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Implementation of the new SSO Agreement 2004

This issue includes important information for schools concerning HRMS and related procedure changes required to implement the new Victorian Government Schools – School Services Officers Agreement 2004.

Translations and Salary Increases

The following changes have been processed globally on HRMS and will be included in the fortnightly pay due on 12 May: 
· The salaries for all SSOs have been increased by 3% from 14 November 2004 and 6 March 2005
· All SSOs have been translated to the new classification structure from 14 April 2005
Circular 120/2005 included in the email to schools on 19 April advised schools of new SSO payment rates.  The new rates must be used for the payment of all non-teaching staff paid on the local payroll on and from 12 November and 1 March.

A file listing all the new classifications, salaries and applicable HRMS codes, including for the new is available on HRWeb at http://www.eduweb.vic.gov.au/hrweb/employcond/salary/salaries.htm 

Hires, Rehires and Promotions

The following procedures will need to be followed when processing hires, rehires or promotions on HRMS for vacancies advertised on or before 14 April 2005.

Hires and Rehires With Effective Date Prior to 14 April 2005

Rehires with an effective date prior to 14 April 2005 should be processed using the following procedures in conjunction with the information on rehires in Section 3 of the HRMS User Guide:

Step 1:  Determine the Job Code, Salary Grade and Step (subdivision) for the SSO on the basis of the arrangements that applied under the former career structure.

Step 2:  Using the Job Classification Translation Guide, determine the new Job Code, Salary Grade and Step.

Step 3:  Two Job Data changes will be required on HRMS to process the rehire.  

Job Data Change 1:  This will be the usual rehire transaction using the same Job Code, Salary Grade and Step that applied prior to the new career structure. Note: do not save your transaction at this point.

Job Data Change 2:  Process a reassessment transaction to translate the SSO to the new career structure from 14 April 2005, using the new Job Code, Salary Grade and Step obtained at Step 3 above.  (Refer to Section 5 of the HRMS User Guide for procedures for processing reassessments.)  Note: use the Action Code Data Chg and the Reason Code XLT.  It will also be necessary to amend the Job Code as determined at Step 2 above.  

Step 4: The day after your Job Data changes are processed, check the Under\Overpayment details for the SSO to ensure the resulting underpayment is correct.
Hires and Rehires With an Effective Date On or After 14 April 2005

When processing hires and rehires with an effective date of 14 April 2005 or later, schools must use the new Job Codes/Salary Grades. 

Promotions

Promotions with an effective date of 14 April 2005 or later must be processed on HRMS using the following procedures in conjunction with the information on promotions in Section 3 of the HRMS User Guide.  The new Job Code, Salary Grade and Step (subdivision) applicable to the new career structure must be used:

Step 1:  Determine the Job Code, Salary Grade and Step for the SSO on the basis of the arrangements that applied prior to implementation of the new agreement.

Step 2:  Use the Job Classification Translation Guide available on HRWeb at http://www.eduweb.vic.gov.au/edulibrary/public/hr/procedures/SSO_Translation_Guide.xls to determine the new Job Code, Salary Grade and Step.

Step 3:  Using the new Job Code, Salary Grade and Step obtained at step 2 above, process the promotion on HRMS in the usual manner.  
Reassessments

Reassessments must be processed on HRMS using the following procedures in conjunction with the information on reassessments in Section 5 of the HRMS User Guide.  The new Step (subdivision), Job Code and Salary Grade applicable to the new career structure must be used:

Where the effective date of the reassessment is prior to 14 April 2005:

Step 1:  Use the Scroll Bar to locate the effective dated row IMMEDIATELY PRIOR to, or the same date as the effective date of the salary reassessment.  

Step 2:  Process the reassessment on HRMS in the usual manner.  The Job Code and Salary Grade will not require changing at this point.  Save the transaction.  (Remember to change all Job Rows between the reassessment effective date and 13 April 2005).

Step 3:  Use the Job Classification Translation Guide to determine the new Job Code, Salary Grade and Step for each job data row with an effective date of 14 April 2005 or later.  

Step 4:  Update all job rows from 14 April 2005 using the Job Code, Salary Grade and Step obtained at Step 3 above.

Where the effective date of the reassessment is 14 April 2005 or later:

Step 1:  From HRMS Job Data 3, determine the Job Code, Salary Grade and Step for the SSO as at the effective date of the reassessment.

Step 2:  Use the Job Classification Translation Guide to determine whether the reassessment will require a new Job Code, Salary Grade and Step (e.g. A new Job Code, Salary Grade and Step will be required if the reassessment results in the SSO moving to a another SSO classification).

