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LSL Act 1976 – Section 10 – Meaning of employment in Govt Service 
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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: 

• Long Service Leave (LSL) entitlements  

• Final entitlements on termination  

• 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:  

• Prior service  

• Breaks in service 

• Long Service Leave taken or paid out  

• Changes in employment status i.e. between full time and part time or changes in part time hours  

• Any leave Not To Count As Services (NTCAS), both paid or unpaid. 

File audits are mandatory in the following scenarios: 

• When an employee transfers in from another Department 

• When an employee has more than 9 years of service 

• 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  

• When an employee applies for Long Service Leave 

• When an employee receives a Voluntary Redundancy or other ETP payment type  

• On return 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  
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c. Profile Report / Uptake Report 

d. Emails 

e. Previous file audit conducted by The Department  

f. Documentation supporting (emails, PDFs)  

i. Change in employment status  

ii. Breaks in Service  

iii. Leave deemed NTCAS 

iv. LSL taken  

v. LSL paid in lieu  

3.2 Build Employee Service History  
There are four key steps when building the service history, that determine when the LSL entitlement: 

• Build Service History including breaks in service 

• Input any leave takings Not To Count As Service (NTCAS) 

• Input the LSL accrual information  

• Input any LSL takings or payments in lieu  

 

1. Open File Audit Record and Quick Guide, located on docHub 

2. 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  

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

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 
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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 
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b. If applicable, repeat for employee entire service history.  

 
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 
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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. Date To 

iii. Payment Rate 

iv. Comments  

b. Repeat for all LSL leave takings 
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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: 

• Service History including all Breaks in Service 

• 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 
 

1. Logon to Aurion 

2. Search for the Employee 

3. Navigate to Payroll > Service History 

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

a. Agency 

b. Date From 

c. Date To 

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 
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File Audit Record and Quick Guide  
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Long Service Leave Commencement Notional Long Service Leave Accrual

Deferral Type Period Calendar Comments

Days
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TOTAL Deferral
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0
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31-Dec-190900-Jan-1900

0

0

0

Completed Years of Service

0

31-Dec-1909
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0

0

0

0

0

0

0

0.0000 0.00months / 

31 Dec

As At Last Yearly Accrual Date

Long Service Leave Entitlement

00-Jan-1900

Deferred LSL Commencement
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Long Service Leave Accrual Date

Prepared By Date
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Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
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to
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to
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to

d

Full Time Split: Part Time Split: d
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Date
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Prepared By
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Accrual: 0.0000 m/ 0.00 d Accrual: 0.0000 m/ 0.00 d
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Accrual # Period Deferral Comments
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Period Years   & Months + Days

to

d

Full Time Split: Part Time Split: d

#NUM!

Defferal Comments

Prepared By Date

d

Service: y & m Service: y &

m/ 0.00 d Accrual: 0.0000 m/
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m
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Full Time Long Service Leave

Full Time Long Service Leave Takings
Cal. Days Payment Rate LSL Days Comments
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to
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0

In Days
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0

0

0

0

0

0

0

0

0.00

0.00

0.00

0

0

0.00

0

0
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0

0

Long Service Leave Balances
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In Days
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0.00

Period

0

0

0

0

0

0.00

0

0

0
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0.00

0.00

0.00

0.00
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0.00

0.00
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0.00

0.00
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File Audit Quick Guide and Summary

Hard copy files requested: Hard copy files received: 

Full Time Split: Part Time Split: d

Full Time Split: Part Time Split: d

Full Time Balance: Part Time Balance:
d

*If Applicable

Checked By* Date

days

0.0000 m/ 0.00 d 0.0000 m/ 0.00

LSL Accrual Date 31-Dec Deferred Long Service Leave Accrual 31-Dec-1909

Long Service Leave Accrual Total

0.0000 months / 0.00

0.0000 m/ 0.00 d 0.0000 m/ 0.00

m/0.0000 m/ 0.00 d 0.0000

Long Service Leave Balances

0.00

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

0.0000

Completed Years of Service 0 As At Last Yearly Accrual Date 00-Jan-1900

0.00 daysmonths / 

Name 0 AGS 0

Department DCCEEW Commence Dept 00-Jan-1900 Commence LSL 00-Jan-1900

DatePrepared By

File Audit Summary

All identified employee files reviewed for documents relating to:

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

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

● Final pro-rata calculated (if applicable)

Update Extra Details field with last file Audit Date

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

Quick Guide Yes N/A

Calculated Long Service Leave Accruals:

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

Identified all employee files  - Record Numbers:
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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: 

• Full Time, full pay

• Full Time, half pay

• Part Time, full pay

• Part Time, 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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e. Select Save

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

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

5. Calculate Average hours for last 12 months
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a. 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.

b. If less than 12 months Part Time – Input data for part time period only.

6. Select Save

7. Select the PT LSL Payment tab

8. Input the employee’s Name, AGS  and LSL Dates

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

a. Input Annual Salary, navigate to Payroll > Placements > Pay Scale History > View Increment

b. Input Agency’s full-time hours as a decimal, as per relevant Enterprise Agreement.

c. Input Current hours per week

d. Input Average hours per week, calculated on the previous tab

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. Input in the Number of LSL Days in Current Pay Period
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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: 

the Commonwealth of Australia or a Commonwealth authority 
any service of a State 
any service of an authority of a State, including a local government body such as a shire,  
council or municipality 
the Public Service or an authority of a Commonwealth Territory  
(including Papua New Guinea before independence) 
membership of the Australian Defence Forces 
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  (Sick) Leave 

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 

continuity of service and the person did not receive a redundancy benefit at the end of the period of previous 
one day or more. 

 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: 
validate the information on the form by contacting the person who completed the form 
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) 
decide whether the prior service will be approved 
calculate new long service leave and/or  leave credits and accrual dates, and  
advise the employee in writing of the outcome. 

The Department of the Environment and Energy cannot recognise prior service for long service leave or 
(sick) leave purposes until the employee has provided all of the necessary information. It is t
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 
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