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INTRODUCTION
The following is a quick guide to assist Integration Coordinators/Teachers in identifying the category and cost of employment of Student Support, School Services Officer, Integration/Teacher Aides. This guide should be read in conjunction with the relevant School Services Officer Award/Certified Agreement, Ministerial Order and the School Services Officers Handbook.

EMPLOYMENT

Employment of School Services Officers can either be: -


Under section 5 or 5A of the Education Act 1958 (generally for SSO’s employed from the SGB); 

or


Under section 15B of the Education Act 1958 (generally funded out of locally raised monies).
Ongoing/Fixed Term Employment

Ongoing employees are those who are engaged with no end date of employment; ie there was no end date in the advertisement.

All school service officer vacancies of more than three months shall be advertised as ongoing except in the following circumstances:

· When a person is employed for a fixed term period of time to replace a school services officer who is absent on leave of twelve months or less;

· Where the funding for the position(s) is specifically linked to the continued enrolment of a student(s). In this case, provided that full consideration is first given to ongoing employment, the school services officer may be employed on a fixed term basis, up to seven years, for the period during which the student(s) continues to be enrolled in the school and that the funding remains at a comparable or higher level. The school services officer shall continue in employment if similar funding is allocated to the school at a comparable or higher level;

· When the principal has good reason to believe that, should a person not be employed fixed term, an excess staff situation will arise. This may include predicted enrolment decline based on the Department’s enrolment predictions;

· When a person is employed for a fixed term period of time to undertake a specific project for which funding has been made available for a specified period of time; and

· For any other approved reason. Where the principal considers a position should be filled on a fixed term basis and the circumstances are other than those identified above, the principal should contact the Region/Schools Human Resource Unit for advice.

A fixed term employee is a person who is engaged with specified start and end date or an employee, engaged to carry out specific tasks, whose employment will cease at the completion of the tasks. 

Where there is more than one period of fixed term employment, resulting in a continuous employment period exceeding 12 months, the employee is entitled to the same redeployment conditions that apply to an ongoing employee (Section 5). 

Where the employment of a fixed term employee is ceased within one week of the end of term and recommences within two weeks of the commencement of the next term in the same school in a similar position, the employee’s service will be considered to be continuous for the purposes of calculating leave entitlements, undertaking probation and annual review.

Full Time Employment

A full-time employee is a person who works 76 hours per fortnight (1.0 time fraction).

Part Time Employment

A part time employee is a person whose fixed term employment period is greater than six weeks and works less than 76 hours per fortnight.

Casual Employment

A casual employee is a person employed on an intermittent or irregular basis.

Casual employees shall be paid an hourly rate of pay plus a 25% loading. This loading is in lieu of any entitlement to annual leave, sick leave, carer’s leave and public holidays.
Pre - Employment Checks

Prior to any employment being offered to non-teaching staff, a pre -employment check must be done on the Human Resource Management System (HRMS) via the following panels: Develop Workforce – Recruit Employees. Use Inquire – Applicant Personal Data. Insert the name of the employee or the Identity Number if previously employed. The system will then advise if the person is suitable for employment.

Pre-Employment Health Declaration

Employment with the Department of Education & Training is conditional on the applicant being a fit and proper person and fully able to perform the inherent requirements of the position. 

The completion of this pre-employment health declaration assists the Department of Education & Training and the applicant by ensuring that no person is placed in an environment or given tasks that will result in physical or mental harm.  It is not the intention of the pre-employment health declaration to deny a person employment solely because of disability or illness.  The pre-employment health declaration does enable, where applicable, appropriate and reasonable action to be taken by the Department of Education & Training to meet the provisions of Sections 82(7) and (8) of the Accident Compensation Act 1985 and Section 21 of the Occupational Health and Safety Act 1985.

Principals when employing new school services officer staff must: -

· Give the applicant a written description of the proposed duties;

· Ask the applicant to disclose any pre-existing injury or illness that could be affected by the nature of the proposed duties; and

· Explain to the applicant that a failure to disclose, or a misleading disclosure concerning pre-existing injuries or illnesses, may result in a loss of entitlement to compensation should the injury recur.  (Refer Executive Memorandum No 028/99 Pre-employment medical requirements) 

Information disclosed remains valid for three years. However, should any circumstances change, within this period, that may affect the employee’s capacity to perform the inherent requirements of the position that he/she is undertaking the employee is obliged to inform the Principal.

If the Principal has concerns following receipt of the Pre-Employment Health Declaration the employee should be referred to an approved Medical Provider for assessment.

Staff employed on an ongoing basis should be referred to a Medical Provider to determine fitness and capacity.

See “Attachment A” for a copy of the Pre-Employment Health Declaration Form and the necessary Statutory Declaration.

Criminal Record Checks
A Criminal Record Check (CRC) is compulsory for every new employee and for current employees, transferring / promoted into a new position, who have not previously undergone a Check.

As part of the process for maintaining high standards of conduct and professionalism in the workplace, it is essential that principals / managers ensure that the Department's procedures for  Criminal Record Checks are implemented. Following recommendations from the Victoria Police, DE&T will in future conduct all Criminal Record Checks (CRC) through CrimTrac. 

CrimTrac is an organisation established under the auspices of the Federal Attorney General’s Department in the Australian Capital Territory. CrimTrac is the agency that currently provides Criminal Record Checks for most other state Departments of Education and the Victorian Institute of Teaching (VIT).

A key feature of the new procedures, to be implemented through CrimTrac, will be an improved response time in providing information to schools on the suitability of employees and other adults applying to work with children. Schools will be able to submit requests for Criminal Record Checks to DE&T on line. Results of Criminal Record Checks will be forwarded by CrimTrac to the Conduct and Ethics Branch which will advise schools by email of a person’s suitability or otherwise.

CrimTrac became operational on Monday 12 January 2004. No Criminal Record Checks should be forwarded to the Victoria Police after this date. Refer Executive Memorandum No 2003/046 Criminal Record Checks – New Procedures

Summary of Key Changes to Criminal Record Check Procedures

· Schools will request CRCs on line by accessing the website: <<https://www.eduweb.vic.gov.au/PROCS>> 

· Schools will be required to verify through a 100 point identity process the true identity of the person for whom the check is being sought;

· Schools will collect fees for CRCs from applicants where required;

· No money should be forwarded  to the Victoria Police as previously;

· Schools will be invoiced quarterly by DE&T for Criminal Record Checks.
These procedures apply to the following employment categories: 

· Persons employed under the Teaching Service Act 1981

· School Council employees employed under section 15B of the Education Act 1958
· Persons employed under section 5 of the Education Act 1958.

The Department will NOT accept any Commonwealth or State police clearance of a generic nature eg. Victorian Police Certificate. 

Schools should only use CrimTrac for the purposes set out in these new procedures. Criminal Records Checks for other purposes, such as bus licences, should be made through the appropriate agency.

RESOURCING - FUNDING ALLOCATIONS

Integration aide support is allocated to schools as aide time in hours for Phase 1 students or as an index level in a dollar amount for Phase 2 students.

In the case of Phase 2 students, the Program Support Group makes a recommendation to the Principal in relation to distribution of resources ie whether money is to be spent on aide time, teacher time, paramedical support, equipment or a combination of these.

If monies allocated are to be used for aide time, care should be taken in determining the hours of employment. Care should also be taken in determining whether it best suits the needs of the school to employ an ongoing or fixed term employee.

Note: In determining what time fraction funding will allow for advertisement, it is safer that calculations are based on the maximum subdivision of the School Services Officer Grade 1 range. This allows for employees who are currently in receipt of a salary level higher than the minimum of the range prescribed. This method also takes into consideration the payments of increments. 

See “Attachment B” for a “Ready Reckoner” that will assist you with this process. 

See “Attachment C” for details of the D & I Rates for 2004.

See “Attachment F” for details of the application procedures for a Medical Intervention Allowance

MOVEMENT OF CHILDREN BETWEEN SCHOOLS

If an integration student is transferred from one school to another. At the end of each term the school will receive a Resources Allocation Report. The Principal of the school losing the child or the school where the child has been relocated to is required to enter any pupil movements on that Report. 


1. Name of the student;


2. Identity number of the student (PSD ie Program for Student with Disabilities);

3. Name of the school the student is transferring to; and


4. Effective date of transfer.

NOTE:  Any equipment purchased for the student from integration funding is required to be transported to the new school.

If the transfer occurs during a school term, the losing school should cash up the remaining funds for that term, via credit to cash transfer, and forward a cheque for that amount, to the new school. 

It is the responsibility of the Principal receiving the child, to negotiate these transfer arrangements with the Principal of the school losing the child. 

CONDITIONS OF EMPLOYMENT

Salary on commencement of employment

For the purposes of this section "prior employment" means periods of employment as an SSO in Victorian Government State schools without any break in employment exceeding twelve months.  The commencing salary of a person employed as an school services officer shall be determined as follows, whichever results in the higher commencing salary:

10.1.  Salary sub-division 1;

10.2. The current equivalent of the salary sub-division received by the school services officer on the last day of his or her most recent period of prior employment.  Provided that:  

· If the prior employment was at a sub-divisional level, the commencement salary shall be determined at the minimum salary sub-division of the relevant classification level as stated plus an additional salary sub-division for each year of satisfactory prior employment at or above the relevant classification level;

· Where the salary in the prior employment was determined incorrectly or is inconsistent with salary progression for an school services officer, the commencement salary shall be determined at the minimum salary sub-division of the relevant classification level as stated plus an additional salary-sub-division for each year of satisfactory prior employment at or above the relevant classification level.

