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Request for Banking Staffing Adjustment
Send to: Resourcing@education.govt.nz
	School information 

	School name
	
	School no. 
	

	Contact email
	

	Teacher Details 

	Name
	

	MoE Number
	
	Job Number
	

	Reason for Request

	Issue Type
	☐ Ministry Adjustment – Where usage has been incorrectly applied e.g. overpayments and holiday pay capping

	
	☐ Costing Adjustment – Where payments have been made from the wrong funding code e.g. study awards and retrospective funding code changes. This does not include day relievers. They are approved on a discretionary basis therefore a reason for the change is required. Further details are below.

	Affected Pay Periods
	

	Issue Description 

	


	Authorised Signatory Declaration 

	I have included the required documents for this request: 
	☐ evidence supporting reason for adjustment including overpayment letter or coding notice (for Study Awards and Principal Sabbaticals) if applicable 


	 I confirm that information on this form, to the best of my knowledge, is true and correct in every particular.   

	Principal Name 
	

	Principal Signature 
	
	Date
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Banking Staffing Adjustment Form
Send form to: resourcing@education.govt.nz 
Extra Information
	Costing Adjustments  

	The ministry can approve a costing adjustment that occurred more than 2 pay periods ago when an error has occurred. These requests are approved on a discretionary basis and there are limits that apply to any retrospective changes:
· a payroll office made an error interpreting a board’s instruction
· a board identifies an error and requests an adjustment by the second pay period after the error
· the change relates to a study award or sabbatical
· retrospective adjustments cannot be processed during the balancing period as this affects the compilation of your board’s annual accounts
· funding code changes relating to backdated pay settlements will not be approved.
Costing Adjustments will not be approved for day relievers or additional hours (APTAH or PPTAH).
Costing Adjustments within 2 pay periods need to be requested via EdPay. 
All costing adjustments (funding code changes) must be requested before the last Friday of November. Requests received after this date cannot be processed. 

	Ministry Adjustments  

	The ministry can action a banking staffing adjustment when your school’s banking staffing has been incorrectly charged. This includes overpayments and holiday pay capping. 
For overpayments, please include the letter from EdPay detailing the overpayment, signed by the teacher.



