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OPC Non-SES EA 2016-2019

82 Long service leave

The entitlement to long service leave is provided for under the Long Service Leave
{Commonwealth Employees) Act 1976. Leave will only be granted for a mimimum period of
7 consecutive calendar days at full pay or 14 calendar days at half pay. Long service leave
cannot be broken with other periods of leave, except as otherwise provided by legislation.

OPC SES EA 2016-2019

APSC LSL training notes:
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LSL training notes (2019)

Calculating LSL Credits

All recognised periods of eligible service are to be treated as if all service was with the
gaining agency. Periods of eligible service are combined in order to determine the LSL
entitlement. Any LSL taken or paid out in lieu with previous employers is then deducted from

the calculated entitlement.
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Calculating Years of Service

LSL accrues at the rate of three-tenths (3/10) of a month (or 9 days) for each full year of
service. This rate of accrual applies regardless of whether service is part-time of full-time.

The formula to calculate an employee’s LSL entitlement is:
Completed years of service x 3/10 (or 0.3) months = months of LSL
Example
10 completed years of service x 0.3 = 3 months LSL credit
11 completed years of service x 0.3 = 3.3 months LSL credit
12 completed years of service x 0.3 = 3.6 months LSL credit
13 completed years of service x 0.3 = 3.9 months LSL credit

14 completed years of service x 0.3 = 4.2 months LSL credit
15 completed years of service x 0.3 = 4.5 months LSL credit

Any LSL already taken or paid in lieu is then deducted from the result to give the
current LSL entitlement

APS Payroll Training — Prior Service — 2019:

LSL

All full and part-time service with eligible employers may be recognised for LSL purposes.
The maximum break in service allowed by the LSL Act between periods of eligible service is
12 months, except in a few rare exceptions.

Establishing the LSL Credit

All recognised periods of eligible service are to be treated as if all service was with the
gaining agency. Periods of eligible service are aggregated in order to determine the LSL
entitlement. Any LSL taken with previous employers is then deducted from the calculated

entitlement.

Employees who have received a payment in lieu of LSL on cessation from a previous
employer are treated as though the corresponding period of LSL was actually taken as leave.

LWOPNTCAS defers the LSL accrual date. Most agencies only defer once the period/s of
LWOP total more than 30 days per calendar year.

All unauthorised absences (e.g. strikes) defer the LSL accrual date.
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Excerpt from DAFF recognition of prior service form:
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The Guide — APS Conditions of Prior service for LSL - 1996:

2. Considerations in recognising prior
service

(21)  Where an employee has prior service with a recognised organisation, any
service which that organisation may have recognised for the purposes of their own
LSL legislation is not necessarily recognised as service for the purposes of the
LSL Act. LSL credits are not carried across from recognised organisations to the
Commaonwealth. Instead, each period of prior service which is recognised is
treated as if it were Commonwealth service, and the LSL credit is calculated on

this basis.

(2.2)  Where an employee has taken LSL during a period of recognised prior
service, or has received payment in lieu, their credits falling due under the
provisions of the LSL Act are adjusted accordingly.
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LSL Act 1976 — Section 10 — Meaning of employment in Govt Service

10 Meaning of employment in Government Service

(1) Subject to this section. a person shall. for the purposes of this Act,
be taken to be employed in Government Service if the person 1s
employed by the Commonwealth, whether he or she is so0
emploved under a law or under a contract of service or
apprenticeship and whether he or she is employed in a full-time or
i1 a part-time capacity.

LSL Act 1976 — Section 11 — Period of Service & Section 12 — continuity of Service:

Page 7



DISR - released under the FOI Act FOI LEX 74574 - Document 1

Section 11

11 Period of service

(1) Subject to this Act. the period of service of an employee for the
purposes of this Act 1s the period durning which he or she has been
employed continuously in Government Service.

(2) Where, prior to his or her current period of employment in
Government Service_ an employee was employed continuously i1
(a) any service of a State;
(b) any service of an authority of a State;
(c) the Public Service of a Terntory. the ACT teaching service,
or the Teaching Service of the Northern Terntory;

(ca) any service of an authority of the Northern Ternitory. not
being emplovment at a time when the authority was a public
authonty of the Commonwealth;

(cb) any service of an authonty of the Australian Capital
Territory, not being employment at a time when the authority
was a public authonity of the Commonwealth:

(d) any service of an authority established or constiuted by or
under a law of an external Terntory;
(e) the Public Service of the former Termtory of Nauru; or

(f) other relevant service;
and the period for which he or she was so employed was
continuous with his or her current period of employment. his or her
period of service for the purposes of this Act mncludes, subject to
this Act. the peniod for which he or she was so employed.

(3) Where an employee has been employed:
(a) in 2 or more of the services referred to in paragraphs (2)(a).
(b). (c). (ca). (d). (e) and () or
(b} in 1 or more of those services and, at any time prior to his or
her current period of employment. in Government Service;
and the peniods for which he or she was so employed are
continuous with one another and with his or her cumrent period of
employment, the sum of these peniods of employment shall, subject
to this Act, be mcluded 1n lus or her peniod of service for the

purposes of this Act.
Long Service Lamve (Commonwealth Emplayses) der 1078 13
Compilation Mo 18 Compilation date- 1/7/16 Ragistered: 157716
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Section 12

(4) The period of service of an employee does not mclude any period
during which:

(a) he or she was or is employed 1 a qualifying service i an
honorary capacity and was not or is not also employed mna
qualifying service m some other capacity. not being
employment in respect of which he or she was or 1s
remunerated by fees, allowances or commussion only; or

(b) he or she was or 1s remunerated. in respect of employment in
a qualifying service, by fees. allowances or comnussion only
and was not or 1s not remunerated in respect of other
employment 1n a qualifying service i some other manner.

(5) For the purposes of paragraph (2)(f). employment:

(a) as a member of the Defence Force;

(b) as a person holding an office. or emploved. under the Reserve
Bank Act 19359 or the Commonwealth Banks Act 1959 or

(c) outside Australia as a person appointed or engaged by the
Commeonwealth after the commencement of this Act for
employment outside Australia only;

shall be deemed to be employment in other relevant service.

12 Continuity of service

(1) Where a person 1s, or has been, absent. without the approval of his
or her employer, from his or her employment in a qualifying
service, otherwise than for a continuous period of more than 12
months, the continuity of the employment of the person in that
service shall be deemed not to be_ or to have been. broken by that
absence, but the person shall be deemed, for the purposes of this
Act. not to be, or to have been. employed in that service dunng the
pernod of the absence.

(2) For the purposes of this Act. a person shall be deemed not to break.
or to have broken. the continuity of hus or her emplovment in a
qualifying service by reason of hus or her being or having been:

(a) on leave of absence with pay or part pay; or

14 Long Service Lamve (Commonwealth Emplovees) Aot 1076
Compilation Ne. 18 Compilation date: 1/7/16 Registered: 15/7/16
9
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Section 12

(b) on leave of absence without pay;
and. subject to subsections (3) and (4). the person shall be deemed.

for the purposes of this Act. to have been employed in that service
during the period of the absence.

(3) Subject to subsection (4), where a person 1s or has been absent
from hus or her employment on leave of absence without pay (not
being leave of absence on account of 1llness or i respect of a
period of specified defence service referred to 1n subsection (10))
and the period during which he or she 1s or was so absent would.
but for this subsection. be included m his or her peniod of service,
the period during which he or she is or was absent on that leave
does not form part of is or her period of service for the purposes
of this Act:

(a) unless a chief executive officer, or the person who granted
the leave, determined (otherwise than under this Act). etther
at the time of the grant or at a later ttme_ that the period of
absence be included in the person’s period of service for the
purpose of the granting of long service leave; or

(b) unless the approving authonty deternmnes under this Act that
the period dunng which he or she 1s or was so absent be
included n his or her period of service for the purposes of
this Act.

(4) Where a person is or has been absent from his or her employment
m Govermment Service on leave granted for the purpose of
enabling him or her to occupy an executive office as provided
subsection (11):

(a) the peniod of the absence shall be reckoned as part of lus or
her period of service for the purpose of deternuming whether
a provision of this Act that applies only to and in relation to
employees whose periods of service are at least 1 vear or 10
wears, as the case may be, applies to and m relation to him or
her; and

(b) the person shall be deemed not to have been emploved in that
service dunng the period of absence for any other purpose.

Long Service Lagve {Commomwealth Employees) Aer 1076 13
Compalation No. 18 Compalation date: 1/7/16 Regstered: 157716
10
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Section 12

(5) Where a continuous period of employment of a personina
qualifying service has commenced after, but not more than 12
months after, the expiration of a continuous pertod of previous
employment of the person in a qualifying service, those periods of
employment shall. for the purposes of this Act. be deemed to be
continuous with one another.

(6) For the purposes of subsection (3), where a person, having ceased
to be employed in a qualifying service, has undertaken a course of
full-time training:

(a) under a scheme established by the Commonwealth for the

tratning of persons who have served in the Defence Force; or

() under a prescribed training scheme;
before resuming emplovment in a qualifying service, the
resumption of his or her employment in a qualifiying service shall
be deemed to have occurred not more than 12 months after he or
she ceased to be so emploved if the period between his or her
ceasing to be so emploved and the resumption of that employment,
less the period of his or her course of full-time training under that
scheme_ does not exceed 12 months.

(7) Where a continuous period of employment of a person in a service,
being Government Service or a service referred to in
paragraph 11(2)(c). (d). (¢) or (£). has commenced after, but not
immmediately after, the expiration of a continuous period of
previous employment of the person i such a service, those periods
of employment shall, for the purposes of this Act, be deemed to be
continuous with one another 1f the approving authority 1s satisfied
that:
(a) the ternunation of his or her employment at the expiration of
that period of previous employment was due to 1ll-health; and
(b) the commencement of that first-mentioned period of
employment occurred not more than 12 months after his or
her health became so restored as to enable lum or her to
perform duties of a kand that were suitable to be performed
by him or her having regard to the duties performed by him
or her immediately before the expiration of that peniod of

previous employment.
1d Long Service Lamve (Commemwealth Employees) Act 1076
Compilation Mo 18 Compalation date: 1/7/16 Registered: 1577716
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Section 12

(8) Where:

(a) a contimous period of emplovment of a person in a service,
being a service referred to in paragraph 11(2)(a) or (b), has
commenced after, but not immediately after, the expiration of
a continuous period of previous employment of the person 1n
a service, being Government Service or a service referred to
in paragraph 11(2)(c). (d). (¢) or (f): or

(b) a continmous period of employment of a personin a
qualifying service has commenced after. but not immediately
after, the expiration of a continuous period of previous
employment of the person in a service referred to 1n
paragraph 11(2)(a) or (b):

those periods of employment referred to in paragraph (a) or (b) of
this subsection, whichever 1s applicable, shall, for the purposes of
this Act. be deemed to be continuous with one another if the
approving authority 1s satisfied that:

(c) the termunation of his or her emplovment at the expiration of
that period of previous employment was due to 1ll-health;

(d) the person was. due to his or her 1ll-health, unemploved for a
penod immediately following the expiration of that peniod of
previous emplovment; and

(e) the commencement of the period of employment
first- mentioned in paragraph (a) or (b), whichever 15
applicable. occurred not more than 12 months after the
expiration of the period of unemplovment referred to in
paragraph (d).

(9) A person shall not be deemed, for the purposes of this Act, to have
been emploved in a qualifying service during a period that would.
but for subsection (3). (6). (7) or (8). have broken the continuity of

lus or her service.