· The commencing salary determined under clauses 10.1 and 10.2 above cannot exceed the maximum salary specified for the relevant classification level.

Salary on transfer/promotion


A school services officer who transfers to a position at the same classification level shall be paid at the same salary sub-division he/she was receiving at the date of transfer.

The salary level of a school services officer who successfully applies for a lower classified position shall be determined as if all of his/her service at or above that lower classification had been at that lower classification.

Salaries - Pay Rates as at 1/4/2003 (48/52)

	Salary Sub-division
	Annual Salary 

	
	

	School Services Officer, Grade - 1
	$26,122.00

	School Services Officer, Grade - 2
	$27,270.00

	School Services Officer, Grade - 3
	$28,420.00

	School Services Officer, Grade - 4
	$29,569.00

	School Services Officer, Grade - 5
	$30,845.00


The casual hourly rate of pay for a School Services Officer, Grade – 1, at 1/4/2003 is $17.83 per hour respectively.

Note: The casual rate of pay for a school services officer is based on sub-division 1 of the 52/52 mode of employment ($28,299.00).

The casual rate includes a 25% loading. With the exception of long service leave, this loading is in lieu of any entitlement to annual leave, sick leave, carer’s leave and public holidays.
To determine the ordinary hourly rate of pay divide the per annum rate by 26.0893 

(fortnights in a year) then divide the fortnightly rate by 76 (hours in a fortnight). To determine the casual rate, multiply the hourly rate by 1.25 to accord the 25% loading.

Junior Rates of Pay

The School Services Officer Award or Certified Agreement does not provide for junior rates of pay.

Minimum Payment.
All employees shall be paid a minimum payment of 2 hours at the appropriate rate for each start. Different arrangements to the above may only be made with the written agreement between the employee and the principal.

Hours of Work

The hours of weekly employees are to be worked in continuous periods of not more than 7.6 hours per day between the hours 8.00am to 6.00pm Monday to Friday inclusive. Different 
arrangements to the above may only be made with the written agreement between the employee and the principal.

Meal and Tea Breaks

A school services officer shall not work for more than 5 hours without a meal break.

After 5 continuous hours of work, a school services officer shall take an unpaid meal break (lunch), free of assigned duties, of not less than 30 minutes. 

All Integration/Teacher Aides employed prior to 17 October 2000 (the commencement of the School Services Officer Award) have an entitlement to a paid ten-minute tea break. 

Yard Duty

A school services officer may be required to undertake yard duty during his or her normal hours of attendance, in addition to the normal duties of his or her position. Provided that, unless otherwise agreed, the amount of yard duty required of a school services officer is consistent with that required of a teacher in that school. The principal should ensure that a teacher is present during the period a school services officer performs yard duty. Such duties are regarded as time worked and considered to be within the time fraction of the school services officer.

There may be situations when no teaching staff members are available for supervision; eg an unruly integration child is disrupting a class and is removed from that class. The aide attending the child may supervise the child in non-classroom area’s, without the presence of a teacher, provided that they have immediate access to teaching staff in emergency situations. For example, a mobile phone may be provided to the aide in these situations for emergency use.

Changes to Hours of Employment.

Changes to hours of employment can only be altered by mutual agreement. If mutual agreement cannot be achieved re-assessment of the position may be required. Fixed term temporary time fraction increases are not required to be advertised.

Time Books

All school services officer’s should be required to enter into a register the times they commence and finish each day. All entries should be “signed off” by the school services officer daily and certified by the Principal/Delegate fortnightly. This is best personnel practice as it verifies and details accrued additional time worked. It is also a method of ensuring that all leave applied for is processed

See “Attachment G” for an example of a time recording sheet.

Recall Provisions

Recall days only apply to school services officer’s employed on a 48/52 mode of employment and are limited to six days.

Recall days for part-time employees are calculated on a pro rata basis. 

Refer to Attendance and Hours of Duty, page 16 of the Victorian Government Schools - Schools Services Handbook, for details.

Note: Early in the school year the Principal, or the Principal’s delegate, and the employee shall agree on an annual program for the using recall days. In devising the program every effort shall be made to leave at least one vacation period free of recall.

Time-in-Lieu

A school services officer may be required to undertake work in addition to his or her ordinary hours of employment. In such circumstances the school services officer shall be granted time off in lieu equivalent to the additional time worked, provided that:

· Prior approval has been granted for the additional time worked; and 

· Time in lieu will be taken at a time suitable to the operation of the school, taking into consideration the wishes of the school services officer 
Provided that the school services officer may agree on alternative arrangements including payment for additional time worked. Where payment is agreed between the school and the school service officer it shall be at the employees normal rate of pay for the additional time worked.

A 48/52 school services officer shall, at the end of a school year, have any accrued time in lieu offset against any days he or she is not recalled during that school year.
Unless otherwise agreed between the employer and the school services officer, where time- in – lieu remains outstanding from the previous school year, at the 30 June in the following year, the school services officer may elect to:

· Take time off equivalent to the time owed, commencing immediately; 

or

· Request payment at his or her normal rate of pay for the additional time worked.

Annual Leave

With the exception of casual employed staff, Departmental and School Council employed school services officers, on a 48/52 model of employment, are entitled to forty days (304 hours) paid vacation leave usually taken during school vacation periods.

For employees engaged for a single fixed term period of less than 12 months annual leave credits would be allocated on a pro rata basis (ie 3.33 days for each completed month of employment.) A person employed for a fixed term period of one full school year (ie 1 February to 17 December) is entitled to 40 days annual leave.

Sick Leave

Sick leave increments occur on the anniversary of the commencement date, subject to adjustments if leave without pay has be taken.

A school services officer receives a credit of fifteen days (114 hours) on full pay on commencement of employment. Each subsequent year provides fifteen days (114 hours) on full pay.

A school services officer, employed on a 48/52 basis, who becomes ill on a day(s) he/she is not required to attend for duty during a school vacation period may be granted sick leave for that day(s) and granted equivalent time off at a time convenient to the operations of the school. Non-attendance days do not include the following: -

· Any school vacation period during which the school services officer is on annual leave. A school services officer who falls sick whilst on annual leave may convert that leave to sick leave; and

· The six days during school vacation periods that are available to the school for recall purposes, whether or not the school services officer is actually recalled. 

The remaining days are the only days on which sick leave may be granted in these circumstances. Any such request for sick leave should be accompanied by a medical certificate. 

Supporting documentation for sick leave

Applications for sick leave must be supported by a medical certificate or certificate in lieu when:

· an aggregate of five days' sick leave and/or carer's leave without a certificate or statutory declaration have been taken in any year of service regardless of whether the leave is with or without pay;

or

· more than three consecutive days leave are taken; 

or

· a school services officer is absent immediately before or after a public holiday (unless otherwise approved by the delegate), long service leave or annual leave;

or

· the absence occurs on a stopwork day; 

or

· the principal requires its provision for any reason.

Where an application for sick leave requires a medical certificate, certificate in lieu or a statutory declaration and one is not provided, leave without pay will be granted provided that a school services officer may elect that all or part of such sick leave without pay be deducted from the their accrued annual leave credits. 

Certificates in lieu, that is, a certificate issued by a person registered to practise as a dentist, physiotherapist, chiropractor, osteopath, optometrist or psychologist who is a member (or eligible for membership) of the board of the Clinical Branch of the Australian Psychological Society are not accepted for more than an aggregate of five days in any one year, unless otherwise agreed by the Secretary.

An examination by a registered medical practitioner approved by the Secretary is required where:

· a school services officer has been continuously absent due to illness for thirteen weeks, before any extension of that leave; 

or

· a school services officer has been continuously absent due to illness for more than thirteen weeks, to obtain certification that they are fit to resume work before they are permitted to return to duty;

or

· a school services officer has been continuously absent due to illness for less than thirteen weeks, when the principal is of the opinion that the SSO is not fit to resume duty; 

or

· the principal has reason to believe that a school services officer’s state of health may make the school services officer a danger to other staff members or any students.

Upon receipt of a medical report, the principal may direct the school services officer to be absent from duty for a specified period that will be regarded as absence on sick leave.

Where the school services officer remains unfit for duty after an extended period of time, the Secretary or delegate may take appropriate action under Ministerial Order No. 141.

Sick leave with pay is not granted if an illness is due to the school services officer’s misconduct or if a school services officer is absent from duty without sufficient cause. 

Where the principal has occasion to doubt the cause of an illness or the reason for absence he or she shall refer any certificate to a registered medical practitioner approved by the Secretary for report.

Effect of other leave on entitlement

Public holidays

Public holidays observed during an absence on sick leave with pay are not regarded as part of that leave.

If a part-time school services officer is on sick leave the day before or after a public holiday, but the public holiday is not one of their designated working days, a certificate or statutory declaration for those days is not required.

