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When to Rehire or Add a Relationship Instance

This document explains when you should Rehire an Employment/POI Instance, and when you should add a Concurrent Instance. 

These Hire/Rehire rules exist to ensure that:

· Staff and Scholars are taxed correctly

· People with more than one paid relationship receive Payment Summaries in the correct format at the end of the Financial Year.
A person will have a “Person Organisation Summary” which will show all associations a person has with ANU in the HR System. 

You should check the Person Organisation Summary prior to rehiring, adding an employment instance or adding a POI instance.

Navigate to: Main Menu>Workforce Administration>Personal Information>Person Organisation Summary
Review the existing POI & EMPL Instances a person has, and follow the process-guide below, in order to determine how to proceed. 
Organisational Relationships

The HR system differentiates between Employees (EMPs) and Persons of Interest (POI). 
	Employee Record
	Recorded against “Job Data” (EMP)
All Employees will have Job Data records, and an Employment Instance (EMPL Record Number) in the HR System. 
	Hire/Rehire Rules apply

	POI Record 


	Recorded against “Job Data” (POI)
Some Persons of Interest will have POI Instances recorded against Job Data. These include: 

· Scholars

· Workflow Supervisors


	Hire/Rehire Rules apply

	POI Relationship


	Recorded against “Maintain a POI Relationship”

Most Persons Of Interest records in the HR System are Persons of Interest Relationships (VaHa’s), which are not recorded against Job Data, and do not create a POI Instance. 
These VaHa/POI Relationships are typically entered via the VaHa eForm. 


	Rehire/Hire rules are not applicable as no hiring takes place. 

Please refer to VaHa documentation


I want to give someone a job…
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I want to give someone a POI record…
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I want to give someone a POI relationship that does not have a Job record attached…

	Raise a Visiting and Honorary Appointment (VaHA) nomination via eForm (https://eforms.anu.edu.au) 


	Page 2
	Updated:2013


Page 3
	Updated 2013
	



[image: image3.png][image: image4.png]