(10) For the purposes of subsection (3). a person shall be taken to have
been absent in respect of a period of specified defence service if he
or she was. during that period, serving:

(a) on continuous full-time service in the Reserves (within the
meaning of the Defence Act 1903); or

Long Service Laave (Commonwealth Employees) Acr 1076 17
Compalation No. 18 Compalation date: 1/7/16 Fegiztered: 157716
12
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(b) in a part of the Reserves for such a period as was fixed by or
in accordance with regulations in force under the Defence Act
1903 as m force at the relevant tume; or

(c) on national service.

{(11) For the purposes of subsection (4), an employee shall be taken to
occupy an executive office if and only ift
(a) the employee 1s an officer or employee, within the meaning
of the Fair Work {Registered Organisations) Act 2009, of an
orgamsation within the meaning of that Act; or
(b) he or she occupies an office that i1s a prescnibed office for the
purposes of this subsection;

and he or she 1s required to devote the whole of his or her time to
the duties of the office.

LSL Act 1976 - Section 18:

13
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Section 18

18 Calculation of long service leave credit

(1) For the purposes of sections 16 and 17:

(a) the long service leave credit of a category A employee on a
day is the period equal to the number of months ascertained
in accordance with the formmla:

3a

10
where:
a 15 the number of years comprised i the part of hus or her
period of service that accrued before the prescribed day; and
b is the number of months comprised in the period or the sum
of the periods of long service leave (if any) previously
granted to him or her;

(b) the long service leave credit related to the full-time service of
a category B emplovee on a day is the period equal to the
number of months ascertained m accordance with the
formula:

3c

10

where:

¢ 15 the number of vears comprnsed in a period equal to the
period, or the sum of the periods, of his or her employment in
a full-time capacity included in the part of Ius or her peniod
of service that accrued before the prescribed day; and

d 1s the number of months comprised in the period, or the
sum of the peniods. of long service leave (if any) previously
granted to lum or her 1n relation to his or her full-time
service; and

30 Long Service Leave (Commomvealth Employess) der 1976

Compalation No. 18 Compalation date: 1/7/16 Registered: 15/7/16
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Section 19

(c) the long service leave credit related to the pari-time service
of a category B employee on a day 1s the period equal to the
number of months ascertained in accordance with the
formmla:

3e

10
where:
¢ 1s the number of vears comprised in a period equal to the
pertod, or the sum of the periods, of hus or her employment in
a part-time capacity included in the part of his or her period
of service that accrued before the prescribed day; and
[f1s the number of months comprised in the period, or the
sum of the periods, of long service leave (if any) previously
granted to him or her in relation to his or her part-time

Service.

(2) Inthis section, prescribed day means:

(a) 1in relation to a long service leave credit of an employee on
the day on which he or she ceases to be an emplovee—the
day immediately following the last day of the last completed
month in the employee’s period of service ending on the day
on which he or she ceases to be an employee; or

(b) in relation to a long service leave credit of an employee on
any other dayv—the day immediately following the last day of
the last completed vear of service included in the emplovee’s
period of service ending on that other day.

19 Application of section 18

(1) Subject to subsection (2), in the application of section 18 to and in
relation to an employee:

(a) areference to a pertod of long service leave granted to him or
her 15 a reference to a period of long service leave granted to
him or her, whether before or after the commencement of thus
Act, under this Act or otherwise in respect of a peniod of lus

Long Service Leave (Commomweaith Employees) Acr 1076 3
Compilation No. 18 Compilation date: 1/7/16 Registered: 15/7/16
15
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Section 19

or her employvment that 1s mcluded 1n his or her period of
ServiCe;

(b) a reference to a period of long service leave granted to him or
her in relation to his or her full-time service is a reference to
a peniod of long service leave granted to him or her, whether
before or after the commencement of this Act, under this Act
or otherwise 1n respect of a period of employment in a
full-time capacity that 1s included in his or her period of
service; and

(c) a reference to a period of long service leave granted to him or
her 1n relation to his or her part-time service 1s a reference to
a period of long service leave granted to him or her, whether
before or after the commencement of this Act, under this Act
or otherwise in respect of a period of emplovment in a
part-time capacity that 1s included in his or her period of
SETVICE.

(2) Inthe application of section 18. to and in relation to an emplovee:

(a) if the emplovee has been granted long service leave on half
salary under thus Act or otherwise 1n respect of a peniod of his
or her employvment included in his or her period of service
for the purposes of this Act, the peniod of that leave shall be
deemed to have been a peniod equal to half that period;

(b) if the approving authority 1s satisfied that long service leave
that was granted to the employee otherwise than under thas
Act, under any of the Acts repealed by this Act or under the
Public Service Act 1922 i respect of a period of employment
included in his or her period of service for the purposes of
this Act was not granted to him or her on full salary or half
salary having regard to the terms and conditions of the
employment, the peniod of that long service leave shall be
deemed to have been such a period as 1s determined by the
approving authority to be the period of long service leave that
the employee would have been granted in respect of that
employment if he or she had been granted long service leave
on full salary;

(c) if the emplovee has been paid an amount under this Act,
under any of the Acts repealed by this Act or under

32 Long Service Laave (Commemwealth Employess) Act 1076
Compilation Mo. 18 Compilation date: 1/7/16 Registered: 15/7/16
16

Page 16



DISR - released under the FOI Act FOI LEX 74574 - Document 1

Section 20

section 54C, 73. 74, 75A 81K or 81V of the Public Service
Act 1922 in respect of a period of employment in a full-time
capacity, or in respect of a peried of employment 1n a
part-time capacity, that 15 included in his or her period of
service for the purposes of this Act, the emplovee shall be
deemed to have been granted, on the day on which that
payment was made to him or her, a period of long service
leave in relation to his or her full-time service or to his or her
part-time service, as the case may be. equal to the period of
long service leave on full salary 1n relation to which that
pavment was made to him or her; and

(d) if the emplovee has. in circumstances that are similar to the
circumstances in which an amount 1s payable to an employee
under section 16 or 17, been paid an amount otherwise than
under this Act or a section of the Public Service Act 1922
referred to in paragraph (c) 1n respect of a period of
employment 1n a full-time capacity, or in respect of a period
of employment in a part-time capacity, that 1s included in his
or her period of service for the purposes of this Act, the
employee shall be deemed to have been granted. on the day
on which that payment was made to him or her, such a period
of long service leave in relation to his or her full-time service
or in relation to his or her part-time service, as the case may
be, as 15 deternuned by the approving authority to be equal to
the period of his or her employment in respect of which that
payment represented full salary.

17
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Australian Taxation & Payroll Training — Taxation Seminar — Section 3 — National Industrial System —
Fair Work

3.14 Long Service Leave

HEW S0UTH WALES

Sensce requiremeant 10 years - 56667 whs. Further & years - 4.3333 whs.

Pro-rata LSL after : 5 years

Conditions for pro-rata of Pro-rata only applies if employes:

leawe = terminates due to @ness, incapacity or domestic or other pressing necessity.

+ s dismissed for any reason except senous and wilful misconduct.
= termination results from death of employee.
Pro-rata calculation is based on total service (Years, Months and Days)

Can it be cashed out No
Caloulating amaount to be Ordinary pay is calculated as the higher of:
paid » Ordinary pay for the last pay period prior to leave being taken, and
= Average weekly ordinary rate of pay eamed during the previous 5 years.
Additional Motes:
= Ordinary pay does not include payments made in respect of shift work, overtime or other
penalty Etes.

Work-related allowances which are skill related, (e.g. beading hand allowance, site
alowance, first aid allowance) are incleded in the ordinary pay. Expense allowances, (e.g
car allowance, meal allowance. living away from home allowance ) are not included n the
calculation of ordinany pay.
= Bonuses and commissions received by the employee are averaged over the previous 12
maonths (or averaged ower the previous five years if the fiwe year average pay rate is usad)
and added to the weekly rate used to calculate the leave payment. However, boruses
pand to workers who are otherwise paid in excess of $1562.000 annually are not included.
Ordinary pay for employees who are paid other than in relation o a fixed pay rate, will be
the higher of their average weeldy wape eamed during the pricr 12 months or 5 years
prior to the leave being taken.
Calculation is based on total service (Years, Months and Days) up to 15 years, and on
completed years of service thereafter.
For employee who does not have fixed weekly hours, the calculation is :
Dayof L5L=_A

=

where—
A is the higher of—

- the awerage weelkly number of hours worked by the worker during the period of 12
maonths ending cn the date immediately preceding the date on which the worker enters
long senvice leave, or

- the awerage weekly number of hours worked by the worker during the pericd of 5 years
ending on the date immediately preceding the date on which the worker enters long
senice leave, and

B is the average number of days worked weekly by the worker during the period used for

calcudating A
When to pay on temmination The amount is to be paid immediately on temmination of employment.
Calculating amounts for Where weekly hours are not foced.
casual employess Where there are no fixed normal number of weekly howrs under the employment contract,

the normal weekly number of hours is the higher of the average weekly member of hours
worked by the employee during the period of 12 menths or 5 years
hitps:www. industrialrelations nsw.gov am‘errgcﬁ'snhﬁw-emnnygr-eiﬁewah long-senvi

eave-fag
When and how should long Employer must allow an employee to take LSL as soon as practicable after it has become
senice leave be taken due, taking mto account the needs of the business. The taking of L5L can be postponed o a

Iater date if both the employee and employer agree. It can be taken in one continwous period
of lzave or, if the employee and employer agree, the worker taking long service leave, either
n advance or accrued, in pericds of not less than 1 day. Where the worker agrees, the

employer can give the employes less than 1 months' notice fo take their long sendice leave.

L5L extended by a public Pubfic Holiday — Yes  Personal Leave — The discretion rests with the emiployer.

hofiday or personal leave

Continuity of service for long | Leave continues to acerue during

senice leave remains if = the absence of a worker under the terms of their ermployment

absence or disrupfion is due | = e absence of a worker due to Biness or injury.

to: Service is unbroken but is not counted as qualfying senvice during:
» industrial disputes
» slackness of trade
» agreed unpaid leave of absence
= if an employes is terminated and is re-employed within two months
= where an employer dismisses an employes 1o avoid long senvice leave entitiernents
= parental leawe.

Taxation Seminar Section 3 — The National Industrial System — Fair Work  Page 133
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hitps-ifwww indusinialrelations. nsw.gov. aulemploversnsw-employer-essentalslong-senvice-
leave-entilement-naw’

VICTORLA

Senvice requirement T years — 1/80% of employee’s period of contnuous senvice
Pro-rata LSL after : T years

Conditions for pro-rata of MiA

leave

Can it be cashed out Mo

Can it be taken in advance | Yes

Calcadating amount to be
pand

Total number of weeks” employment divided by 80 and multiplied by the ordinary weekly rate

of pay at the time the leave is taken or employment ceases.

Crrdinary pay includes:

= cash value of any board or lodging that the employes receves from his or her employer and
casual loadings.

= Mon-discretionary cormmissions and regular bonuses (for example, those based on sales
targets) may be counted as part of ordinary pay if they are nouded in e employee’s oral
or written contract of employment. Both will b= averaged ower the precading 12 months, five
years, or over their entire period of employment, whichever is greater.

= |t does not include expendable alowances e.g. tool allowance, car allowance (car used for
Work purposes).

= |t generally does not inchude overtime and penalty rates (such as shift allowance or
weekend penalties).

Perieds of employment will include but are not limited to:

= Paid leave (excludng paid sick leave in excess of 48 weeks per year taken prior to
1/11/2018)

= Unpaid leave taken prior to 1/11/2018 {excluding all unpaid parental keave and unpaid sick
leave in excess of 48 wesks per year).