Long service leave

A school services officer who becomes ill or is injured while on long service leave may be granted sick leave on provision of a medical certificate or statutory declaration. 

Where this occurs an equivalent period of long service leave shall be re-credited or the period of long service leave extended by the amount of sick leave approved. 

Annual leave

A school services officer who becomes ill or is injured during annual leave may be granted sick leave for the period covered by a medical certificate and have the equivalent period restored to his/her annual leave credits.

School services officer’s granted sick leave without pay may apply to convert such leave to annual leave. 

Limitations

Sick leave is not granted for: -

· an illness that occurs during a period of leave without pay. However, if the illness extends beyond the period for which leave was approved, sick leave can be granted from the date that resumption of duty should have occurred;

or

· being pregnant or giving birth, but is granted for illness resulting from pregnancy or childbirth;

or

· the illness of any other person.

The accrual date for sick leave credits is deferred when:

· a school services officer has taken a period of continuous sick leave without pay that exceeds six months;

or

· a school services officer has taken a period of parental leave (paid and unpaid) which exceeds fifty-two weeks;

or

· a school services officer has taken a continuous period of other leave without pay exceeding one month determined as not counting for service; 

or

· a school services officer has taken a period of leave, either continuous or an aggregate, of greater than 261 working days in respect of a particular injury or capacity, where he/she is in receipt of compensation payments under the Accident Compensation Act 1985.

The date on which sick leave is credited will be deferred by any such period(s) of leave that is in excess of the period(s) of leave outlined above.

Casual employees are not entitled to paid sick leave.

Long Service Leave

After 10 years of consecutive service 3 months paid leave. A further 1 and 1/2 months for each 5 years thereafter. Calculated on the employees average time fraction.

Other Leave

For further definition or other types of leave such as Carers leave, Maternity /Paternity leave, Defence Force Training, Jury Duty etc consult the relevant HR website. 

ADVERTISING

A school services officer vacancy of up to three months duration is a short-term vacancy and may be filled by either the temporary transfer of an existing employee (increased time fraction) or the employment of a person on a fixed term basis.

To maximize redeployment opportunities and to address Merit and Equity principles, any school services officer vacancy of more than three months duration is considered long term and should be advertised through the Education Times. School Services Officer vacancies may, at the school’s discretion, be advertised concurrently in a statewide daily newspaper.  

The School’s HR Services Unit may grant exemption from advertising in special extenuating circumstances.

Where an ongoing SSO employee is selected onto a fixed term position of more than 12 months the employee will remain an ongoing employee at that school.
For SSO positions the actual commencement date will need to be negotiated between the respective principals and the recommended applicant taking into account the 14 day period for the lodging of a review.

A fixed term school services officer cannot be re-employed in the same school for a period beyond three months of the expiry date of the initial fixed term agreement without the position being advertised.

General Positions

Where a period of fixed term employment has finished and the position is continuing, the position must be advertised.

Where a school services officer employee is transferred from the local payroll to the central payroll for administrative purposes, advertisement of the position is not required if the conditions of employment have not changed. 

It should be emphasized that the Department cannot be seen to be “rolling over” employees in positions. Advertising positions meets legal requirements under the Education Regulations and protects the school industrially.

Position Descriptions

Position Specifications should be prepared prior to advertising. Position Specifications provide applicants with the schools required expectations of the successful applicant.

All Position Specifications should include a succinct statement of what the program/work unit performs. This is of particular importance when preparing Positions Specifications for school services officer Student Support Positions (SSP). This ensures that Student Support positions applicants are aware that they work to a program and not a particular child.

For example a typical statement may be: -

  “The Integration Program assists students with physical disabilities and may require aides to assist students with scribing, dressing, toileting (lifting may be a requirement) and during sport, support students in the pool and at the school camp”. 

Typical Key Selection criteria could also include: -

· Sound interpersonal skills and the ability to communicate effectively with a wide range of individuals including (where appropriate) teachers, parents, students and colleagues; and

· Experience or knowledge to support students using learning technologies.

See “Attachment E” for an example Role Statement that may assist you with this process. 

Furthermore, the parent support group can be involved in determining the content of the Position Specification, however, the principal has the final say in its composition. 

Typical questions to be considered when preparing Position Specifications are: -

· Will there be a need for the aide to attend a school camp? Principals may encourage aides to attend a school camp by offsetting attendance against recall days;

· Are First Aid duties a requirement of the position;

· Does the child require supervision during recess times;

· Will lifting or toileting be a requirement of the position (Is lifting equipment available for aide use);

· Will the aide be required to assist other children; and

· Will the aide be required to undertake training to provide some forms of medical care? (ie catherisation, etc) 

Eligibility of applicants

All persons are eligible to apply for school services officer positions advertised in the Education Times or a statewide daily newspaper. Applicants must, however, meet any specified qualification and other requirements of the position.

RECRUITMENT

Prior to the recruitment of a school services officer the principal/delegate must be satisfied that the recommended applicant: -

· Is a fit and proper person to be employed;

· Meets the qualification requirements of the advertised position (where relevant);

· Meets the medical requirements (at the discretion of the school);

· Receives a satisfactory criminal records clearance;

· Has not been in receipt of a Voluntary Departure Package in the past three years; and

· Has not been the subject of disciplinary action in previous service.

In relation to any new employee who was previously an employee of the Department, or a School Council, it will be necessary to establish (via pre-employment check) that the person was not subject to disciplinary action during their previous employment or the subject of substantial claims relating to complaints procedures in any prior employment either with the Department of Education & Training or any other employer.

External applicants will be required to provide the following information prior to an offer of employment being made: -

· The original or certified copy of qualifications (only when appropriate to the position).  Documents can only be certified by a person authorised to witness a statutory declaration. Prior to confirming employment the principal will need to sight all original documentation;

· Original or certified copy of birth certificate, extract of birth entry, passport, certificate of naturalization or certificate of citizenship;

· A satisfactory medical report (where required by the school) and a 
        satisfactory criminal records clearance;

· Evidence of permanent residence status. If the applicant is not an Australian or New Zealand citizen, a copy of the relevant pages from the applicant’s Passport showing the stamp that confirms the right to permanent residence is required. The applicant’s name must appear on the copy. If the applicant is a British subject who migrated to Australia prior to 1974, evidence of residence in Australia prior to 1974 is required. New Zealand citizens are regarded as Australian citizens for employment purposes, but evidence of New Zealand citizenship is required. If not a permanent resident and the position is for a fixed term period, evidence of a work permit that allows the type and duration of work is required to be provided; and

· Where name has changed since birth, proof of identity, such as marriage

           certificate or deed poll is required.

The principal must be satisfied that the preferred applicant has met the above requirements before making an offer of employment. An offer of employment must be prepared by the principal/delegate and signed by the preferred applicant prior to commencement of employment. 

See Attachment H for a sample letter of offer.

REDEPLOYMENT PROCEDURES

The new School Services Officer structure incorporates common employment arrangements for all non-teaching staff in schools, irrespective of whether they are employees of the Department or School Council.

Redeployment Guidelines for School Services Officers are contained in the Schools Staffing Handbook. While these guidelines apply to Department employees (Section 5 of the Act) they are recommended as sound practice for school council employees (Section 15B of the Act).

Key features of the redeployment procedures are: -

Notification of employees.

Where changes to the educational programs, curriculum, class sizes, school organization, classification structures, student numbers or technology results in excess staff the following procedures will operate.

Identification of employees. 

Where there is more than one employee classified at the same level as the surplus position, procedures for the identification of the employee to be declared surplus must adhere to merit principles.

Where there is only one person classified at the level of the surplus position that employee will be identified as the surplus employee.

Notification. 

After the employee has been identified, the employee must be advised in writing and counseled and informed of the procedures that will apply.
Assistance. 

Assistance will be provided by regional Resources Staff with respect to the redeployment of surplus school services officers. It is essential that every employee identified as surplus be provided with the necessary information, advice and support so that redeployment to an alternative position may occur.

Procedures for redeployment.

The Department shall ensure that all reasonable attempts are made to find a surplus employee alternative employment. While a school services officer is surplus, the principal must continue to take the following action until such time as that employee has been redeployed, absorbed within the establishment of the school or provided with a Targeted Separation Package:

· Monitor the vacancies advertised in the Education Times and identify any suitable vacancies;

·  Ensure the surplus employee is aware of all SSO vacancies advertised in the Education Times. (Note: A surplus officer referred by their school to a vacancy will have priority over ordinary applicants); and

· Provide assistance with making the appropriate enquiries about and advertised vacancy. Schools assessing surplus employees must retain relevant reports at the school and provide a copy to the Schools HR Services Unit, if the surplus employee is deemed not suitable, in the event of a grievance being lodged.

The principal will monitor advertised vacancies and refer any surplus school services officer to vacant positions considered suitable. When the principal, refers a surplus school services officer to an advertised vacancy, that employee will be released from duty with pay to attend the school that has advertised the vacancy. The school that has advertised the vacancy will assess the suitability of the surplus employee for the position advertised.

