administrative burden of maintaining WWCC information is greatly reduced as eduPay will integrate with the Department of Government Services. 
Direct Vacancies for education support level 1, range 2 roles
· Direct Vacancies is expanding in February 2026 to include education support level 1, range 2 (ES1.2) roles. More on this soon!

End of term checklist – term 4
Payroll reminders
☐	Avoid incorrect pays for returning employees: Be aware of any employees returning from long term leave next term and make a note to check:
· they actually resume
· they will be paid correctly.
☐		Avoid overpayments: Ensure leave is approved and recorded for employees who are to commence unpaid leave.
☐		Ceasing employees: Ensure all terminations have been processed on eduPay and where applicable a copy of the employee’s written notice of cessation of employment which has been accepted by the principal is placed on the employee’s personnel file.
☐		Unused long service leave on termination: Adjust the ‘payout LSL on termination’ checkbox in Job Data on eduPay as required. Eligible employees will be paid out for LSL unless the box is unchecked. Employees can now make this adjustment in Self Service – encourage them to do so. Long Service Leave that has been paid out cannot be reversed and reinstated. The ‘Terminating Employees’ report can be run in eduPay to help identify employees with a termination date during or following the vacation period.
☐	Payroll validation and certification: Validate and certify any outstanding pay periods.
☐		Check/Review all employees’ leave/payroll records: Ensure ALL employees’ leave/payroll records are correct prior to the end of term 4, ensuring employees are paid correctly in accordance with relevant policy on PAL during the vacation period.
☐	Check for missing superannuation: All new or rehired employees are required to record a chosen superannuation fund or check any previously recorded super is correct.
Leave reminders
☐	Complete all ESC Annual Leave exception report entries.
☐		Record/process leave for employees commencing or extending unpaid or half pay leave. Ensure 539 LWOP APPRV is used for Leave Without Pay entries where leave has been approved by the principal. Encourage employees to apply for leave using Employee Self Service wherever possible.
☐		Review all stop pay entries: A Stop Pay is not an official leave type. Stop Pay is used as a temporary measure to ensure an employee is not overpaid following workers’ compensation absence or long-term unpaid leave. Determine the correct leave type for these employees (if applicable) and adjust their records accordingly.
☐		Record workers’ compensation certificates: Record Certificates of Capacity over the vacation period. See article included in this issue on covering the vacation period.
☐	Process all outstanding leave entries: Record and process any outstanding leave entries through ESS, MSS or EDM.
Recruitment Reminders
☐	Working with Children Check (WWCC): Review the WWCC Status page (Manage Staff > Suitability for Employment – select WWCC Status) and take action on pending, invalid or expiring WWCC records. It is an employment requirement for education support class employees (ESC) to hold a valid WWCC except where they hold current Victorian Institute of Teaching (VIT) registration. It is also an offence for a person to be engaged in child related work in a school without a valid WWCC. As a result, eduPay will not allow the employment of a person without valid WWCC data entered. Prior to employing any ESC or other non-teaching employees, ensure they have a valid and current ‘Employee’ type WWCC card, and the card details are recorded on eduPay at the time of their hire/rehire.
A current employee can record their renewed or new card details through Employee Self Service (ESS) and the HR administrator then validates this entry on the Suitability for Employment page. 
☐		VIT Registration: Remind all employees that their VIT Registration renewals must be completed by 31 December 2025, or they may not be able to teach in 2026.
☐	Principal class appointments, promotions or transfers: Principal and assistant principal appointments, promotions or transfers are completed by Schools People Services on return of the signed Contract of Employment. School operators must not complete Job Data transactions for principal class employees.
☐		Employment offers: Ensure all employment offers for any hires or rehires have been accepted in writing and the school’s copy of the employment offer is placed on the employee’s personnel file.
☐		Complete the hire/rehire of staff as appropriate: After completing the Hire/Rehire of an employee, ask the employee to update their taxation and superannuation details directly in eduPay (this can be done in advance of actual commencement and completed from home). For fixed term teacher positions filled by fixed term teachers (i.e. not ongoing teachers on temporary transfer) ensure the correct employment end date is used on eduPay – refer to the Fixed Term Teacher Vacancy Ready Reckoner on PAL. The Employment Task List should be used to assist in the hire/rehire process, available on PAL at: Recruitment in Schools.
☐		Promotion and transfer of teachers and ESC employees: Ensure any promotions and transfers of ongoing employees have been processed and any documentation in relation to the promotion or transfer is placed on the employee’s personnel file. Ensure any Leave Without Pay has been end-dated prior to the transfer date.
☐	Record higher duties: Ensure all higher duties assignments commencing next term are approved by the principal, processed on eduPay and a copy of the approved Higher Duties form placed on the employee’s personnel file.
Other Reminders
☐		WWCC and volunteers: Ensure all volunteers have a valid WWCC card in accordance with your school’s visitor policy. An employee card can be used to volunteer but a volunteer card cannot be used for paid employment.
☐		WWCC and contractors: Ensure the assessment of the suitability of contractors to be on school premises is consistent with the department’s Suitability for Employment policy and your school policy. Contact the Employee Conduct Branch if advice is required.
☐	Personnel files: For previous employees who transfer to or are rehired at your school, request the personnel file from their previous school. Where another school requests the personnel file for a previous employee, make sure all documentation has been securely included and send it to the new school by registered mail. For further information on personnel files, see the PAL topic – Records Management.
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