= Al paid and unpaid sick leave taken after 1/11/2013

= Al other unpaid leave taken after 17112018 up o a maxamum of 52 weeks, including unpaid
parental leave. Note: Unpaid leave in excess of 52 weeks taken in accordance with a
relevant employment agreement will be included.

= Transfer'sale of business

= Any penod of apprenticeship where the employee enters into an employment contract with
the same employer within 52 weeks of completion of the apprenticeship. Note — Unpaid
parental leawe will not be included whers the applicable period occumed before1 Movember
2018.

‘When to pay on termination

The amount is to be paid in full on the final day of employment.

Caleadating amounts fior
casuals or employee with
o fixed hours or hours
which have changed.

‘Where ne weekly numbser of howrs are fixed or the weekly hours are fized but have changed in

the prior 104 weeks then an employee’s normal weekly hours will be the greater of:

= MNumber of howrs of work (incl paid leave) in prior 52 weeks divided by the 52 weeks less
any unpaid keave taken, or

= Mumiber of howrs of work [incl paid leave) in prior 250 wesks divided by the 260 wesks less
any unpaid beave taken, or

= MNumber of howrs of work over the employment (ind paid leave) divided by total nurmber of
weeks of ernployment less any unpaid leave.

Where the ‘ondinary time rate of pay’ is not fieed, it will be determined by calculating the

greatest of:

= the average weskly rate eamed by the employees in the 52 weeks mmediately before the
employee starts long service leave

= the average weskly rate eamed by the employees in the 280 weeks [§ years) immediately
before the employee starts long senvice leave

= the average weskly rate eamed by the empdoyee during the employee’s entire period of
contnuous employment with the employer immediately before the employee starts long
senvice leave.

When and how should long
senvice leave be taken

An employes may make a request to the employer to take long senvice leave for a penod of
not bess than 1 day. The employee alse has the night o request o take the leave at half pay.
An ermployer may only reject these requests if there are reasonable business grounds to do
s, An employer may direct an employee o take leave by giving at least 12 wesks' written
naotice. If the employee does not want: to take their leave at the time nominated by the
employer, they can apply to the Industrial Division of the Magistrates” Court.

LSL extended by public
holiday or personal leave

Public Holiday — Yes  Personal Leawve — The discretion rests with the employer.

Page 140
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VICTORIA

Continuity of senvice for
long service leave remains
if absence or disruption is
due fo:

FOI LEX 74574 - Document 1

Paid or unpaid parental leave (other than a casual or seasonal employee). Paid or unpaid
leawe for a casual or seasonal employee that is not longer than 104 weeks (2 years),

Leawve on account of njury or iliness
Any leave that is provided for in the employment contract,
A casual or seasonal employes being absent for more than 12 weeks and:
- Agreement is made be employee and employer, or
Absence is due to terms of engagement, or
Absence due o seasonal factors, or
Employee has been employed on a regular and systematic basis and the employes has
a reasonable expectation of being re-engaged by the employer
Ermployer atternpting to avoid LSL obligations.

Emiployer terminates or resigns employment for any ofher reason and employee is rehired
within 12 weeks.

The transfer of businessfassets.
Emiployee is stood down due to breakdown of machinery or equipment or stoppage of work.

Apprentice - Where an employee has entered into 3 contract of employment within 52
weeks of the employee completing ther apprenticeship with that employer, the period of the

Website

employee’s apprenticeship shall be taken into account in asceraining the perod of senice.

Senice requirement

AUST CAPITAL TERRITORY

Tyrs — 15 month for each year of service

Pro-rata LSL after:

5 years

Conditions for pro-rata of Pro-rata only applies if employes:
leavs = temminates due toillness, incapacity or domestic or other pressing necessity.
» has reached retirement age,
= is dismissed for any reason except serious and wilful misconduct or death.
Pro-rata calculation is based on years and months of service.
Can it be cashed out Legislation is silent on the matter
Calbculating amount to be Amount equivalent to the ordinary remuneration the employes would have received in
paid respect of the pericd of leave if he or she had not taken the leave including:

» salary or wages payable to the employes; and

= allowances in respect of skill, qualifications, board and lodging; and
= @ bonus, performance pay or incentive scheme and coMMISSons.
When paying out the calculation is based on years of service only.

¥When to pay on termination

The amount is to be paid as soon as possible after termination

Caleulating amounts fior
casual part time employees

Mudtiply the average number of hours worked each week by the employes during the period
of 12 months immediately preceding the day on which the employee became entifled to the
leawe by the ondinary remunerafion of the employee on that day.

Special conditions apply to an employes who ceases to be full-ime and becomes part-time or
casual within a peried of two years immediately before the date on which hedshe becomes
entitled to long senvice leave. In these creumstances adding the previous five years' salary
and dividing the total by five shall attain the employee’s ordinary remuneration.

¥When and how should long
service leave be taken

The employer shall grant leng senice leave to the employee as soon as practicable after the
leawe has accnued at a tme agreed betwesn the parties. If an agreement cannot be reached
the employer shall gve the employes notice in writing that leave must be taken after G0 days
from the date of the notice. The time and manner of taking long senice leave should be
agreed between the employer and employee. Where agreement can't be reached, the
ermpioyer can - with at least three months wetten notice - require an employee to take at least
fiowr weeks long senvice leave.

L5L extended by a public
holiday or personal leawve

Public Holiday — Yes  Personal Leave — The discretion rests with the employer.

Caontinuity of senvice for long
senvice leave remains f

= Employer terminates employment for slackness of rade and employee is rehired within 8
months.

» Employer terminates employment for any other reason and employes is rehired within 2
mionths.

Website

hitp: Mwww. legislation.act gov.aw'a BT8-27 camentipdf 1 B76-27 . pdf

Service requirement

WESTERN AUSTRALIA

10 years — 3 273 wiks. Further 5 years = 4 13wks.
Mote: transitional rules apply f employee commenced prior to 4 July 2006.

Pro-rata LSL after

T years

Taxation Seminar
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WESTERN AUSTRALIA

Conditions for pro-rata of
leave

FOI LEX 74574 - Document 1

Pro-rata payable on termination unkess employment is terminated for serious misconduct.
The pro-rata L5L payment must be paid for all gualifying service, not just completed years.
Pro-rata calculation is based on total service (Years, Months and Days)

Can it be cashed out

Yes — if the employer and employee agres for the employee to receive adeguate benefitin
Beu of the LSL entifement and the agreement is in writing.

Calculating amount to be
pand

The ordinary rate of pay does not include shift premiums, owertime, penalty rates
alowances, or the Fke. but does include bonuses and commissions

Ordinary pay for an employes who is employed on pieces rates, commission or any system
of payment by results is the average rate eamed by the employee during the prewious 12
months. When paying out LSL after 10 years of service the calculation is based on
whole years of service only.

When to pay on termination

Time of payment is in line with award or industrial instrument.

Calcadating amounts for
casual' part tme employees

The ordinary rate of pay for the average number of hours worked over the qualifying pericd
Peniods wihere no hours were worked will therefore be taken into accownt when caleulating
the ordinary pay.

When and how should long
sennce leave be taken

Employers and ermpfoyees will b2 able to agree on leave being taken for any peried — 2., in
single days. An employee will also be able to request that an employer grant them:

= 3 penod of long semvice leave on half pay; or

= 3 peniod of long semvice leave on dowble pay.

An employer will not b= obligated 1o agree to a request to take long service leave in a flexble
manner.

L5L extendsd by a public
holiday or personal leave

Pubdic Holiday — Yes  Pemsonal Leave — The discretion rests with the employer.

Continuity of service for long
sennce leave remains if:

Emgloyer terminates for any reason and employee is rehired within 2 manths. If the
employee enters into a contract of employment within 52 weeks of completing an
apprenticeship, the peried of the apprenticeship is counted as continuous service

Websie

https:/iwww commerce wa.govaulabour-relationslong-senvice-leave-0

Service requirement 10 years = B.66 weeks further Syrs = 4.33 weeks
Casuals are only entitled if they have worked consistently at least 32 howrs in each 4 week
cycle across their penod of senvice

Prorata LSL after : 7 years

Conditions for pro-rata of lkeave | Pro-rata only applies whers:

= Employer terminates employes (unless due to serious and wilful misconduct)
= Employee attains retirement age (Males 65, fernales §0),

» Due to employee iliness.

= Employee resigns due to incapacity or 'domestic or other pressing necessity
Pro-rata calcufation is based on tofal service (Years, Months and Days)

Can it be cashed out

Yes — by agreement between employee and employer.

Calcaudating amount to be paid

It's based on cument ordinary weekly rate of pay. If commission is paid itis based on the
average weekly remuneration received (ncluding commission) over the three months
mmediately prior to the commencement of leave. Doss not include overtime, bonus
payments, and certain allowances. When paying out the calculation s based on total
senvice (Years, Months and Days)

When to pay on termination

Must be paid as soon as practically possible.

holiday or personal leave

Calculating amounts for Ordinary pay is calculated using the average number of howrs worked over the 12 months

casual' part bme employees mmediately prior to the commencement of leave

When should long service Long senvice leave may be taken after an employes has established an enttlement to

lzave be taken leave. |t cannot be taken in advance. An employer may grant the leave on application. An
application may be either a werbal or weitten request. In considering the request, the
employer is entiled to have regard to the needs of the business. Long senvice leave must
e taken in one penod unless the employer and employes have agreed that it will be taken
n bwo periods.

LSL extendsd by a public Public Holiday — Yes

Personal Leave — The discretion rests with the employer as to whether the employes may
‘extend’ the granted period of LSL by a peniod equivalent to the personal leave

Continuity of service for long
senice leave remains if:

= Employer terminates employment for slackness of trade and employee is rehired within
G months

= Employer terminates employment for any other reason and employee is rehired within 3
maonths.

Websie hitp-ifworksafe tas.gov.au’  data’assets/pdf file/D008238775/Guide to long senvice lea
ve pdf
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Senvice requirement 10 years = 13 wesks each additional year = 1.3 weeks

Pro-rata L5L afier - T years

Conditions for pro-rata of leawe | Pro-rata applies on temmination of ermployment by either the employer or employes or the
employee has passed away. it 5 not payable on termination f dsmissal is due to sericus
and wilful misconduct or if employee terminates unlawfully.

The pro-rata LSL payment is only paid for completed years of service.

Can it be cashed out Yes — if written agreement between employee and employer is entered into after

10 years of service

Calculating amount to be paid | Generally, long senvice leave is paid at the ordinary weekly wage a worker is entitled to
immediately before going on leave, or at the time of employment termination. It will incude
abowe-award payments for work in ordinary time. but not overtime, shift premiums or
penalty rates. If it's a payrnent in beu at the time of employment terrmination it must be paid
mmediateky.

If a worker is paid by commission/bonus, piece rates or another system of payment-by-
result. then their ordinary weekly wage is calculated by averaging ther weekly eamings
over the 12 months immediately before taking leave or the time of employment fermination.
Periods of unpaid leave are not induded as senvice except where the unpaid leave derves
from an absence of the worker from work on account of illness or injury.

When paying out the calculation is based on completed years of service.