Where a surplus school services officer is referred to an advertised vacancy, the principal must interview and assess the referred surplus employee for the position advertised. Where a principal considers a surplus school services officer unsuitable, a written report shall be prepared and, a copy of which shall be provided to the surplus employee and the Schools HR Services Unit in the event of a grievance being lodged. The original copy of the report must be retained at the school. The written report must identify the reasons the surplus employee is unsuitable specifically addressing the selection criteria.

Where a surplus school services officer declines redeployment to a suitable vacancy he/she can be terminated with resignation benefits. The Region/Schools HR Services Unit must be consulted with prior to any resignation benefits taking place.
At the expiration of three months, if the school services officer remains surplus, the school may consider retrenchment. The school must seek advice from the Region/Schools HR Services Unit before taking any action in respect of retrenchment.

An employee may not be declared surplus for reasons of inefficiency or discipline. Normal disciplinary action should proceed in these instances. To avoid potential difficulties principals, when recruiting staff, should take into account the need for school services officer staff to undertake a range of support functions within the school.
Note: An employee, employed on a fixed term basis, who is entitled to redeployment provisions may apply for positions of a lower time fraction. If he/she does, they must take the position as offered. However, where such an employee is referred to a vacancy with a lower time fraction, he/she can accept the position and the balance of his/her existing time fraction is still available for redeployment. 

See “Attachment I” for Excess Consultation Proforma and Excess Staff and Referral forms.

ATTACHMENT “A”

PRE-EMPLOYMENT HEALTH DECLARATION

Employment with the Department of Education, Employment and Training is conditional on the applicant being a fit and proper person and fully able to perform the inherent requirements of the position. 

When completing the pre-employment health declaration it must be in full knowledge of the position as outlined in the duty statement, and selection criteria.  Read the documents carefully and discuss any queries that you may have prior to completing the form with your manager. 

The completion of this pre-employment health declaration assists the Department of Education, Employment and Training and the applicant by ensuring that no person is placed in an environment or given tasks that will result in physical or mental harm.  It is not the intention of the pre-employment health declaration to deny a person employment solely because of disability or illness.  The pre-employment health declaration does enable, where applicable, appropriate and reasonable action to be taken by the Department of Education, Employment and Training to meet the provisions of Sections 82(7) and (8) of the Accident Compensation Act 1985 and Section 21 of the Occupational Health and Safety Act 1985.

Section 82(7) and (8) of the Accident Compensation Act 1985, requires disclosure to your employer of any pre-existing injuries or disease that you have suffered, or existing injuries or disease that you continue to suffer of which you are aware and could reasonably be expected to foresee, and could be affected by the nature of the proposed employment referred to above.  

Section 21 of the Occupational Health and Safety Act 1985, states that an employer shall provide and maintain so far as practicable for employees a working environment that is safe and without risks.

Failure to make a disclosure, or the making of a false or misleading disclosure, would disentitle you to compensation pursuant to the Accident Compensation Act 1985 should you suffer any recurrence, aggravation, acceleration, exacerbation or deterioration of a pre-existing injury or disease arising from employment with the Department of Education, Employment and Training.  The Department of Education, Employment and Training would rely upon any failure to disclose in accordance with the provisions of the Accident Compensation Act as grounds for denying compensation.

Information disclosed remains valid for three years.  However, should any circumstances change within this period that may affect your capacity to perform the inherent requirements of the position that you are undertaking you are obliged to inform your manager. 

All details provided on this form are treated confidentially.  The completed pre-employment health declaration form will be retained on your personnel file.  Where employment is not taken up, for whatever reason, all documents relating to the employment offer will be retained for six months.

ATTACHMENT “A” continued

DEPARTMENT OF EDUCATION, EMPLOYMENT AND TRAINING

Pre-Employment Health Declaration Form.

Employment with the Department of Education, Employment and Training is conditional on the preferred applicant completing this statutory pre-employment health declaration form and returning it to your manager.

Position applied for: …………………………………………………………………….

Division / Region:…...........................………Position number (if known): ………………

	PERSONAL DETAILS

	Given  Name(s):
	

	Family  Name  or  Surname
	

	If your name has changed please state your previous name(s)


	

	Date of Birth


	

	Gender (please tick)
	Female (    or    Male  (


	Address for all correspondence:
	________________________________________

________________________________________ 

_______________________Postcode((((


	Telephone No:


	Work:  (        )   ____________________________

Home: (        )   ____________________________



	Manager’s signature


	I have sighted and considered the attached health declaration

_________________________________________

           (Manager’s name – please print )

________________________           ___________

      (Manager’s signature)                         (Date)




ATTACHMENT “A” continued

HEALTH DECLARATION

	Q1.
Are you aware of any circumstances regarding your health or capacity to work that would interfere with your ability to perform the duties of the position?   

In answering this question Yes or No you are also covering factors such as: existing or exposure to infectious diseases, taking of medication/treatment on a regular basis (daily, weekly, monthly)

	NO[     ]

YES[     ], if yes, please provide details. 

	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




	Q2.
Do you have an existing injury or condition or pre-existing injury or condition?

Existing is a condition for which treatment is still being received.  Pre-existing is where an injury or condition/s is present but treatment is not required.  If yes please provide details of the injury or condition(s).

	

	NO[     ]

YES[     ], if yes, please provide details.

	_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




	Q3.
Have you ever worked with any substances or in any conditions which may have been hazardous to your health (eg asbestos exposure,  toxic chemicals, stressful or noisy environments) and for which you need a modified workplace?



	NO[     ]

YES[     ], if yes, please provide details.

	_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




ATTACHMENT “A” continued

The following statutory declaration should be witnessed by any of the categories of persons detailed below.  These persons can also certify copies of documents required to support your application.

	1
	· A justice of the peace or a bail justice

	2
	· A pharmacist

	3
	· A clerk to a barrister & solicitor of the Supreme Court

	4
	· A member of the police force

	5
	· A member or former member of either House of the Parliament of Victoria

	6
	· A member or former member of either House of the Parliament of the Commonwealth.

	7
	· A councillor of a municipality

	8
	· A town clerk or shire secretary

	9
	· A Sheriff or Deputy Sheriff

	10
	· A person registered as a patent attorney under Part XV of the Patents Act 1952 (Cth)

	11
	· A person who holds an office in the public service or a statutory authority (classified at VPS2 or above)

	12
	· A legally qualified medical practitioner

	13
	· A dentist

	14
	· A veterinary surgeon

	15
	· A barrister & solicitor of the Supreme Court

	16
	· A principal in the Victorian teaching service

	17
	· The manager of a bank

	18
	· A member of the Institute of Chartered Accountants in Australia or the Australian Society of Accountants or the National Institute of Accountants

	19
	· A minister of religion authorised to celebrate marriages

	20
	· The secretary of a building society

	21
	· A senior officer of a council as defined in the Local Government Act 1989


ATTACHMENT “A” continued
STATUTORY DECLARATION, Pre-Employment Health Declaration

	I,________________________________
	of_________________________________________

	(Applicant’s Name)
	(Applicant’s Address)

	Do solemnly and sincerely declare that the contents of this form are true and correct in every particular, and make this solemn declaration conscientiously believing the same to be true and by virtue of the provisions of an Act of Parliament of Victoria rendering persons making a false declaration to be punishable for willful and corrupt perjury.

The information stated is true and complete to the best of my knowledge and no information concerning my past or present state of health has been withheld. I hereby agree to undergo a health assessment by a medical practitioner if deemed necessary by the Department

I am aware that I may be required to undergo a hearing test. I will be advised that if a work related noise induced hearing deficit is detected that a compensation claim should be lodged against the relevant past employer. I am aware that the record of audiometry will be held in my file. I am aware that I will be asked to meet the cost of these examinations/reports.

I understand that any willfully incorrect or misleading answer or material omission which relates to any of the questions before mentioned may make me ineligible for employment, or if employed, liable to dismissal.  I understand that this pre-employment health declaration will form part of my file.



	Declared at 

__________________________
	before me  

___________________________________

	                (location)
	                     (Signature of Witness)

	

	In the State of Victoria this __________________ day of _____________, 2001.