Step 3:  Process the reassessment on HRMS using the new Job Code, Salary Grade and Step obtained at step 2 above as required.

Translation offer to ongoing employment

The Victorian Government Schools – School Services Officers Agreement 2004 provides for SSOs currently employed on a fixed term basis to be offered translation to ongoing employment where certain criteria can be met.  Detailed information on the translation offer is available in part 1 of the Implementation Guide at http://www.eduweb.vic.gov.au/hrweb/employcond/res/certagreeSSO.htm
SSOs who are offered ongoing employment in accordance with the terms of the agreement are to be provided with the offer in writing using the sample letter available at http://www.eduweb.vic.gov.au/edulibrary/public/hr/procedures/letter_SSOtranslation.doc.  Once signed by the SSO, a copy should be provided to the SSO and the original placed on the SSO’s personal file.

The SSO’s ongoing status must also be recorded on HRMS in the following way:

Administer Personnel

Job Data 1 Panel

Step 1




Delete the SSO’s future dated termination record. This will usually have an action/reason code description of “Termination/End of Fixed Term Agreement”.

Step 2
Insert a new job data record with an Action/Reason of OngoingOff.  Use the date the SSO accepted the offer of ongoing employment as the effective date of the new job record.

Job Data 2 Panel
Step 3
Change the SSO’s status to Ongoing.

Employee Review Panel

Step 4
Insert a new review record with a review type 31- School Services Off. - Probation. 

Step 5
Enter the Review Period, which should reflect the probationary period specified in the letter of offer.

A medical assessment is a requirement of ongoing employment. This will be required if the SSO has previously only undertaken a health declaration or if the previous medical is no longer valid. A medical assessment is valid for three years (refer to the Medical requirements information on HRWeb at http://www.eduweb.vic.gov.au/hrweb/careers/other/medreqSCH.htm).

Higher Duties

Higher duties amounts have not been globally adjusted as a result of the salary changes.  Records that may require adjustment have been identified and the schools concerned will be emailed directly concerning changes that may be required.

For new higher duty assignments, a Ready Reckoner will be developed and made available on HRWeb in the near future.  In the meantime contact the Human Resources Service Centre on 1800 641 943 if assistance required.

Maternity Leave

Non-teaching staff who are eligible for paid maternity or adoption leave are now entitled to two weeks paid maternity or adoption leave in addition to the existing twelve weeks maternity leave or six weeks adoption leave.  

It should be noted that the entitlement to the additional two weeks is not linked to the commencement of the paid leave but rather to the date of birth or adoption of a child.  This means an employee who is absent on maternity leave prior to the certification of the agreement may still be eligible for the additional two weeks if the birth or adoption occurs on or after 14 April 2005.

Long Service Leave 

The SSO Agreement 2004 provides for non-teaching staff to access pro rata long service leave entitlements after 7 years eligible service, and the option to commute (i.e. cash in) a portion of their long service credit to salary in conjunction with a long service leave absence of 6 weeks or longer.  

It is important that any staff member considering commuting part of their entitlement be aware of the possible taxation implications.  Payments will be added to the staff member’s normal fortnightly salary and taxed accordingly, which may result in a substantial increase in their marginal tax rate.

Medical Intervention Allowance

The Medical Intervention Allowance has been increased to $479pa from 14 November 2004 and to $493pa from 6 March 2005.
DE&T Service Desk (1800 641 943) Queue Changes

The DE&T Service Desk (1800 641 943) has changed the queue/menu order to assist schools with recruitment enquiries resulting from the introduction of the new Schools Recruitment system.  The new queue order for assistance with Recruitment, HR and School Administrative Applications and IT Technical Support will now be as follows:

1. Recruitment Enquiries

2. HR Enquiries

3. School Administrative Applications

4. School Technical Support

Rehire of Staff - Sick Leave Plan

Schools are reminded that when rehiring staff who are not entitled to carry forward sick leave accruals from prior service, that a new row is inserted in the Sick Leave Plan with the new Effective and Service Dates.  There have been instances where schools have deleted the End Date in the last plan without amending the Effective/Service Date and sick leave accruals have been granted from the original hire date.  This could result in staff availing themselves of leave that they are not entitled to and potential overpayments.
New Employees

When hiring a new employee on HRMS, ensure that the following details are entered correctly on the New Applicant Personal Data panels.

· Name - for surnames that have an apostrophe or hyphen, it is preferable that spaces or lowercase letters not be used following the apostrophe or hyphen e.g. O’Brien, not O Brien, Smith-Brown, not Smith-brown.  Do not include full stops in names.

· Gender (Sex) – the system default is Female, so remember to change it for Males
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