Calculating amounts for If a worker's weelkdy hours changed during all or some of the three years immediately
casual’ part ime employees preceding a payment for long service leave, then their ordinary weekly wage is calculated
by averaging the mumber of hours worked per week in that period of theee years, and
multiphying that result by the worker's hourfy rate at the time of taking leave or employment
termination.
Treatment of unpaid leave for casual workers

] ™ ;
Any unpaid sick leave counts towards senvice. if 3 worker is granted leave in accordance
with their employment contract (e.g. Christmas shutdown or holiday penods), the weeks of
absence count towards service and are ncluded in the 3 year averaging period.
These weeks are recorded with zero hours if they were unpaid weeks.
Unpaid leave that does not count towards senice
Excluding the abowe mentioned unpaid leave. any full week where a worker has taken
unpaid leave (therefore zem hours worked during that week) or was receiving workers
compensation, these weeks do not count as senvice. These week of unpaid leave will need
o be made up in crder to reach the reguired 10 years of continuous senvice (7 years pro-
rata). The weeks of unpaid leave are removed from the calculation and replaced by a

working week
When to pay on termination If it's a payment in ey at the time of employment termination it must be paid immediatsly.
¥When and how should long The employer showld give a worker at least 80 days of notice of the date from which leave
sarvice leave be taken is o be taken. The Long Senvice Leave should be taken in one continuous pericd, but if an
employer and their worker agree. separate periods can be taken.
LSL extended by a public Public Holiday — Mo
holiday or personal leave Personal Leave — The discretion rests with the employer as to whether the employes may

‘extend’ the granted period of LSL by a penod equivalent to the personal leave
Continuity of senvice for long = Employer terminates employrment for slackness of trade and employee is rehired at any

senvice leave remains f time in e future.

= Employer terminates employment for any other reason and employee is rehired within 2
maonths.

Website

GQUEENSLAND

Senvice requirement 10 years - 8 6667 wks. Further 5 years = 4 3333 wks. At 15 years — access 35 accrued
Note: transitional nies apply if employes commenced prior to 3 June 2001

Pro-rata LSL after T years

Conditions for pro-rata of leawve | Pro-rata only apolies

=+ Employee terminates due to @ness, incapacity or domestic or other pressing necessity

= [Employer terminabes employes (unless due to employees conduct. capacity or
performance).

= Employee s unfairdy dismissed.

» Death of the employee

Pro-rata calculation is based on total service (Years, Months and Days)

Can it be cashed out Yes — if permitted under an award/agreement or by application to the commission.
Tanation Seminar Section 3 — The Mational Industrial System — Fair Work Pape 143
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Calcudating amount to be paid

FOI LEX 74574 - Document 1

Current ordinary weekly rate. Does not include owvertime or penalty rates.

Alsa includes the total commission payable to the employee in the 1 year before the leave
is taken divided by 52.178 and multplied by the number of weeks leave for which payment
is being made

When paying out the calculation is based on total service (Years, Months and Days)

When to pay on termination

It must be paid within 3 days of termination.

Caleadating amounts for
casuall part tme employess

Divide the total ordinary howrs worked durning the peniod of service by 52 and multiplying
this amount by 83867710 (8.5567 weeks L5L is due after 10 years' senice).

When and how should long
senice leave be taken

The time and manner of taking long service leave should be agreed between the employer
and empdoyee. Where agreement can't be reached, the employer can - with at least three
manths written notice - require an employes to take at kkast four weeks long senvice leave.

senvice leave remains if:

L5L extended by a public Public Holiday — Yes  Personal Leave — The discretion rests with the employer.
hofiday or personal leave
Continuity of senvice for long » Employer terminates employment for slackness of trade and employes is rehired at any

time in the future

» Employer or employee terminates employment for any other reason and employes is
rehired within 3 months.

Websie

hittps{fwwen. business. gld.gov. aumunning-busness/employing'employee-rightslong-senvice-
leave

NORTHERN TERRITORY

Service requirement 10 wears = 13 weeks further 5 years = §.5wks
Pro-rata L5L after: T years
Conditions for pro-rata of leave | Pro-rata only applies if

« Employse has reached retrement ape,

» Employer terminates employes (unless due to senous misconduct)

= Employee terminates due to iliness, ncapacity or domestic or other pressing necessity
of such a nature as o justify so c2asing to be an employee

The pro-rata LSL payment is only paid for completed years of service. For over ten

years of service, LSL paid out on termination is based on every additional five years

of completed service.

Can it be cashed out

Mo

Calculating amount to be paid

Generally, calculated using the curment rate of pay and the average number of hours per

week worked. Where an employee is remunerated partly by pay and partly by comemission,

the total ordinary pay and the commission payable to the employee during the year shall be

added together. Ordinary remuneration incudes the following types of payments:

= an ower-award payment, industry allowance, leading hand alowance, skill or gualfication
allowance or senvice grant;

= any amaunts payable to the employee under a bonus or incentive scheme, being
amounts usually paid to the employee

= any amounts for board and bodgings

Does not include overtime, penalty rates, dstrict allowance, site allowance eic

When paying out the calculation is based on completed years of service. For over

ten years of service, LSL paid out on termination is based on every additional five

years of completed service

When to pay on termination

Where an employee ceases for any reason, except death, e employer is to pay the
amount as soon as practicable after termination. In the case of death must be paid to the
personal representative as soon as practicable and no later than 12 months after death.

Calcudating amounts for
casual part tme employees

Divide total amount of paid to the employee (excluding owvertime worked, district allowance
site allowance, climatic allbwance or penalty rates), by the total number of hours, other
than howrs of owertime, worked by the employes during the year of continuous service

When and how should long
senice leave be taken

Usually the time for using leave is by mutual agreement between employee and employer,
howewer the employer can require the employee to take their long senvice kkave
entitlement, but tey must give the employee 2 months' notice. Leawve should nomally be
taken in one continuous period unless agreed by the employee and employer. in which
case it cannot be taken in more than 3 separate periods of not less than £ weeks each.

L5L extended by a public
hofiday or personal leave

Public Holiday — Mo Personal Leave — The discretion rests with the employer

Continuity of service for long
senvice leave remains if:

+ Employer tierminates employment for slackness of trade and employes is rehired at
anytime in the future.

= Employer or employee terminates employment for any other reason and employee is
rehired within 2 menths.

Websie

https-iint. gov. aulemployfor-employess-in-ntholidsys-and-leavelong-senvice deave
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1 Background

An employee’s service history, previously known as period of service, refers to an employee’s continuous
service in the APS, state or local government service or any other recognised Commonwealth entity. Accuracy
is key for service history, as this impacts calculations for:

e Long Service Leave (LSL) entitlements
e  Final entitlements on termination
e Leave Liability for transfers

2 Purpose

A File Audit is a manual rebuild of an employee’s service history, which is then compared to Aurion. This aims
to verify that Aurion Service History is accurate. The following are the key requirements that may impact
service history:

e  Prior service

e Breaksin service

e Long Service Leave taken or paid out

e Changes in employment status i.e. between full time and part time or changes in part time hours
e Any leave Not To Count As Services (NTCAS), both paid or unpaid.

File audits are mandatory in the following scenarios:

e When an employee transfers in from another Department
e  When an employee has more than 9 years of service
e Where an employee has had any of the following during their service
o Leave Without Pay (LWOP)
o Leave Not To Count As Service (NTCAS)
o Maternity Leave
o Changed Hours i.e. part-time
e  When an employee applies for Long Service Leave
e When an employee receives a Voluntary Redundancy or other ETP payment type
e  Onreturn from LWOP including Maternity leave

File audits conducted by the Department are stored on Content Manager and should be the start point for a
further File audit, post any of the scenarios above.

3 Procedure steps

3.1 Obtain Employee Records

1. Open Content Manager

2. Locate Employee File

3. Obtain all employee records before continuing, missing records will result in erroneous results
a. The file details will indicate if there are multiple records. This does not apply to CDPP.
b. Contact Information Management for paper files, see Process Guide — Information

Management.

4. Key employee records required:
a. Letter of Offer (commencement paperwork)
b. External Prior Service Recognition

FSS-SOP-PAY-028 - Process Guide - File Audit

Page 3



DISR - released under the FOI Act FOI LEX 74574 - Document 2

For Official Use Only

Profile Report / Uptake Report

Emails

Previous file audit conducted by The Department
Documentation supporting (emails, PDFs)

- o a 0

i. Change in employment status
ii. Breaks in Service
iii. Leave deemed NTCAS
iv. LSL taken
v. LSL paidin lieu

3.2 Build Employee Service History

There are four key steps when building the service history, that determine when the LSL entitlement:

e Build Service History including breaks in service

e Input any leave takings Not To Count As Service (NTCAS)
e Input the LSL accrual information

e Input any LSL takings or payments in lieu

1. Open File Audit Record and Quick Guide, located on docHub
Save to: J > Corporate > Business Functions > Human Resources > Pay & Conditions > Checklist YY-YY >
File Audits

3. Name: SURNAME, First name — AGENCY — File Audit dd.mm.yy

4. If applicable, update with previous File Audit data. This is for employees who have had a previous file
audit conducted by The Department.

5. Update Employee Details generally from commencement paperwork

a. Employee Name

b. AGS

c. Department

d. Commence Dept

e. Commence LSL — this is the first day to start accruing LSL

For Official Use Only

I I e :
SR T, ASSTRAn Soverament Shared
i *  Department of Industry, Science, Se FViCES

Energy and Resources

File Audit Record and Quick Guide

AGS

Commence Dept plSSlT|Selepi] Commence LSL pRsS=laspley i

6. Update Service History generally from commencement paperwork and cessation paperwork, across

Department [RIE=

all recognised commonwealth Entities.
a. Input oldest recognised service at the top. Data required:
i. Record Type — each employment type requires a new row i.e. full time, part time or
break in service
ii. Agency / Details — input relevant agency or break in service
iii. Period From
iv. Period To

FSS-SOP-PAY-028 - Process Guide - File Audit
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v. HPW/Days — each change of hours will require a new row. Input days if break in
service
b. Input in chronological order, until the most recent recognised service at the bottom

Service History Details

Record Type Agency / Details Period HPW / Days
Full Time ARMY 16-Feb-2015 P~ 02-Feb-2021 37:30
Full Time Attornry-General's Dept 03-Feb-2021()9 11-Nov-2021 37:30
Full Time Defence 12-Nov-2021/p 11-Jul-2022 37:30
Full Time DISER 12-Jul-2022 & to 37:30

01-Jan-1900 to

7. Investigate all gaps in dates
a. Date from, is expected to be the day after the previous row
b. Input any breaks in service
c. Ensure no gaps before continuing
d. Long Service Leave Details auto populate based on this information. Notional LSL Accrual is
when the employee is entitled to their LSL i.e. 10 years after commencing in the APS,
assuming no breaks in service.

Long Service Leave Details

Long Service Leave Commencement 21-Jan-2010 [Notional Long Service Leave Accrual| 21-Jan-2020

8. Update Long Service Leave Deferral Details across all recognised commonwealth Entities.
a. Inputoldest LSL deferral at the top. Do not input leave to count as service. Data required:
i. Deferral Type —each deferral type requires a new row i.e. Break in Service, LWOP
(NTCAS), Maternity Leave (NTCAS)
ii. Period From
iii. Period To
iv. Comments

‘

Long Service Leave Deferral Details

Deferral Type Period Calendar Comments
Days
Maternity/Parental Leave NTCAS 26-Jun-2006 to 01-Oct-2006 98 Maternty Lve (paid) NTCAS
Maternity/Parental Leave NTCAS 02-0ct-2006 to 30-Sep-2007 364 Maternity LWOP NTCAS
to 0

b. Input in chronological order, until the most recent LSL deferral at the bottom
c. Long Service Leave Entitlement will auto populate
i. Input As At Last Yearly Accrual Date when the most recent accrual occurred. i.e.
this will be the last completed full year of service. This may fall on a weekend.
d. Notional LSL Accrual will be impacted by any LSL deferral

FSS-SOP-PAY-028 - Process Guide - File Audit
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3.2.1 Long Service Leave — Entitlements Payable

Payment of LSL is likely when an employee is approaching 10 years of service. To determine the current LSL
entitlement, additional details are required including LSL accruals and LSL leave takings.