	

	Status of person witnessing declaration:  _____________________________________

(Refer to preceding page for list of appropriate persons)



	Applicant’s signature _____________________________________




ATTACHMENT “B” 

School Services Officer - Level 1 Subdivision 1 - 1 ( 48/52 salary rates payable from 6 April 2003 )

	Hours per
week
	Time
Fraction
	Salary cost
 per year
	Holiday
leave loading
(17.5%)
	Payroll tax (5.25% from 1/1/2004)
	Cost per 
year
	Cost per 
week

	1.00
	0.0263
	687
	9.23
	36.58
	733
	14.05

	2.00
	0.0526
	1375
	18.45
	73.15
	1466
	28.11

	3.00
	0.0789
	2062
	27.68
	109.73
	2200
	42.16

	3.80
	0.1000
	2612
	35.06
	138.99
	2786
	53.40

	4.00
	0.1053
	2750
	36.90
	146.30
	2933
	56.21

	5.00
	0.1316
	3437
	46.13
	182.88
	3666
	70.26

	6.00
	0.1579
	4125
	55.35
	219.45
	4399
	84.32

	7.00
	0.1842
	4812
	64.58
	256.03
	5133
	98.37

	7.60
	0.2000
	5225
	70.11
	277.97
	5573
	106.80

	8.00
	0.2105
	5500
	73.80
	292.60
	5866
	112.42

	9.00
	0.2368
	6187
	83.03
	329.18
	6599
	126.47

	10.00
	0.2632
	6874
	92.26
	365.75
	7332
	140.53

	11.00
	0.2895
	7562
	101.48
	402.33
	8066
	154.58

	11.40
	0.3000
	7837
	105.17
	416.96
	8359
	160.20

	12.00
	0.3158
	8249
	110.71
	438.90
	8799
	168.63

	13.00
	0.3421
	8937
	119.93
	475.48
	9532
	182.68

	14.00
	0.3684
	9624
	129.16
	512.05
	10265
	196.74

	15.00
	0.3947
	10312
	138.38
	548.63
	10999
	210.79

	15.20
	0.4000
	10449
	140.23
	555.94
	11145
	213.60

	16.00
	0.4211
	10999
	147.61
	585.21
	11732
	224.84

	17.00
	0.4474
	11687
	156.83
	621.78
	12465
	238.90

	18.00
	0.4737
	12374
	166.06
	658.36
	13198
	252.95

	19.00
	0.5000
	13062
	175.29
	694.93
	13932
	267.00

	20.00
	0.5263
	13749
	184.51
	731.51
	14665
	281.05

	21.00
	0.5526
	14436
	193.74
	768.08
	15398
	295.11

	22.00
	0.5789
	15124
	202.96
	804.66
	16131
	309.16

	22.80
	0.6000
	15674
	210.34
	833.92
	16718
	320.40

	23.00
	0.6053
	15811
	212.19
	841.23
	16865
	323.21

	24.00
	0.6316
	16499
	221.41
	877.81
	17598
	337.26

	25.00
	0.6579
	17186
	230.64
	914.38
	18331
	351.32

	26.00
	0.6842
	17874
	239.86
	950.96
	19064
	365.37

	26.60
	0.7000
	18286
	245.40
	972.90
	19504
	373.80

	27.00
	0.7105
	18561
	249.09
	987.53
	19798
	379.42

	28.00
	0.7368
	19249
	258.32
	1024.11
	20531
	393.47

	29.00
	0.7632
	19936
	267.54
	1060.68
	21264
	407.53

	30.00
	0.7895
	20623
	276.77
	1097.26
	21997
	421.58

	30.40
	0.8000
	20898
	280.46
	1111.89
	22291
	427.20

	31.00
	0.8158
	21311
	285.99
	1133.84
	22731
	435.63

	32.00
	0.8421
	21998
	295.22
	1170.41
	23464
	449.69

	33.00
	0.8684
	22686
	304.44
	1206.99
	24197
	463.74

	34.00
	0.8947
	23373
	313.67
	1243.56
	24930
	477.79

	34.20
	0.9000
	23511
	315.51
	1250.88
	25077
	480.60

	35.00
	0.9211
	24061
	322.89
	1280.14
	25664
	491.84

	36.00
	0.9474
	24748
	332.12
	1316.71
	26397
	505.90

	37.00
	0.9737
	25436
	341.35
	1353.29
	27130
	519.95

	38.00
	1.0000
	26122
	350.57
	1389.86
	27863
	534.00


 ATTACHMENT “B” continued

School Services Officer - Level 1 Subdivision 1 - 2 ( 48/52 salary rates payable from 6 April 2003 )

	Hours per
week
	Time
Fraction
	Salary cost
 per year
	Holiday
leave loading
(17.5%)
	Payroll tax (5.25% from 1/1/2004)
	Cost per 
year
	Cost per 
week

	1.00
	0.0263
	718
	9.63
	38.18
	765
	14.67

	2.00
	0.0526
	1435
	19.26
	76.36
	1531
	29.34

	3.00
	0.0789
	2153
	28.89
	114.54
	2296
	44.01

	3.80
	0.1000
	2727
	36.60
	145.09
	2909
	55.74

	4.00
	0.1053
	2871
	38.52
	152.73
	3062
	58.68

	5.00
	0.1316
	3588
	48.15
	190.91
	3827
	73.35

	6.00
	0.1579
	4306
	57.78
	229.09
	4593
	88.02

	7.00
	0.1842
	5023
	67.41
	267.27
	5358
	102.69

	7.60
	0.2000
	5454
	73.19
	290.18
	5817
	111.49

	8.00
	0.2105
	5741
	77.04
	305.45
	6124
	117.36

	9.00
	0.2368
	6459
	86.68
	343.63
	6889
	132.03

	10.00
	0.2632
	7176
	96.31
	381.81
	7654
	146.70

	11.00
	0.2895
	7894
	105.94
	419.99
	8420
	161.37

	11.40
	0.3000
	8181
	109.79
	435.27
	8726
	167.23

	12.00
	0.3158
	8612
	115.57
	458.18
	9185
	176.04

	13.00
	0.3421
	9329
	125.20
	496.36
	9951
	190.71

	14.00
	0.3684
	10047
	134.83
	534.54
	10716
	205.38

	15.00
	0.3947
	10764
	144.46
	572.72
	11482
	220.05

	15.20
	0.4000
	10908
	146.39
	580.36
	11635
	222.98

	16.00
	0.4211
	11482
	154.09
	610.90
	12247
	234.71

	17.00
	0.4474
	12200
	163.72
	649.08
	13013
	249.38

	18.00
	0.4737
	12917
	173.35
	687.26
	13778
	264.05

	19.00
	0.5000
	13635
	182.98
	725.44
	14543
	278.72

	20.00
	0.5263
	14353
	192.61
	763.63
	15309
	293.39

	21.00
	0.5526
	15070
	202.24
	801.81
	16074
	308.06

	22.00
	0.5789
	15788
	211.87
	839.99
	16840
	322.73

	22.80
	0.6000
	16362
	219.58
	870.53
	17452
	334.47

	23.00
	0.6053
	16506
	221.50
	878.17
	17605
	337.40

	24.00
	0.6316
	17223
	231.13
	916.35
	18371
	352.07

	25.00
	0.6579
	17941
	240.77
	954.53
	19136
	366.74

	26.00
	0.6842
	18658
	250.40
	992.71
	19902
	381.41

	26.60
	0.7000
	19089
	256.17
	1015.62
	20361
	390.21

	27.00
	0.7105
	19376
	260.03
	1030.89
	20667
	396.08

	28.00
	0.7368
	20094
	269.66
	1069.08
	21432
	410.75

	29.00
	0.7632
	20811
	279.29
	1107.26
	22198
	425.42

	30.00
	0.7895
	21529
	288.92
	1145.44
	22963
	440.09

	30.40
	0.8000
	21816
	292.77
	1160.71
	23269
	445.96

	31.00
	0.8158
	22247
	298.55
	1183.62
	23729
	454.76

	32.00
	0.8421
	22964
	308.18
	1221.80
	24494
	469.43

	33.00
	0.8684
	23682
	317.81
	1259.98
	25260
	484.10

	34.00
	0.8947
	24399
	327.44
	1298.16
	26025
	498.77

	34.20
	0.9000
	24543
	329.37
	1305.80
	26178
	501.70

	35.00
	0.9211
	25117
	337.07
	1336.34
	26791
	513.44

	36.00
	0.9474
	25835
	346.70
	1374.53
	27556
	528.11

	37.00
	0.9737
	26552
	356.33
	1412.71
	28321
	542.78

	38.00
	1.0000
	27270
	365.96
	1450.89
	29087
	557.45


ATTACHMENT “B” continued 
School Services Officer - Level 1 Subdivision 1 - 3 ( 48/52 salary rates payable from 6 April 2003 )

	Hours per
week
	Time
Fraction
	Salary cost
 per year
	Holiday
leave loading
(17.5%)
	Payroll tax (5.25% from 1/1/2004)
	Cost per 
year
	Cost per 
week

