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[bookmark: _Hlk174716760]School Support Staff Election to Entitlements
Start of Year Form                                                 
Please return the completed form to: HR Payroll, GPO Box 169, HOBART 7001 or
via the HR Payroll and Systems Service Centre Portal

	Note:  
	· This form is to be used to vary options available to School Support staff for additional weeks of employment as specified on the form.
· This form cannot be used to increase hours where the duties to be undertaken are different; or where the role is at a different location -  these circumstances require a new Instrument of Appointment.
· Upon electing additional weeks/hours the agreement will remain in place until the employee cancels the agreement.
· Changes to this Agreement can only be made with both parties agreement.
· Additional hours as outlined on this form will be performed as Agreed with the School/College.

	

	[bookmark: _Hlk172733064]Employee Details

	Family Name:
	Given Name/s:

	Employee Number:
	School/Work Unit:

	Weekly Hours:
	Agreement commencement Date:

	Contracted Weeks: 
	40 Weeks / 42 Weeks (please circle)



	Important Information – Please read before making an election

	Additional 2 Weeks Employment (for 40 week employees only) - Work an additional 2 weeks per year during term time or during school holidays – NOTE: Payment is made 1st pay in March directly from Payroll.
Additional 1 Week of Hours (does not apply to employees engaged full-time) - Work an additional 1 week of hours during term time – NOTE: Payment is made via ESS as the hours are worked/claimed. 
43rd Week Work (for school administration employees engaged full-time only) – Work an additional week during the year at a mutually agreed time with the Principal – NOTE: Payment is made 1st pay in March directly from Payroll.
PSUWA Additional Week of employment - Work 1 week during term time or during school holidays - NOTE: Payment is made via ESS as the hours are worked/claimed. 



	Annualisation Information
Please read the following information carefully (This section is to be read in conjunction with the Annualisation of Salary Infosheet)
·  Annualisation occurs for a 12 month period – February to February
·  Annualisation is only available to permanent employees
·  Annualisation includes salary, recreation leave, Christmas close down, Christmas Day, Boxing Day, New Years Day Public holidays   

	Annualisation Options - Agreement to annualise salary & leave
1. Annualisation will result in the % deduction as indicated in options below over 26 pay periods (52 week); and
2. The annualisation will automatically continue until the employee notifies HR Payroll in writing that they no longer elect to annualise their salary; and
3. If the employee applies for, has approved, and takes a period of leave without pay then this annualisation agreement will be suspended and if the employee elects to annualise their salary again the following year they must submit another Agreement to Annualise Form; and
4. If there is a change in workload for the employee then this annualisation agreement will be suspended and if the employee elects to annualise their salary again the following year they must submit another Agreement to Annualise Form; and
5. If this annualisation agreement is suspended a refund of deductions will be made however any non-attendance periods (school holidays) for the year will be observed; and
6. Suspending this annualisation agreement part way through the year may result in an overpayment of salary to the employee that will have to be repaid to the Department.
NOTE: If you include additional weeks or additional week of hours in your annualisation, you are unable to make a subsequent claim for this time again in ESS – doing this will result in an overpayment which will be required to be repaid.


	School Support Staff Election

	Please refer to the following sections to make your election
40 Week Employee – Part A
42 Week Employee – Part B
42 Week Full Time School Admin – Part C
No Additional Entitlements or Annualisation – Part D

	Part A - 40 Week Employee

	Additional 2 Weeks
	PSUWA Additional Week
	Additional Week of Hours 
(Part time only) 
	Annualisation Election
	Annualisation %
	Election 
(Select one)

	Yes
	No
	No
	No
	N/A
	

	Yes
	Yes
	No
	No
	N/A
	

	Yes
	Yes
	Yes
	No
	N/A
	

	Election to Annualise – Permanent Only

	No
	No
	No
	Yes – 40 Weeks
	14.68
	

	Yes
	No
	No
	Yes – 42 Weeks
	10.54
	

	Yes
	Yes
	No
	Yes – 43 Weeks
	8.46
	

	Yes
	Yes
	Yes
	Yes – 43 Weeks & PSUWA Add Wk
	6.40
	



	Part B - 42 Week Employee

	PSUWA Additional Week 
	Additional Week of Hours (Part time only)
	Annualisation Election
	Annualisation %
	Election  (Select one)

	Yes
	No
	No
	N/A
	

	Yes
	Yes
	No
	N/A
	

	Election to Annualise – Permanent Only

	No
	No
	Yes – 42 Weeks
	10.54
	

	Yes
	No
	Yes – 43 Weeks
	8.46
	

	Yes
	Yes
	Yes – 43 Weeks & PSUWA Add Wk
	6.40
	



	Part C – 42 Week Full-Time School Admin

	43rd Week of Employment
	PSUWA Additional 
Week 
	Annualisation Election
	Annualisation %
	Election  (Select one)

	Yes
	No
	No
	N/A
	

	Yes
	Yes
	No
	N/A
	

	Election to Annualise – Permanent Only

	No
	No
	Yes – 42 Weeks
	10.54
	

	Yes
	No
	Yes – 43 Weeks
	8.46
	

	Yes
	Yes
	Yes – 43 Weeks & PSUWA Add Wk
	6.40
	



	Part D – No Additional Entitlements or Annualisation

	Please select this option if you do not wish to elect for any additional entitlements or annualisation
	




	Registers - School Use Only

	Employee added to the elected register(s) in Employee Self Service (ESS) to enable tracking or payment options
	



	Approval

	Employee
	Principal/Manager

	Signature:
	Signature:

	Name:
	Name:

	Position Title:
	Position Title:

	Date:
	Date:

	 
	Provide a completed copy to the employee when signed by both parties
	 
	File one copy at the work location
	 
	Forward signed form to HR Payroll for processing

	HR Payroll Use Only

	 Processed	HR Payroll Officer:	Date:	


	Personal Information Protection Statement

	Personal information will be collected from you through this form for obtaining employee related details and will be used by the Department for Education, Children and Young People (DECYP) for processing your overtime claim and other purposes permitted by the State Service Act 2000 and regulations and directions made by or under the Act. Failure to provide this information may result in the department being unable to process your form. Personal information will be managed in accordance with the Personal Information Protection Act 2004 and may be accessed by the individual to whom it relates on request to DECYP. You may be charged a fee for this service. You can obtain a copy of the Department’s Personal Information Protection Policy on request to People Services and Support at HR.General@decyp.tas.gov.au or at http://www.education.tas.gov.au/Students/schools-colleges/policies/Pages/Personal-Information-Protection-and-Your-Right-to-Information.aspx 
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