1. Calculate Long Service Leave Accruals based on the employees service history and any deferrals. 10
years or less will have Accrual #1 only. Each year over 10 years will require a new accrual row.
a. Input accrual information, up to 10 years. Data required:
i. Accrual # - starting at 1, input sequentially

ii. Year/s— of recognised service, up to 10

iii. + Days—input LSL deferred days during the relevant period

iv. Deferral Comments — input comment aligning with details listed above

v. FULL Time Long Service Leave Split —input full time service in years and whole
months for LSL purposes

vi. PART Time Long Service Leave Split — input part time service in years and whole
months for LSL purposes

FSS-SOP-PAY-028 - Process Guide - File Audit
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b. If applicable, repeat for employee entire service history.

Long Service Leave Accrual/s

Accrual # Period Year/s + Days Defferal Comments
1 '04-Feb-2002  to'10-May-2013 462 Mat Leave NTCAS
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 2 7000 my/ 81.00 Accrual: 0.3000 my 500 d
Service: g v & 0 Service: 1 v & 0 m
Accrual # Period Yearfs + Days Defferal Comments
2 "11-May-2013 to'10-May-2014 ] Nil
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 03000 m/ 900 Accrual: 00000 m/ 0.00 d
Service: 1 y & 0 Service: 0 y & 0 m
Accrual # Period Year/s + Days Defferal Comments
3 "11-May-2014 to'10-May-2015 o Nil
FULL Time Long Service Leawve Split PART Time Long Service Leave Split
Accrual: 0.3000 mf 9.00 d Accrual: 0.0000 m/ 0.00 d
Service: 1 W& ] m Service: 0 V& 0 m

2. Long Service Leave Accrual Total for All Service will auto populate

3. Is applicable, terminating employees who have recognised service of over 10 years, are required to
have their final LSL accrual prorated, as they will not receive the accrual for the full year.
a. Input months for the final LSL accrual, otherwise follow above guidance
b. Pro Rata Long Service Leave Accrual Total for All Service will auto populate

Final Pro Rata (If Applicable)

Months + Days

1

Pro Rata Period Defferal Comments

"11-May-2020 to'10-May-2020

FULL Time Long Service Leave Split PART Time Long Service Leave Split

Accrual: 0.0000 my 0.00 d Accrual: 0.0000 m/ 0.00 d

Service: v & m Service: y & m

5.1000 m/ 153.00 d

d Part Time Split: 03000 m/ 9.00 d

Rata Long Service Leave Accrual Total for All Service:

Full Time Split: 48000 m/ 14400

FSS-SOP-PAY-028 - Process Guide - File Audit
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4. Update Full Time Long Service Leave Takings and Part Time Long Service Leave Takings. Ensure to
include Payment in Lieu of LSL.

a. Input oldest LSL taking at the top. Ensure full time or part time recorded as applicable. Data
required:
i. Date From
ii. DateTo
iii. Payment Rate
iv. Comments
b. Repeat for all LSL leave takings

FSS-SOP-PAY-028 - Process Guide - File Audit
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c. File Audit Summary will now auto populate

5. Save the completed File Audit to: J > Corporate > Business Functions > Human Resources > Pay &
Conditions > Checklist YY-YY > File Audits

3.3 Aurion Check and Update Where Required

Once the Employee Service History has been built, and Long Service Leave entitlements calculated, this is
checked to Aurion to ensure accuracy. The following Aurion components impact LSL entitlements:
e  Service History including all Breaks in Service
e Leave Without Pay including at prior employment
Original Date Commenced, this must match LSL Commencement Date
Long Service Leave accruals
Full Time and Part Time split, including any adjustments if required
Leave Takings

Logon to Aurion

Search for the Employee

Navigate to Payroll > Service History

Check Service History including Break in Service to File Audit, check:
a. Agency

A

b. Date From
c. DateTo
d. Hours per Week
5. Check Service History does not include any Leave Without Pay
a. If so, delete Leave Without Pay from Service History
b. Navigate to Payroll > Employee Leave > Leave > Leave Occurrences
c. Select Add
d. Input relevant information
i. Select Leave Time Code as relevant NTCAS code
ii. Full/Part Days
iii. Date From

FSS-SOP-PAY-028 - Process Guide - File Audit
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Date To

v. Payment (number of calendar days taken)
e. Select Save

f. Repeat for all Leave without Pay erroneously captured as service history.

iv.

Leave Occurrences e L v AvVE?
7
Coxwrwce 7 Voage Deiedy Gty From Oele To owrs Cayn Comrmety et
WO NTCAS PIEEXNTE DNOV-IEE TN 30900 Fie AcSt Complted DONMYYYY - 292 calmde dayw LWOR NTCAS
?
Leave Occurrence Detail ar
EC‘I Chack FEST LI Detes
6 Leews Tppe LD Unead Leave
Lmme Code LVOR NOTAS - |
Tumrant Days | 7t 1 Coturrence Tyse  Taung
Dase from ] sirmnens |2+ Prepac ]
e Tof 23ncva 4 Progunt Pesund 1o
Bepere Dutes o i Process Period 280003000
Days Mo Moy ARl
Paarce o 2 N - na
B PR
B g
Enlarerce - Approwsl lnstes {
Povai rareged . o Aaphted
Comemants ] rie Asdt Completed DAY VY - 252 calender Seps LWOP NTCAS 8
Crested 104000008 1503 By Thepwst
LAAT Upauted  11ALG-2005 15 0 &8 L e

6. |If applicable, update Service History or Break in Service. Note the current service history line must
match the current work pattern.

a. Select Delete on the erroneous service history or break in service

WAYNE, Bruce ( A (234.23456)

Service History List

b. Select Add and input

i.
ii.
iii.
iv.
V.
Vi.
vii.
viii.
ix.

Date From

Date To

Org Code

Organisation
Attendance Type
Hours/Week
Days/Week

Full Time Hours/ Week
Work Pattern

c. Select Save

FSS-SOP-PAY-028 - Process Guide - File Audit
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d. |If applicable, repeat
Service History Detail

P—

Date From 01.S£2.2012 To 14.0CT-2012

Reason To

Organisation Code BREAK Break in Service
Organisation Break b Service 44 cal days

Full Time HoursWeek 37.30.00

DaysWeek 500 07-30:00

Start Break
End Break
End | [ [
Work Hours 0730 0730 0730 0730 | 0730

7. If break in service updated, check leave to ensure break in service has not been erroneously
processed as leave.
a. Navigate to Payroll > Employee Leave > Leave

b. Select first NTCAS Leave Type, multiple leave types may require checking
c. Select Leave Occurrence
d. Check leave to ensure break in service not erroneously recorded as leave
e. Iferroneous
i. SelectDelete
ii. Checkin Service History as per above
iii. If applicable - Add to Service History as per above
Leave Types WAYNL, Bruce [ A (234.23456) v ‘ Q g ?
nao | ootte| [Prodettumen | B BUR e
Leave Tyoe Takings Creaes Detits Balence Mours Batance Deys Stedus ~

11
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8. Check Leave to ensure all leave without pay captured, including from previous employment.

a. Navigate to Payroll > Employee Leave > Leave

b. Select first NTCAS Leave Type, multiple leave types may require checking

c. Select Leave Occurrence

d. Check leave to ensure all Leave Without Pay captured, including from previous employment.
e. If applicable — Add Leave Without Pay as per Processing Guide — Generic Leave

9. Check LSL Commencement Date to File Audit

a.

b.

Navigate to Payroll > Manage Employee status > Key Dates & Payroll
Check Original Date Commenced matches LSL Commencement Date.

Manage Employee Status

Ky Dunss & Poyvot | Work Pottern Watory  Hodickay Group Wetory  Wark Pamarn § Award

Guastacon OMY
Employment Type | B Ougeng Erghyes
Atterdance Typs | FULL FalTre
Opersave St OF Openiwe

o Bemambar Teemmate

1uAR I
DUe ADprOVEd | 13-UAR-IE1E
Do Termmamated

trploe St [Acte

15.0CT 3812

Status E¥ective | 12MAR 2010

Woars par Visek | 373040

Stewdod Hrs MonTr1 [
Doy par Vieek €00
Hos Phork Pamern [ Sinee | 12a0aR2010

Pl Time Mours per Week 37000
Full Time Canteabart 1 08
fvg Wours par Gy 073608

Woek Pattam
Currem P Frem | 12-UAR28Y
Work Fam Mn T Wed TR i S

" o S e Week
week | 1 o[t | (930 (0n30 | (20 | (0730 | [ome &l

c. If not, update Original Date Commenced

Manage Key Dates & Payroll Settings
Questacon ONL
Emprorment Type | PTRM Ongeng Empoyes
Attengance Wpe FuLL Ful Teme
Operative Status |02 Opentive
Oate Commenzed | 124AR.2¢18 2
Date Approved | 12-UAR-2016 Contract Expiry Date
Status EFective  12.MARI016
Full Time Mewrs per Week | 57306
Full Trme Equivalent 150
<10 AvoMours ser Day 67 2025
Mas Work Patiern [ Since |12.MAR.29%6
Work Pattom
Current WP From | 1:-WAR-2116
Work Pactarn Moo Toe  Wes Thu Fri Set  Son  StenWeek
ween 1 ot 3 (o736 | [or.% | [er. 30 | (o730 | (o7 v
Fertoemance Agreement  aspranal Exchuge From seports [ )
Enterprise Agreement
Learve Detadts
Use Awrion Leave [V Administer Leave From |12.MAR2016
Award 10111 One neovates Ongoey
Moiday Group | ACT Al
Payrdl Detais
Use Awion 2 Acmenister Payrol From | 12-MAR-2016
Papment ype  Eacepton Suspend Pay [
Py Cotiy w0 Departmnt o/ mavatry
Pay Brasch 552 rauery
Pay Point | 66000 €5 Auren
Ratar Coda f Epate Raains
St
Nominated Cass
Accept | Cancel

10. Process LSL Accruals to match the File Audit.
a. Navigate to Payroll > Employee Leave > Accrual Control

b. Select Long Service Leave Full Time as the leave type
c. If applicable — Check if the Accrual Control Detail, if erroneous this must be deleted prior to

amendment.

i.
ii.
iii.
iv.
V.
Vi.

Navigate to Payroll > Employee Leave > Leave
Select Long Service Leave Full Time

Select Occurrences

Select erroneous Accrual

Select Delete

Repeat for all erroneous Accruals

12
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Leave Occurrences

Occurrences

Oceurrance / U2sgs Dstails Dats From Dats To Occurrence Hours Days Commants
tLong Service Accrual i 26-JUL-2022  26-JUL-2022  Accrual 67.30 8.00 Generated by Overnight

d. Add Accrual Control Details for Long Service Leave Full Time
i. Navigate to Payroll > Employee Leave > Accrual Control
ii. Select Long Service Leave Full Time as the leave type
iii. Input Date Commenced as per the file audit Accrual #1
iv. Input Date From and Date To as per the file audit Accrual #1
Note Date To may be the deferred LSL accrual Date
v. Note Number is 1, aligning with Accrual #1
vi. Select Save
vii. Select Apply Accrual
viii. Select Yes
e. Repeat for all LSL accruals as per File Audit
i. Each accrual will have a number, ensures this aligns to the File Audit accrual #
f. Repeat for Long Service Leave Part Time
Note: if no entitlement for full time or part time LSL, accrual must still be applied for both LSL

types.