	1.00
	0.0263
	748
	10.04
	39.79
	798
	15.29

	2.00
	0.0526
	1496
	20.07
	79.58
	1595
	30.58

	3.00
	0.0789
	2244
	30.11
	119.37
	2393
	45.86

	3.80
	0.1000
	2842
	38.14
	151.21
	3031
	58.10

	4.00
	0.1053
	2992
	40.15
	159.17
	3191
	61.15

	5.00
	0.1316
	3739
	50.18
	198.96
	3989
	76.44

	6.00
	0.1579
	4487
	60.22
	238.75
	4786
	91.73

	7.00
	0.1842
	5235
	70.26
	278.54
	5584
	107.02

	7.60
	0.2000
	5684
	76.28
	302.41
	6063
	116.19

	8.00
	0.2105
	5983
	80.29
	318.33
	6382
	122.31

	9.00
	0.2368
	6731
	90.33
	358.12
	7180
	137.59

	10.00
	0.2632
	7479
	100.37
	397.91
	7977
	152.88

	11.00
	0.2895
	8227
	110.40
	437.71
	8775
	168.17

	11.40
	0.3000
	8526
	114.42
	453.62
	9094
	174.29

	12.00
	0.3158
	8975
	120.44
	477.50
	9573
	183.46

	13.00
	0.3421
	9723
	130.48
	517.29
	10370
	198.75

	14.00
	0.3684
	10471
	140.51
	557.08
	11168
	214.04

	15.00
	0.3947
	11218
	150.55
	596.87
	11966
	229.32

	15.20
	0.4000
	11368
	152.56
	604.83
	12125
	232.38

	16.00
	0.4211
	11966
	160.59
	636.66
	12764
	244.61

	17.00
	0.4474
	12714
	170.62
	676.45
	13561
	259.90

	18.00
	0.4737
	13462
	180.66
	716.25
	14359
	275.19

	19.00
	0.5000
	14210
	190.70
	756.04
	15157
	290.48

	20.00
	0.5263
	14958
	200.73
	795.83
	15954
	305.77

	21.00
	0.5526
	15706
	210.77
	835.62
	16752
	321.05

	22.00
	0.5789
	16454
	220.81
	875.41
	17550
	336.34

	22.80
	0.6000
	17052
	228.84
	907.24
	18188
	348.57

	23.00
	0.6053
	17202
	230.85
	915.20
	18348
	351.63

	24.00
	0.6316
	17949
	240.88
	954.99
	19145
	366.92

	25.00
	0.6579
	18697
	250.92
	994.79
	19943
	382.21

	26.00
	0.6842
	19445
	260.96
	1034.58
	20741
	397.50

	26.60
	0.7000
	19894
	266.98
	1058.45
	21219
	406.67

	27.00
	0.7105
	20193
	270.99
	1074.37
	21539
	412.78

	28.00
	0.7368
	20941
	281.03
	1114.16
	22336
	428.07

	29.00
	0.7632
	21689
	291.07
	1153.95
	23134
	443.36

	30.00
	0.7895
	22437
	301.10
	1193.74
	23932
	458.65

	30.40
	0.8000
	22736
	305.12
	1209.66
	24251
	464.76

	31.00
	0.8158
	23185
	311.14
	1233.53
	24729
	473.94

	32.00
	0.8421
	23933
	321.18
	1273.32
	25527
	489.23

	33.00
	0.8684
	24681
	331.21
	1313.12
	26325
	504.51

	34.00
	0.8947
	25428
	341.25
	1352.91
	27123
	519.80

	34.20
	0.9000
	25578
	343.26
	1360.87
	27282
	522.86

	35.00
	0.9211
	26176
	351.29
	1392.70
	27920
	535.09

	36.00
	0.9474
	26924
	361.32
	1432.49
	28718
	550.38

	37.00
	0.9737
	27672
	371.36
	1472.28
	29516
	565.67

	38.00
	1.0000
	28420
	381.40
	1512.07
	30313
	580.96


ATTACHMENT “B” continued

School Services Officer - Level 1 Subdivision 1 - 4 ( 48/52 salary rates payable from 6 April 2003 )

	Hours per
week
	Time
Fraction
	Salary cost
 per year
	Holiday
leave loading
(17.5%)
	Payroll tax (5.25% from 1/1/2004)
	Cost per 
year
	Cost per 
week

	1.00
	0.0263
	778
	10.44
	41.40
	830
	15.91

	2.00
	0.0526
	1556
	20.88
	82.80
	1660
	31.81

	3.00
	0.0789
	2334
	31.33
	124.20
	2490
	47.72

	3.80
	0.1000
	2957
	39.68
	157.32
	3154
	60.44

	4.00
	0.1053
	3112
	41.77
	165.59
	3320
	63.62

	5.00
	0.1316
	3891
	52.21
	206.99
	4150
	79.53

	6.00
	0.1579
	4669
	62.65
	248.39
	4980
	95.44

	7.00
	0.1842
	5447
	73.10
	289.79
	5810
	111.34

	7.60
	0.2000
	5914
	79.36
	314.63
	6308
	120.88

	8.00
	0.2105
	6225
	83.54
	331.19
	6640
	127.25

	9.00
	0.2368
	7003
	93.98
	372.59
	7470
	143.15

	10.00
	0.2632
	7781
	104.42
	413.99
	8299
	159.06

	11.00
	0.2895
	8559
	114.86
	455.39
	9129
	174.96

	11.40
	0.3000
	8870
	119.04
	471.95
	9461
	181.33

	12.00
	0.3158
	9337
	125.31
	496.78
	9959
	190.87

	13.00
	0.3421
	10115
	135.75
	538.18
	10789
	206.78

	14.00
	0.3684
	10893
	146.19
	579.58
	11619
	222.68

	15.00
	0.3947
	11672
	156.63
	620.98
	12449
	238.59

	15.20
	0.4000
	11827
	158.72
	629.26
	12615
	241.77

	16.00
	0.4211
	12450
	167.07
	662.38
	13279
	254.49

	17.00
	0.4474
	13228
	177.52
	703.78
	14109
	270.40

	18.00
	0.4737
	14006
	187.96
	745.18
	14939
	286.31

	19.00
	0.5000
	14784
	198.40
	786.58
	15769
	302.21

	20.00
	0.5263
	15562
	208.84
	827.97
	16599
	318.12

	21.00
	0.5526
	16340
	219.29
	869.37
	17429
	334.02

	22.00
	0.5789
	17118
	229.73
	910.77
	18259
	349.93

	22.80
	0.6000
	17741
	238.08
	943.89
	18923
	362.65

	23.00
	0.6053
	17896
	240.17
	952.17
	19089
	365.84

	24.00
	0.6316
	18675
	250.61
	993.57
	19919
	381.74

	25.00
	0.6579
	19453
	261.05
	1034.97
	20749
	397.65

	26.00
	0.6842
	20231
	271.50
	1076.37
	21579
	413.55

	26.60
	0.7000
	20698
	277.76
	1101.21
	22077
	423.10

	27.00
	0.7105
	21009
	281.94
	1117.77
	22409
	429.46

	28.00
	0.7368
	21787
	292.38
	1159.16
	23238
	445.36

	29.00
	0.7632
	22565
	302.82
	1200.56
	24068
	461.27

	30.00
	0.7895
	23343
	313.27
	1241.96
	24898
	477.18

	30.40
	0.8000
	23654
	317.44
	1258.52
	25230
	483.54

	31.00
	0.8158
	24121
	323.71
	1283.36
	25728
	493.08

	32.00
	0.8421
	24899
	334.15
	1324.76
	26558
	508.99

	33.00
	0.8684
	25677
	344.59
	1366.16
	27388
	524.89

	34.00
	0.8947
	26456
	355.03
	1407.56
	28218
	540.80

	34.20
	0.9000
	26611
	357.12
	1415.84
	28384
	543.98

	35.00
	0.9211
	27234
	365.48
	1448.96
	29048
	556.71

	36.00
	0.9474
	28012
	375.92
	1490.35
	29878
	572.61

	37.00
	0.9737
	28790
	386.36
	1531.75
	30708
	588.52

	38.00
	1.0000
	29569
	396.80
	1573.15
	31538
	604.42


ATTACHMENT “B” continued

School Services Officer - Level 1 Subdivision 1 - 5 ( 48/52 salary rates payable from 6 April 2003 )

	Hours per
week
	Time
Fraction
	Salary cost
 per year
	Holiday
leave loading
(17.5%)
	Superannuation

9.6%
	Payroll tax (5.25% from 1/1/2004)
	Cost per 
year
	Cost per 
week

	1.00
	0.0263
	812
	10.89
	
	43.19
	866
	16.59

	2.00
	0.0526
	1623
	21.79
	
	86.37
	1732
	33.18

	3.00
	0.0789
	2435
	32.68
	
	129.56
	2597
	49.78

	3.80
	0.1000
	3084
	41.39
	
	164.10
	3290
	63.05

	4.00
	0.1053
	3247
	43.57
	
	172.74
	3463
	66.37

	5.00
	0.1316
	4058
	54.46
	
	215.93
	4329
	82.96

	6.00
	0.1579
	4870
	65.36
	
	259.11
	5195
	99.55

	7.00
	0.1842
	5682
	76.25
	
	302.30
	6060
	116.15

	7.60
	0.2000
	6169
	82.79
	
	328.21
	6580
	126.10

	8.00
	0.2105
	6493
	87.14
	
	345.48
	6926
	132.74

	9.00
	0.2368
	7305
	98.04
	
	388.67
	7792
	149.33

	10.00
	0.2632
	8117
	108.93
	
	431.85
	8658
	165.92

	11.00
	0.2895
	8929
	119.82
	
	475.04
	9523
	182.52

	11.40
	0.3000
	9253
	124.18
	
	492.31
	9870
	189.15

	12.00
	0.3158
	9740
	130.71
	
	518.22
	10389
	199.11

	13.00
	0.3421
	10552
	141.61
	
	561.41
	11255
	215.70

	14.00
	0.3684
	11364
	152.50
	
	604.59
	12121
	232.29

	15.00
	0.3947
	12175
	163.39
	
	647.78
	12986
	248.88

	15.20
	0.4000
	12338
	165.57
	
	656.42
	13160
	252.20

	16.00
	0.4211
	12987
	174.28
	
	690.96
	13852
	265.48

	17.00
	0.4474
	13799
	185.18
	
	734.15
	14718
	282.07

	18.00
	0.4737
	14610
	196.07
	
	777.34
	15584
	298.66

	19.00
	0.5000
	15422
	206.96
	
	820.52
	16449
	315.25

	20.00
	0.5263
	16234
	217.86
	
	863.71
	17315
	331.85

	21.00
	0.5526
	17045
	228.75
	
	906.89
	18181
	348.44

	22.00
	0.5789
	17857
	239.64
	
	950.08
	19047
	365.03

	22.80
	0.6000
	18506
	248.36
	
	984.62
	19739
	378.30

	23.00
	0.6053
	18669
	250.53
	
	993.26
	19913
	381.62

	24.00
	0.6316
	19480
	261.43
	
	1036.45
	20778
	398.21

	25.00
	0.6579
	20292
	272.32
	
	1079.63
	21644
	414.81

	26.00
	0.6842
	21104
	283.21
	
	1122.82
	22510
	431.40

	26.60
	0.7000
	21591
	289.75
	
	1148.73
	23029
	441.35

	27.00
	0.7105
	21915
	294.11
	
	1166.00
	23376
	447.99

	28.00
	0.7368
	22727
	305.00
	
	1209.19
	24241
	464.58

	29.00
	0.7632
	23539
	315.89
	
	1252.37
	25107
	481.18

	30.00
	0.7895
	24351
	326.78
	
	1295.56
	25973
	497.77

	30.40
	0.8000
	24675
	331.14
	
	1312.83
	26319
	504.41

	31.00
	0.8158
	25162
	337.68
	
	1338.74
	26839
	514.36

	32.00
	0.8421
	25974
	348.57
	
	1381.93
	27704
	530.95

	33.00
	0.8684
	26786
	359.46
	
	1425.11
	28570
	547.55

	34.00
	0.8947
	27597
	370.36
	
	1468.30
	29436
	564.14

	34.20
	0.9000
	27760
	372.53
	
	1476.94
	29609
	567.46

	35.00
	0.9211
	28409
	381.25
	
	1511.49
	30302
	580.73

	36.00
	0.9474
	29221
	392.14
	
	1554.67
	31167
	597.32

	37.00
	0.9737
	30032
	403.03
	
	1597.86
	32033
	613.91

	38.00
	1.0000
	30845
	413.93
	
	1641.04
	32899
	630.51


ATTACHMENT “C”


	Index Level
	2004
Rate

	1
	4,030

	2
	9,320

	3
	14,711

	4
	20,078

	5
	25,403

	6
	30,757


ATTACHMENT “D”

Eastern Metropolitan Region

PROGRAM FOR STUDENTS WITH DISABILITIES 

PUPIL MOVEMENT NOTIFICATION
School:










No: 


Name of Student: 







 Date of Birth:



Student Identification Number: 





Year Level This Year:



TRANSFER IN

Date of Commencement:


/
/

Time Fraction Attending: 






This student has transferred from: 








School

Please indicate type of school previously attended:
 Department of Education
  Other

If now part-time, name of other school: 




Time fraction at other school



TRANSFER OUT

Date of last attendance:




/
/


Date of transfer (if different from above)


/
/

Destination:

School Name:













School Type:

  Department of Education

  Other




Employment or other non-school destination

DUAL ATTENDANCE TIME FRACTION CHANGE
Time Fraction at this school prior to this change:





Time Fraction at this school after this change:





Other school attended: 





New Time Fraction at other school: 



Date new time fraction commenced:

/
/


Any other changes/comments:











I certify that the above pupil movement changes are complete and correct:

Signature of Principal:







Date:




Please forward to:
Elizabeth Greene, Students & Communities Unit




Department of Education & Training




Eastern Metropolitan Region




Level  2, 29 Lakeside Drive, East Burwood, 3151                                           Fax: 9881-0243

ATTACHMENT “E” 




ROLE OF AN INTEGRATION AIDE

ROLE STATEMENT

GENERAL 

· To be able to work co-operatively as a member of a large team

· To be able to work with children with a wide range of disabilities e.g. Cerebral Palsy, Intellectual Disabilities, Language disorders, Downs Syndrome, Autism, Severe Social & Emotional Disorders, Visual Impairment

· To be able to take direction from Teachers and Therapists

MOBILITY

· Observe and assist with physiotherapy/occupational therapy Implement the program sessions developed by the Therapists for the individual child.

· Transference of child.
Wheelchair
------------
floor




       


------------
toilet




      


------------
frames etc.

· Control and supervision of children in manual chairs.

· Lifting of children in classroom, toilet area, buses, excursion activities, etc.

· Assist in (where appropriate) and out of the water during swimming programs (selected staff)

· Moving around building - Specialists

· Moving around playground

· Accessing the classroom environment

COMMUNICATION

· Assist in the development of appropriate social skills

· Observe and implement individual speech therapy programs

· Fostering appropriate social interaction with peers

· Work towards developing understanding on part of peers as to particular behavioural/social responses - consequences of disability

· Teach skills in
-------------
computer



-------------
typing



-------------
interpreting (signing)



-------------
electronic communication devices - Macaw, Dynavox

· Develop and implement appropriate programs



-------------
cooking



-------------
craft



-------------
shopping

· Communication with families (where appropriate) via communication book (in conjunction with teacher)

· Assisting child to communicate their needs (an interpreter)

· Assist child to actively communicate using their individual multi-level communication book

· To be able to assist a child who uses an Augmentative and Alternative communication system

ATTACHMENT “E” continued

HYGIENE

· Assist in 
--------------
toileting



--------------
eating

· Teach personal care skills
--------
teeth





--------
hair





--------
washing





--------
sanitation





--------
dressing





--------
blowing nose

· Toileting program (times per day)

SAFETY/INTENSIVE SUPERVISION

· To supervise the child
------
playground at recess and lunchtimes




------
stairs




------
classroom




------
P.E./sport




------
excursions (plan equip, check facilities i.e. 





toilets, 
ramps)

ACADEMIC

· Assist classroom teacher

· Modify classroom program for individual child

· Plan and/or prepare appropriate work/activities

· Encourage independence

· To be familiar with and be able to use:
-------
Distar






-------
specific skill series

· -------
Fitzroy readers

· To adapt worksheets/readers using Compie software

SPECIALISED PROGRAMS

Technology

· To be able to program electronic communication devices e.g. Dynavox, Macaw

· To be able to program specialised computer software e.g. Ke:nx, Discover switch, Clicker Plus.

· To be able to assist a child who uses a switch to access their technology

Conductive Education

· To participate in Professional Development courses on applying The Principles of Conductive Education for children with severe physical disabilities

· To facilitate the child in an appropriate way enabling him/her to be actively involved in the Task Series

· To be able to follow and implement instructions from paramedical staff and the conductor

· To transfer knowledge of Conductive Education into all areas of the child's day

Applied Behaviour Analysis

· To be able to work on an intensive one to one highly structured program

· To be able to follow a sequential ABA program with a child who has Autism

ATTACHMENT “F”

Circular 313/2003 Applications for the Medical Intervention Allowance 2004

Summary
The Medical Intervention Allowance of $465 per annum is payable to an SSO who is required to undertake specific training to support a student who has unstable health and/or complex health needs and the training is required to support that student in his or her daily school routine. A pro-forma is included that must be completed and returned to the Student Wellbeing Branch by 27 February 2004 and thereafter each February school census day for each new application.

Medical Intervention Allowance guidelines

The Medical Intervention Allowance ($465 per annum) is an allowance payable to a school services officer (SSO) who is required to undertake specific training to support a student who has unstable health and/or complex health needs and the training is required to support that student in his or her daily school routine. 

Principals are responsible for managing the allocation of the Medical Intervention Allowance. 

The allowance is paid on a pro rata basis for an SSO employed part-time or shared where more than one SSO provides the required support procedures. 

An SSO in receipt of the medical intervention allowance is not eligible to receive the Intensive Care Allowance. 

A list of support procedures that attract the payment of the Medical Intervention Allowance is included in the following two page attachment. 


[image: image1.wmf]Circular 313 Medical 

Intervent...


Applying for the Medical Intervention Allowance

To apply for the Medical Intervention Allowance the attached one page pro-forma must be completed and returned to the Student Wellbeing Branch by Friday, 27 February 2004 and thereafter each February school census day for each new application. 
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Application for A...


Those SSOs currently in receipt of the Medical Intervention Allowance will continue to receive this allowance until the cease date of the particular child’s funding as provided by the Program for Students with Disabilities. These schools will be notified by post of their current individual situation.

Schools that already have or will be applying for the 2004 school year will receive a print out of allowance status at the end of term 1, 2004. If the allowance is approved, the Student Wellbeing Branch will arrange for the additional funding to be included in the school’s global budget with appropriate back pay to the start of 2004.

Approval of the allowance is conditional on the student requiring the support of an SSO and that SSO having completed appropriate training with appropriate documentation. A statement from the student’s treating medical practitioner will be required to establish the need for the procedure.