Accrual Control bl Ll

. .. Process Cpmens ow & Actwe
o (Setect Osten) cevme Active and Inactive

Accrusl States Confemed Lesve Losdng Percest
Award 1010 One Pacvanon Ongong

2 MAR IO
12 MAR G
12MAR D94
TIMAR-20VE

Accrual Control Detail

EWMWW
5 6

Acerual Siatus Confrmed Lesve Losding Percest
Aweed 1D One Pecvmon Crgong
Loave Adrmimnistered From |2.uAR 208

Lowve Type L5 L 0Ag Sarvce Labve
o-utm ” Upnciatsry Unage Date
-
Accrusl Conml
Date From Dase To
Bewt Acer b
Oonmnu:auw.xu Waanoos ] 3. wember 1
Previoes Accrus’ Amcunt
Ind Lant Accrust Amcunt
Edts Erforced
Add Permised Service Chach &
Balance Chech Occurrence MasMin Mut
Tabrgs Manimen Checs Time Code Manimem Chech
Tume Code (achncns
Mesnaod -
Payrront Adunt Override Accreal Days
Corosted 292002000 141043 By TBezwat
Last Updated 292002000 "6 1543 By TSeown)

11. Check the LSL Accruals to the File Audit, once all the accruals have been updated. While the accruals
have been input as per above, the split between Full Time and Part Time may not match, if so two
adjustments are required. This occurs as Aurion calculates LSL to the day, while entitlements are
rounded to the nearest whole month.

a. Navigate to Payroll > Employee Leave > Leave

13
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Select Long Service Leave Full Time
Select Occurrences
Check Long Service Accruals match relevant accruals on the File Audit

a0 T

Calculate any variance i.e. the difference between the File Audit and Aurion
i. Manually total all accrual occurrences with a calculator
ii. Compare the total to the File Audit
iii. Determine if accrual is over or under stated.
Note if it is understated, we credit the employee the additional amount owing. If
overstated we debit the employee.

Full Time Credit Part Time

Aurion Accrual 29.70 days 60.30 days

Accrual Calculation 24.00 days 66.00 days

Difference -5.70 days +5.70 days

Action Debit adjustment for Credit adjustment for
5.70 days 5.70 days

Adj its should be on same day as accrual with the comment “File

Audit DDIMMIYYY - correct FT/PT Split (PT 66.00 d, FT 24.00 d)°

f.  If applicable — Process an adjustment
i. Select Add
ii. Select Time Code Long Service Credit Adj or Long Service Debit Adj as appliable
iii. Input Date From and Date To as the date the erroneous accrual was applied. This
date will be the same for both.

iv. Input the variance in balance days
v. Select Save

g. Repeat for LSL Part Time, ensuring the opposite time code is selected.

i.e. if debited from Full Time, Part Time must be credited.

Leave Occurrence Detail

Cancel | Check FT/PT LSL Dates

Leave Type [SL Long Service Leave

Time Code [SLCAD Long Service Credit Adj I

Occurrence Type |Adjustment

Date From  28-0CT-2023 [sat Prepaid [ ]
Date To 28-0CT-2023 Sat Prepaid Period To
ResU DU Process Period | 03-NOV-2023
Days Hours Multiplier Adjusted
Balance 0.34 ' 233 X 1.0000 = 2:33
aymen n/a na X na = n/a
Reason
Reference Approval Status
Prearranged [ ] Preapproved [] Document Sighted [ ]
Comments

12. Check LSL Takings to the File Audit
a. Navigate to Payroll > Employee Leave > Leave
Select Long Service Leave as the leave type
Select Leave Occurrences
Check LSL takings and LSL in lieu match File Audit
Repeat for all LSL takings, both full time and part time

a0 T

14
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f.  If applicable, update LSL taking
i. Select full pay or half pay. Note for historical leave entered at half pay, ensure the

balance entered is the number of calendar days, as Aurion calculates the half
payment rate.

ii. Select Add

iii. Input Timecode, Full/Part Days, Date From, Date To, Occurrence Type and
Comments

iv. Select Save

v. Repeat for all LSL takings and LSL in lieu updates required. Note LSL Paid is Lieu will
be a debit adjustment.

Leave Occurrence Detail

E Cancel| Check FT/PT LSL Dates

Leave Type LSL Long Service Leave

I Time Code || 512 ILong Service Half Pay

Full/Part Days Fyl Occurrence T Takin
Date From | 04.APR-2022 Mon repai
Date To |22_APR-2022 Fri Prepaid Period To
T Process Period | 13-APR-2022

Days Hours Multiplier Adjusted
Balance 19.00 14230, X 0.5000 = 71:15
Payment 15.00 1230, X 0.5000 = 56:15
Reason
Reference Approval Status
Prearranged [ | Preapproved [ Document Sighted [ ]

Comments | approval on file I

13. Check the LSL balance agrees to File Audit total once all Aurion adjustments have been made.
a. Navigate to Payroll > Employee Leave > Leave

b. Check Long Service Leave and Long Service Leave Part Time balance days agrees to the File
Audit
c. If not, review and amend where required.

14. If applicable - Submit to supervisor for checking, via email including J drive link
15. Save all documentation to Content Manager

4 Calculations

4.1 Long Service Leave Accrual Calculations

Long Service Leave (LSL) is calculated consistently across agencies, in line with Long Service Leave
(Commonwealth Employees) Act. Note: Some MDBA employees may vary as they are under the Long Service
Leave Act (ACT Government Service). Refer to Process Guide - Long Service Leave MDBA ACT.

When an employee reaches 10 years of service they are entitled to 3 months of LSL. As such LSL accrues at the
rate of three-tenths of a month for each full year of service, which applied to both part time and full time. This
calculates to 9 days a year or 0.75 days per month.

LSL entitlement in months = Complete years of service x 0.3

For LSL purposes a month is 30 days regardless of how many days are in the month. Therefore, part months
are multiplied by 30 to give balance in days.

15
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LSL entitlement in days = LSL entitlement in months x 30 days
3.4 months x 30 days = 102 days LSL entitlement (3 months and 12 days)

Part Time employees

Part time calculations require calculation for each service period, i.e. any change in hours requires a separate
calculation. The results are then combined to determine the total accrual. Employees who have part time and
full time service are calculated based on number of months completed for each period of service.

Partial Months
Where partial months are performed, period is rounded up to nearest whole completed month for the most
recent period of service i.e.

e 4 yearsand 2 months and 15 days of full-time service becomes 4 years and 3 months of full time
service

e 5years and 9 months and 15 days of part-time service becomes 5 years and 9 months of part time
service.

Example

An employee has 4 years and 3 months of full-time service, and 5 years and 9 months of part-time service
LSL entitlement in months = Complete years of service x 0.3

(4 years x0.3) + (3 months / 12 months x 0.3)

1.2 months +0.075 months = 1.275 months of LSL entitlements

LSL entitlement in days = LSL entitlement in months x 30 days
1.275 months x 30 days = 38.25 days of LSL entitlements

The employee is entitled to 38.25 days of Full Time LSL

LSL entitlement in months = Complete years of service x 0.3
(5 years x0.3) + (9 months / 12 months x 0.3)
1.5 months + 0.225 months = 1.725 months of LSL entitlements

LSL entitlement in days = LSL entitlement in months x 30 days
1.725 months x 30 days = 51.75 days of LSL entitlements

The employee is entitled to 51.75 days of Part Time LSL

The total LSL entitlement is 90 days (38.25 full time LSL + 51.75 part time LSL)

Noting any LSL taken or paid in lieu, is subtracted from the LSL entitlement to determine the current balance.

5 Supporting Documentation

Documentation Location

File Audit Record and Quick ] ] ) )
Guide File Audit Record and Quick Guide

LSL legislation www.legislation.gov.au/Details/C2018C00097

https://dochub/div/corporate/businessfunctions/humanresources/payan
dconditions/docs/Forms/ByDocumentType.aspx

Training Material

16
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File Audit Record and Quick Guide

Name

Department [Ble@=3WY Commence LSL

Service History Details

Record Type Agency / Details Period HPW / Days
00-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to
01-Jan-1900 to

Prepared By
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Long Service Leave Details

Long Service Leave Commencement | 00-Jan-1900 |Notional Long Service Leave Accrual | 31-Dec-1909 |

Long Service Leave Deferral Details

Deferral Type Period Calendar Comments
Days

—
e}
O O O O O O O O o o o o o o o o o

TOTAL Deferral 0

Deferred LSL Commencement  |00-Jan-1500 Deferred Long Service Leave Accrual[31-Dec-1909 |

Long Service Leave Accrual Date|31 Dec |

As At Last Yearly Accrual Date| |

Completed Years of Service| 0 |

Long Service Leave Entitlement 0.0000 months/ 0.00 days

Prepared By n
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Long Service Leave Accrual/s

Accrual # Period Year/s + Days Deferral Comments
1 00-Jan-1900 to 30-Dec-1909 10
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00
Service: y & m Service: y &
Accrual # Period Year/s + Days Deferral Comments
31-Dec-1909 to 30-Dec-1909
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00
Service: y & m Service: y &
Accrual # Period Year/s + Days Deferral Comments
31-Dec-1909 to 30-Dec-1909
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00
Service: y & m Service: y &
Accrual # Period Year/s + Days Deferral Comments
31-Dec-1909 to 30-Dec-1909
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00
Service: y & m Service: y &
Accrual # Period Year/s + Days Deferral Comments
31-Dec-1909 to 30-Dec-1909
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00
Service: y & m Service: y &
Page 3 of 7 File Audit Record and Quick Guide
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Accrual # Period Year/s + Days Deferral Comments

31-Dec-1909 to 30-Dec-1909

FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m
Accrual # Period Year/s + Days Deferral Comments

31-Dec-1909 to 30-Dec-1909

FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m
Accrual # Period Year/s + Days Deferral Comments

31-Dec-1909 to 30-Dec-1909

FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m
Accrual # Period Year/s + Days Deferral Comments

31-Dec-1909 to 30-Dec-1909

Full Time Long Service Leave Split Part Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m
Accrual # Period Year/s + Days Deferral Comments

31-Dec-1909 to 30-Dec-1909

FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m

Long Service Leave Accrual Total for All Service: 0.0000 m/ 0.00 d
Full Time Split: 0.0000 m/ 0.00 d Part Time Split: 0.0000 m/ 0.00 d

Prepared By n
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Pro Rata for Payment in Lieu (If Applicable)

Period Years & Months + Days Defferal Comments
to #NUM!
FULL Time Long Service Leave Split PART Time Long Service Leave Split
Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
Service: y & m Service: y & m

Pro Rata Long Service Leave Accrual Total for All Service: 0.0000 m/ 000 d
Full Time Split: 0.0000 m/ 0.00 d Part Time Split: 0.0000 m/ 0.00 d

Prepared By n
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Long Service Leave Balances

Full Time Long Service Leave

Full Time Long Service Leave Takings

Period Cal. Days Payment Rate LSL Days Comments
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00

Full Time Long Service Leave Balance

In Months In Days
Credit 0.0000 0.00
Takings 0.0000 0.00
Balance 0.0000 0.00

Part Time Long Service Leave

Part Time Long Service Leave Takings

Period Cal. Days Payment Rate LSL Days Comments
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00
to 0 0.00

Part Time Long Service Leave Balance

In Months In Days
Credit 0.0000 0.00
Takings 0.0000 0.00
Balance 0.0000 0.00

Prepared By n

Page 6 of 7 File Audit Record and Quick Guide

Page 6



DISR - released under the FOI Act FOI LEX 74574 - Document 3

For Official Use Only

File Audit Quick Guide and Summary

Name 0

Department [Ble@=3WY Commence Dept 00-Jan-1900 (006]0 3] 1a[=To[o=NISYI OO-Jan-1900

Quick Guide

Identified all employee files - Record Numbers:

Hard copy files requested: Hard copy files received:

All identified employee files reviewed for documents relating to:

e Service history (Full time service, part time service and breaks in service)

® Leave not to count as service (NTCAS) and long service leave (LSL)

Calculated Long Service Leave Accruals:

e Accounted for impacts on each accrual (Leave NTCAS, breaks in service, full / part time splits)

e Final pro-rata calculated (if applicable)

Checked File Audit against employee's Aurion records and updated Aurion/File Audit as required

Update Extra Details field with last file Audit Date

File Audit Summary
LSL Accrual Date 31-Dec Deferred Long Service Leave Accrual 31-Dec-1909
Completed Years of Service 0 As At Last Yearly Accrual Date  00-Jan-1900

Long Service Leave Accrual Total

0.0000 months / 0.00 days
Full Time Split: 0.0000 m/ 0.00 d Part Time Split: 0.0000 m/ 0.00 d

Long Service Leave Accrual Total with Pro Rata (If Applicable)

0.0000 months / 0.00 days
Full Time Split: 0.0000 m/ 0.00 d Part Time Split: 0.0000 m/ 0.00 d

Long Service Leave Balances

Full Time Balance: Part Time Balance:
0.0000 m/ 0.00 d 0.0000 m/ 0.00 d
Prepared By Date
Checked By* Date
*|f Applicable
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Payroll Services

Standard Operating Procedure and Supporting
Information

Long Service Leave

Document Number: FSS-SOP-PAY-036
Difficulty: 3

Interdependencies: File Audit, Prior Service, Generic Leave.

Document version control

Version Date Author Tester Approved by Description (changes or updates made)
01 | 220523 |#N@O SOP Creation
1.0 12.07.23 T.Handcock Approved
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1 Background

Long Service Leave (LSL) is a national workplace entitlement that most long serving employees, including
casuals, are eligible for. Employees are entitled to LSL in accordance with the Long Service Leave
(Commonwealth Employees) Act 1976. An employee accrues three calendar months’ LSL after 10 years’
service, and nine calendar days each year thereafter.

Note: MDBA employees may be under Long Service Leave Act 1976, in which an employee accrues 6.066
weeks after 7 years' continuous service.

Due to the inherent complexities regarding Long Service Leave, it is expected that the appropriate Long Service
Leave training has been completed and is assumed knowledge.

2 Purpose

Processing of LSL takings is outlined in this Process Guide. There are generally four LSL taking types:

e  Full Time, full pay

e  Full Time, half pay
e Part Time, full pay
e  PartTime, half pay

A File Audit is required prior to processing LSL, this ensures that service history is accurate. Service history
drives the Long Service Leave entitlements, including breaks in service, prior LSL taken / paid, changes in
employment status and leave Not To Count As Services (NTCAS).

The File Audit includes calculation of the Long Service Leave entitlements, for calculation of LSL see Process
Guide — File Audit.

Note: LSL entitlements are split into Full Time and Part Time as per Long Service Leave (Commonwealth
Employees) Act 1976.

3 Procedure steps

LSL requests are made via Employee Self Service (ESS) or Service Now / Email. Request via ESS flow
automatically into Aurion, while ServiceNow / Email request require manual action.

3.1 Long Service Leave Takings
Part Time LSL takings have additional requirements, if the request is for Part Time LSL ensure these are
actioned.

3.1.1 Employee Self Service Requests
1. Navigate to ESS
2. Input Username and Password and select Sign in

3. Navigate to Mail and select the Long Service Leave request
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™| 35 wa |

s22(1)(a)ii)

4. Complete File Audit, see Process Guide - File Audit
5. If the request is for Part-time LSL — calculation of Part Time LSL is required, see Part Time LSL. This
does not apply to MDBA under the Long Service Leave Act 1976.
6. Save to Content Manager the ESS Form
a. On the form - right click
b. Save to PDF
c. Upload to Content Manager

7. Select Archive to clear the mail item. Manual data entry into Aurion is not required.

Message Details (2]

16/05/2023 16:38:1@
s22(1)(a)(ii)
Pay and Conditions
s22(1)(@)(ii)
Approved Long Serv cfom 28/06/2023 to 19/07/2023
Latest

ed by 522(1)(3Xii);r-'v»w--:'i- 16:38

rrom S22(1)(@)ii)i6-mav-2023 15:00. 1i Chris - looking to teke lesve to move into our new house (finsll

Jenene

o Do S2201)(@) (1) (expropes 1o 22NN opmcimtve Lover 5

23 to Wednesdey, 19 July 2023

Archive Jack

8. For future LSL — Update Resubmit Register for the pay the LSL is due, after completing the file audit
and any Part Time calculations.

3.1.2 ServiceNow / Email Requests
1. Navigate to the LSL request in ServiceNow or Email
Complete File Audit, see Process Guide - File Audit
For future LSL — Update Resubmit Register for the pay the LSL is due.
If the request is for Part-time LSL — calculation of Part Time LSL is required, see Part Time LSL. The

HwnN

employee will state if the request is for Part-time LSL.
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5. Navigate in Aurion to Payroll > Employee Leave > Leave

a.

Select Long Service Leave Full Time as the Leave Type

FOI LEX 74574 - Document 4

b. Select Occurrences

c. Select Add

Arusl Lesve
* Schedule of Hires and Changes ~
* APl Import g Lesve

* Start Employee kmport Flex
* Pay Records Omar Laave P
v Timesheets and Costing Ofer Loave Unpad

+ Timesheets and Costing Compassonate Leave

. Forms awve
* Pay Summary ramy Lesve
* Placements Famsy & Domesiis Vickenes Lo
* Senuce History "
v Entitlemant/ Package Details

* View Entitiements & Deductions

* Alowances Leave Occurrences

* Standing Deductions

Detals

Employee Leave

> I [ aaa || Adapaciom | | oetere

= Acc

* View Leave History v

Occurrence / Ussge Cetsis DsleFrom  Dste To Otcurrence Hows  Days Commsres
End of Year Processes
> Long Servies Ful Accrual -JANDIZI  O1-JAN023  Aconael 1023 138 Oeneraled by Accrual Control
New Starters Long Servica Ful Accrual O1JAN2I2  01-JAN-2022  Accnal 200 0.00 Gereraled by Accrual Cortrol
Long Service Pul Accrual O1UAN20Z1  01JAN-2021  Accnai $1201 8827 Geveraled by Sccrusl Cortol

Payrol Workbench
Personal Detadls

6. Input Leave Occurrence Details

a. Select Time Code
b. Select Full Pay or Half Pay as per application
c. Click Select
[ann Occurrences s22(1%axm
st | cccures |
M MR- ‘im'm(&w
Occurence / Usege Dete's. Dee From DeteTo o B '“' q . ?
A — 1
TmeCom  Dexrgton Oocwrence Tioe
areay Long Service Leave Open Bal CF A4y Adpestnert
o R R I e ] Adpeainecs
Long ServiceLeave kaf Pay Takng
Leave Occurrence Detail
Savr Cancel  Ohach ITPT LS Bales
Leave Type 55 Long Sevice Laave Full Tew
,E....,.. S
Oate From Propad
e ffoceonsiot ==
Dayn Mours  Uukplier Adgrind
Payment x
Resson
Reterence Appval Hates
Frearanged (1] Presproves [ Document sigMes )
Comments.
d. Input the Date From and Date To
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e. Select Save

Leave Occurrence Detail

Leave Type |SF Long Service Leave Ful Time

Time Code |SLF1 Long Service Leave Ful Pay

Occurrence Type  Taking

Date From 2z.uav20zs | [on Prepaid [
Date To  08-JUN-2023 Thu Prepaid Period To
Resume S | 09-JUN-2023 Fri Process Period  24-MAY-2023
Days Hours Multiplier Adjusted
Balance | 1800 | 13500 x [ 1odoo| = | 13500
Payment 14.00 105:00, X 1.0000| = 105:00
Reason
Reference Approval Status

Prearranged [ | Preapproved | | Document Sighted [

Comments

7. Save to Content Manager the Service Now / email request

3.2 Part Time LSL Takings — additional requirements
As per above guidance complete File Audit, prior to actioning the Part Time LSL request. Noting that
submission via ESS will automatically upload to Aurion.

1. Obtain from DocHub the Part Time Long Service Leave Payment Calculator

2. Save As SURNAME, First Name — AGENCY - LSL Part Time Calculator to a temporary file location

3. Input the employee’s Name and AGS on the PT LSL Hours Calculation Tab

t“lh \ Australian Government
g L v
I

 Ind

Q Shared Services Part Time Long Service Leave Hours Calculatiol

4. Calculate Average hours for total service
a. Navigate to Payroll > Service History to obtain required information

b. Input completed dates and hours per week. A new row is required for each change to Part

Time hours. No action is required for full time service. Input all Part time during hisotry

W weae (meaowe wa e o we
covomi_1s fant U s con commg | roars .
Service History List B . %

(T Tr——r——]
Task Search

Organaztion Management
Add | Deete  Copy

Total Hours.

226!

Position Location Cormarce Subtigs 2
howin Self Service a3 s
o £ F
Awerd DCCONS

i

5

Houraries
Dupuiee

B

5. Calculate Average hours for last 12 months

Page 6



DISR - released under the FOI Act

For Official Use Only

FOI LEX 74574 - Document 4

Copy & paste data input in Average hours for total service, for the last 12 months only.
Include the most recent 12 months of part-time service, this may span multiple years.
If less than 12 months Part Time — Input data for part time period only.

Last 12 Months of Part Time Service Calculation:

L
[
[
[
[

E
E .

]
|
|
1
] ] [Ceesa] [ oo ]

Total Service last 12 months | NSRRI hovs (NS veeks

Average hours for last 12 months [ 30 Jhours

6. Select Save
7. Select the PT LSL Payment tab
8. Input the employee’s Name, AGS and LSL Dates

A5

£ Shared Services

Part Time Long Service | eave Payment Calculation

MName
LSL Dates

Mete: Caleulater b o
caiculate what he employes should B4 paid Junng LSL pernds

9. Calculate Average Hours Per Day, within the Payment calculations section.

a.

b.
c.
d

ke used when ealculiting 7T LSL raies of pay. The enlcainior cam be sed for part pays and ful pays to cormecsy

Input Annual Salary, navigate to Payroll > Placements > Pay Scale History > View Increment
Input Agency’s full-time hours as a decimal, as per relevant Enterprise Agreement.