Should you require any further information in relation to this matter, please forward your query to: skora.helena.t@edumail.vic.gov.au
ATTACHMENT “G”

EXAMPLE       TIME-SHEET

NAME:


 _________________________________________

PERIOD: 
_________________ TO _________________

__________________________________________________________________________________

	
	AM START
	AM FINISH
	AM TOTAL
	PM START
	PM FINISH
	PM TOTAL
	TOTAL HOURS
	BALANCE

	CARRY OVER CREDIT/DEBIT
	

	MON


	
	
	
	
	
	
	
	

	TUES


	
	
	
	
	
	
	
	

	WED


	
	
	
	
	
	
	
	

	THURS


	
	
	
	
	
	
	
	

	FRI


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	MON


	
	
	
	
	
	
	
	

	TUES


	
	
	
	
	
	
	
	

	WED


	
	
	
	
	
	
	
	

	THURS


	
	
	
	
	
	
	
	

	FRI


	
	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	
	


​​_______________________________________________________________________________

TOTAL HOURS CREDIT/DEBIT  __________________

Signed _________________________ (Employee)

              Signed _________________________ (School Principal/Delegate)
ATTACHMENT “H”

Example SSO Letter of Offer

on school letterhead

OFFER OF EMPLOYMENT

Section 5

Note, letter can be used for both ongoing and fixed term employment (if ongoing delete paragraph 2) or fixed term. Section 5 employees are primarily funded from SGB monies. 

Date

Dear

I am pleased to offer you employment as a School Services Officer Level <….> with the Department of Education, Employment and Training. The terms of the offer are set out in this letter and in the Employment Details Form.

"<<<<<This employment is for a fixed term in a student support position.  You will be employed for up to seven years or until the funding for a student(s) ceases to be at a comparable or higher level, whichever is the earlier.>>>> (Delete if not appropriate)."

This offer is to be read in conjunction with the Education Act 1958, Public Sector Management and Employment Act 1998, State Superannuation Act 1988, any other relevant legislation, regulations, made from time to time under those Acts, any ministerial orders, instructions and policies issued by the Department of Education, Employment and Training and any applicable federal award.

Two copies of Employment Details Form are provided. If you accept the offer of employment you must indicate your acceptance by signing in the relevant section of both copies of Employment Details Form. Please return one copy of Employment Details Form to me within seven days of the date of this letter. That copy will be retained on your personal file in the school. You should keep the other copy of Employment Details Form for your own records.

This offer is subject to you obtaining a satisfactory police records check and completing a pre-employment health declaration. The relevant documentation is attached.

If you have enquiries regarding the offer please do not hesitate to contact me.

…………………………………

Principal

ATTACHMENT “H” continued 
on school letterhead

OFFER OF EMPLOYMENT-SCHOOL COUNCIL EMPLOYEE

Section 15

Note, letter can be used for both ongoing and fixed term employment (if ongoing delete paragraph 2). Schools council employees are primary funded via locally raised funds.

Date

Dear

I am pleased to offer you employment as a <……> with <……..> School. The terms of the offer are set out in this letter and in Employment Details Form.

"<<<<<This employment is for a fixed term in a student support position.  You will be employed for up to seven years or until the funding for a student(s) ceases to be at a comparable or higher level, whichever is the earlier.>>>> (Delete if not appropriate)."

This offer is to be read in conjunction with the Education Act 1958, State Superannuation Act 1988, any other relevant legislation, regulations made from time to time under those Acts, any ministerial orders, instructions and policies issued by the Department of Education, Employment and Training and any applicable federal award.

Two copies of Employment Details Form are provided. If you accept the offer of employment you must indicate your acceptance by signing in the relevant section of both copies of Employment Details Form. Please return one copy of Employment Details Form to me within seven days of the date of this letter. That copy will be retained on your personal file in the school. You should keep the other copy of Employment Details Form for your own records.

This offer is subject to you obtaining a satisfactory police records check and completing a pre-employment health declaration. The relevant documentation is attached.

If you have any inquiries regarding the offer please do not hesitate to contact me.

…………………………………

Principal

ATTACHMENT “H” continued
Employment Details Form

	PERSONAL DETAILS


	

	Surname
	
	

	
	

	Given names
	
	

	
	

	Date of Birth
	
	

	
	

	Record number
	
	

	
	
	


	EMPLOYMENT DETAILS
	
	

	Classification
	
	

	
	
	

	School name
	
	

	
	
	

	School number
	
	

	
	
	

	Time fraction
	
	

	or
	
	

	Hours per fortnight
	
	

	
	
	

	Date of commencement
	
	

	
	
	

	Employment to cease on
	
	

	
	(Date to be inserted where employment is for a fixed period)


	SALARY DETAILS
	
	

	
	
	

	Commencing salary

(per annum)
	
	$
	
	

	
	
	
	

	
	
	

	Salary range
	   minimum
	$
	  maximum
	$
	

	I …………………………………… understand and accept the offer of employment detailed 

in the school's letter of ………………………………… and this attachment.



	Signed
	
	             Date
	
	

	
	


ATTACHMENT “I”

 School Level Consultation 
This Proforma is to be completed at the commencement of the consultation process where a school has a potential excess staff situation.  A separate form should be completed each time consultation commences about a potential excess situation.

	
School No:   0     1   -                              School fax. No. _____________


	School Name: 
________________________________
Region:  __________________


	If anticipated EFT of Named Excess is greater than 1.0 indicate total EFT time fraction.           (
Anticipated date of Excess Commencement:  ___/___/____

	Part A

(to be completed where the appropriate union(s) has a sub-branch at the school)

	Name of appropriate union(s) involved:        _________________________________



	The following details were provided to the above named union(s)

sub-branch(es) on:
          ___/___/___

(
Reasons an employee is likely to be excess;
(
(
School’s workforce plan including preferred staffing profile;
(
(
Details of employees likely to be affected;
(
(
If changes in the school’s staffing structure are proposed, details of
projected student enrolments, the number and classification of employees

affected and the number and classification of employees still required for the performance of any continuing function of the employer:

   (


	Note:
the above details must be provided to the sub-branch(es) at least ONE WEEK before the commencement of discussions.

	Part B

(to be completed where the appropriate union(s) DOES NOT have a sub-branch at the school)

	Name of appropriate union(s) involved:
____________________________________

Date it is proposed to commence consultation:
___/___/___

Note:
Consultation cannot commence until at least ONE WEEK after the School Staffing Unit has notified the relevant union.

	Principal’s signature:
____________________________
Date:  ___/___/___ 




A copy of this Proforma should be completed and faxed to the Manager, School HR Services Unit by facsimile (03) 9616-0943.  The original of this Proforma should be held at the school as a record of the process undertaken.

ATTACHMENT “I” continued

 Identification of Excess Staff 
This Proforma is to be used to notify the School Staffing Unit of the identification of excess teaching staff and non-teaching (Section 5 and/or 15 employees) staff.

A separate form should be used for each identified staff member.

	

	School    0     1           -                                  


School Name: _____________________________________
Region: ___________

Date discussions commenced with the Union(s):       ___/___/_____

Date discussions concluded:       ___/___/_____


	REASON FOR IDENTIFICATION OF EXCESS STAFF MEMBER   (Tick one box)

	1.  To address SGB deficit
(

	2.  To address curriculum program balance
(

	


	DETAILS OF EXCESS STAFF MEMBER

	

	Surname:   __________________ Given Names:   _______________________


PIN:




Classification:

______________________________


Employed time fraction:           (
Effective Date of Excess Commencement                 ___/___/____

Teacher - nominate subjects qualified to teach:
____________       ____________


____________       ____________

SSO - designate role:
________________________________________________

                                     (eg. library, office, integration, aid etc.)


	The identification of the excess staff member has been undertaken in accordance with the process outlined in the ‘School Staffing Handbook, February 2001’ (p. 62-63).

	

	The above named excess staff member has been advised in writing.  The appropriate union(s) have been advised of the name.

	Principal’s signature: ______________________________ Date: ____/____/________




A copy of this proforma should be completed and faxed to the Manager, School HR Services Unit by facsimile (03) 9616-0943.  The original of this proforma should be held at the school as a record of the process undertaken.

ATTACHMENT “I” continued

Referral of Excess Employee

	Details of Vacancy

	School Name: 
__________________________________
Region:  ________

	
Vacancy No:  




Date vacancy advertised in EdTimes: 
_____/_____/______



	Teacher Vacancy-
Position Name:  ________________________________________




Level:________________




	SSO Vacancy: Classification:  SSO
         Position Role:  _______________________

         (e.g. library, office, integration aide)



	Details of Referred Excess Employee

	Surname:
__________________     Given Names:  _____________________________

	
PIN:


Time Fraction:        (                         (or hours worked _____________ )

	Reason Identified Excess:

(Tick one box)
	To address SGB deficit
(
To address curriculum program balance
(

	Classification of excess employee:

	Teacher
	School Services Officer

	Level:  _________
	
Classification:   SSO   

	Subjects:
__________________________

__________________________

(nominate subjects qualified to teach)


	Role:
_______________________________

(e.g. library, office, integration aide)



	I agree to be referred to the above vacancy.
Excess employee’s signature:
____________________________
Date: ___/___/___


	Details of Referring School

	
School No:
  0        1   -



	School Name: 

Region:  



	Telephone no:  
Fax. No: 



	Referring Principal’s signature:

Date:  __/___/___




This proforma should be completed and faxed to the principal of the school with the vacancy and the Schools’ HR Services Unit (fax (03) 9616-0943).The original should be retained at the school as a record of the referral.
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