Input Current hours per week

Input Average hours per week, calculated on the previous tab

Payment Calculations

Fortnightly Salary: $3,303.57
Hourly Salary: 44 047540

Annual Salary:| §

Full Time Hours/Week (as decimal);

Current hours per week (as decimul):l 37.5¢ verage hours per week’ (as decimal): 30.0000)

Adjustment factor (multiplier): Average Hours Per Day: 6.00]
)

10. Input Number of LSL Days in Current Pay. This is not actioned for future pay periods. Obtain from
request or if input via ESS:

a. Navigate to Payroll > Pay Record > Skyline
b. Count the LSL days in the current pay period. LSL days are calendar days i.e. include
weekends and public holidays
c. Inputin the Number of LSL Days in Current Pay Period
T S S e )
Pay Records 0 - L | =asc10
L irpaces M & L < L £ i ° L
124202 e ot Caloriar B 8 5906 Whos cakculaing P (SC auies of pay. Toe Calculuior coa b6 weed or B N %4 says 1 Comecty
o (A T ———
:
8
9 Asnaol Sotary[ § 86468 Fomnightly Selary. $330357
s e ——
5 et s o e o dcina) T JAvro e o ek o o005
e ;; Adjustme tactor (mubipSery| 0.80000] Average Hours Per Day: E

L w
FOETmEI

Ony et
i
T @

» Number of LSL Days In Current Pay L Moues b0 be Paid in Current Pay: 1800
w
3 ?"l LSL Salary Payable in Current pay| 8 TO2L88 |Revnew cakuations >
rowy Coceelll b 21
7 18 2
7% % F2]
70 %

ambr o150 ey n s Poy || L5 Hours b Put o st Por 08

LSL Salory Poyoble in Noxt Poy [ - |Review cakulations >
Number of LSL Days in Following a.,[: Lst Mbbv.i"—iw"omanq.IE
LS Sakary Poytde in Folloming Poy[ 8 = |Review cakcutatons >

,
R, (= ux um ux
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11. Select Save

12. If required - LSL Salary Payable in Current Pay calculations can be checked by referring to Manual
Calculations in Supporting Documentation.

Current Pay (Enter Pay Dates)
Number of LSL Days in Current Pny: LSL Hours to be Paid in Current Pay: 18.00

| LSL Salary Payable in Current Pay:l $ 792.86 _lRewew calculauonsl

13. Save the LSL Part Time Calculator to Content Manager
14. Complete Future Pay/s sections for any future LSL

Future Pay/s (Enter Pay Dates)

Number of LSL Days in Next Pay : LSL Hours to be Paid in Next Pay: 60

LSL Salary Payable in Next Pay:| § 2,642.85 |Review calculations >

D|

Future Pay/s (Enter Pay Dates)

Number of LSL Days in Following Pay 4| LSL Hrs to be Paid in Following Pay: 2400

U|

LSL Salary Payable in Following Poy:[ $ T 1,087.14 lReview calculations >

15. Update Resubmit Register for future LSL
16. Save the LSL Part Time Calculator to Content Manager

3.2.1 Adjust Part Time Salary Payable — When leave occurs.
When the leave pay period occurs the payment rate requires update for part time LSL or full time LSL if a part
time employee. This is triggered via resubmits or via processing of the leave request.

1. In Aurion, navigate to Leave Record in the Pay Records

Pay Records s22(1)(a)(F)
- s o Addmional Processes List [ Currert @ ANl
Add elete  Update Timeshes s By ;
Puy Start Py End impacted  Frocess Statur Aoproval Siator Saive
1RAFR203  26-4PR-2023 [« Wonwst Peading Curicnt

3 12-4PR-2023 [T ™ Approved
25-NAR-2023 [ Ao Approved
15-MAR-2023 [ [ Approved

Processed Transactions

[ Datais | Processeq Tranaaciions Pay Adice Message | Cost Aocation | Costing Adustments

Approve |  Syoctiomise Pay moporove AddWork  Add Alowance  Add Deduction  Delete  Bulk Delete

Procass Period |13 4PR202) | 10 [26.4PR.202) | Corvent

Process SWUS  Manusi Poy impacicd Vi
Approval Status  pundsng 1 Coating Status  Open
Approved by

Troe Code  Descripton Armount HoursUnits Cisss  DafeFrom  Ceie To S
y 9 = 5250000 APSS3 43 2

Deducion  TAX  Tax 964 00, 20.4PR. 2023 [
Deducton NET et Pay 2381 26-APR-2023 O

2. Double-click on the LSL transaction

a. Overwrite the Amount with the LSL Salary Payable in Current Pay figure from the calculator
3. Select Save
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Processed Transactions s22(1)(ayl) 020

) i |

©  AdWorn  AGtARwasce | Addledwcsos  Def

Process Pencd 133623 | 10 JEAPRNE | Cueest

Precess s Vs Py iroacted ¥
Aopoval Sbes fuoceg COABNP NS Osen
Appeomed oy

Tee Coe  Dmcroeen Aot morstny Coss  Owefrom
Wk 00 Qunarywny 234 )
e A el e A3 :
Detortes  TAX  Ta 6 00 26400202
Oeductes  MT  netPey 298 ®ama0n

Work Transaction Detail

E
ProcessPenod DARAD 10 NAMND

Tuve Code L3081 Cong Service Loave Fut may [

Qemfrom MAPREZD - WiectvePevied 24.APR2123
Oate Yo 26.4m.2273 Proeased dasear
hows 223 Amosrt Overriden ¢
Cosafeaton A5S5i | | Ausheien Ak Service 3
Untours]  Muligher eate Amount
2oewo x| w0 X sawre ™
Cout Atocaton 4407 Dataet Com Mocaton
2
mre Paymest Summary Pawon
Tax Camgorms Gezes Groas T — =

Crested 23UAVEI 133056 O miiSh
st ipdeted 2Av X 13378 Y wwtisd
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fo | sHISGIO

A ] ¢ ENDENEEEE ¢ (] "

Motec o 140 s whan Cacalating T LS4 racen of ooy The Calculator Can b 50a 151 G0 Sps 62 A P 15 conacty
SITE WL P ETee 0N Be 4 0] L5 Beres

Paymert Calcuations

Annual Salory Fortwightly Solary $3.30167
Full Time MosrwWask (as decimat)| 37 5000) Hourly Salary, 44047540

Conrent houes por weeh (o deciemat|__ 37 5000 Average Sours e wre fas decknath | 500000
e T LS4 W C ok Sheee
Adjustment tacor umnpnm:

Current Pay (Enter Pay Dates)

Average tours Pe ooy 600

1800
{riture Payls (Enter Pay Dates)
Nunber of 151 Ihphkexl?.yv: LSL Howrs ko be Poid in Nex! Pay 000

LS Salary Payabie in Next Pay:| § = |Revew calculatons >
Sumes 4 L3¢ Doy i fotomivg Poy| ] LSL Heato be Pald b Fottomieg Py [ 000
LSU Saly Paysble in Fostomiea Pay[8 < |Reveew clcutationn >

4. Update Resubmit Register for future LSL
5. Save the LSL Part Time Calculator to Content Manager

Future Pay/s (Enter Pay Dates)

Number of LSL Days in Next Pay ;

LSL Hours to be Paid in Next Pay: 60.00

LSL Salary Payable in Noxt Peview calculations =

Future Pay/s (Enter Pay Dates)

Number of LSL Days in Following Pay:m LSL Hrs to be Paid in Following Pay: 24.00

LSL Salary Payable in Following P;:l $ 1,057.14 |Icvr.w calculations >

4 Calculations

4.1 Long Service Leave Takings

Note MDBA employees under Long Service Leave Act 1976 will not have part-time LSL.

Manual calculation for taking LSL PT

Annual salary x 12 / 313 / 2 weeks / FT hrs for agency x highest average hours per week / 5 work days x works

days on LSL (mon-fri regardless of rostered days)

Manual calculation for taking LSL FT

Annual salary x 12 / 313 / 10 work days x works days on LSL (mon-fri regardless of rostered days)

5 Supporting Documentation

Documentation Location

Part Time Long Service Leave

https://dochub/div/corporate/businessfunctions/humanresources/payan

Payment Calculator

dconditions/docs/Part%20Time%20Long%20Service%20Leave%20Payme

nt%20Calculator.xltx

Long Service Leave
(Commonwealth Employees)

www.legislation.gov.au/Details/C2018C00097

Act 1976

Long Service Leave Act 1976

https://www.legislation.act.gov.au/a/1976-27/

https://dochub/div/corporate/businessfunctions/humanresources/payan

APS Payroll Training — Basic LSL

dconditions/docs/APS%20Payroll%20Training-%20Basic%20LSL. pdf
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Recognition of Prior Service

1. Recognition of Prior Service for Long Service Leave

Recognition of prior service for long service leave purposes is governed by the Long Service Leave (Commonwealth
Employees) Act 1976. Under the legislation, prior service may be recognised provided that any break in employment
does not exceed 12 months.

Relevant service includes full time, part time and/or irregular or intermittent (casual) service with the following types of
public employers:
e the Commonwealth of Australia or a Commonwealth authority
e any service of a State
e any service of an authority of a State, including a local government body such as a shire,
council or municipality
e the Public Service or an authority of a Commonwealth Territory
(including Papua New Guinea before independence)
e membership of the Australian Defence Forces
e employment (or holding an office) under the Reserve Bank Act 1959
¢ locally engaged employees overseas appointed after 1976, and
¢ other organisations prescribed under the Long Service Leave (Commonwealth Employees)
Regulations 1957.

2. Recognition of Prior Service for Personal/Carer’s (Sick) Leave

Under clause 7.7 of the Department’s current enterprise agreement, where a person has previously been employed in the
Australian Public Service, or in government service as defined in section 10 of the Long Service Leave (Commonwealth
Employees) Act 1976, or a service referred to in subsection 11(2) of the Act, they may also have that period of previous
employment recognised as service for personal/carer’s (sick) leave purposes, provided there has been no break in
continuity of service and the person did not receive a redundancy benefit at the end of the period of previous
employment. A break in service for the purposes of personal/carer’s (sick) leave is one day or more.

Where an employee’s prior service is recognised for personal/carer’s (sick) leave purposes, the credit is calculated as
though employment had been with the Australian Public Service from the date on which the first eligible period of service
commenced with adjustments made for any leave taken or if any payment in lieu was made.

3. Recognition and Processing of Prior Service

Recognition of prior service is not automatic. To have prior service recognised, employees should:
¢ Forward the attached Prior Service Application Form to the Human Resources or Personnel area of their
previous employer. For multiple employers, a copy should be forwarded to each employer.
¢ Note the form requests the agency to forward the completed form to Department of the Environment and Energy
Personnel Helpdesk.

On receipt of the completed form(s), the Department will:

e validate the information on the form by contacting the person who completed the form

e check the information to ensure that the employment can be recognised for prior service purposes
(e.g. that any breaks in service do not exceed the limits, that the employer providing the details is an approved
organisation for recognition of prior service)

e decide whether the prior service will be approved

e calculate new long service leave and/or personal/carer’s (sick) leave credits and accrual dates, and

e advise the employee in writing of the outcome.

The Department of the Environment and Energy cannot recognise prior service for long service leave or personal/carer’s
(sick) leave purposes until the employee has provided all of the necessary information. It is the employee’s responsibility
to obtain this information from previous employers.

LSL credits are not carried across from recognised employers to the Commonwealth. Instead, each period of prior
service that is recognised, is treated as if it were Commonwealth service and the LSL credit is calculated on this basis.

If there are any questions in relation prior service, please contact the Personnel Section at the Department of the
Environment and Energy on phone number 02 6274 1235 or email at Personnel.Helpdesk@environment.gov.au

Personnel, People Strategies Branch 15032017 Page 3 of 3
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Our clients

o Australian Institute for Family Studies (AIFS)

o Clean Energy Regulator (CER)

o Climate Change Authority (CCA)

o Commonwealth Director of Public Prosecutions (CDPP)

o Department of Climate Change, Energy, the Environment and Water (DCCEEW)
e Department of Industry, Science and Resources (DISR)

o Geoscience Australia (GA)

e Murray-Darling Basin Authority (MDBA)

o Office of National Intelligence (ONI)

o Office of Parliamentary Counsel (OPC)

o Office of the Commonwealth Ombudsman (OCO)

e |P Australia (IP)

o The Office of the Official Secretary to the Governor-General (OOSGG)
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