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Please refer to HRWeb for policy information on long service leave including pay in advance and commuting leave available at http://www.education.vic.gov.au/hrweb/employcond/leave/lsl.htm 

Note: employees should use Employee Self Service to view leave entitlements and submit leave applications.
	DEECD collects personal information for the purposes of managing long service leave requests.  

Privacy: The information collected on this form is for the purpose set out above and is required to process your application.  Your information will not be disclosed without your consent or unless authorised or required by law.  You are able to request access to the personal information that we hold about you, and request that it be corrected by contacting Schools HR Services on 1800 641 943 or the Freedom of Information (FOI) Unit on 9637 2670.  Information about the Department’s privacy policy can be found at http://www.education.vic.gov.au/about/deptpolicies/informationprivacy.htm 


	Employee ID: 
	Name:

	School Name: 
	School Number:

	Region: 
	Telephone:


Pay in Advance
The Principal has approved my application for Long Service Leave.
I require Pay in Advance
YES
NO
please circle one
Commute long service leave (processed by Schools HR Services)

I wish to commute _______ hours of my long service leave entitlement.
This request is

· in conjunction with a Long Service Leave absence of 6 weeks (228 hours) or longer
· to commute Long Service Leave entitlements under special circumstances (supporting documentation attached)
Notes:

· Requests for Pay In Advance or commuting of long service leave will be processed in accordance with Departmental policy.  (Refer to the long service leave web link above).
· Commuted long service leave payments will be added to your normal fortnightly salary and taxed accordingly.  This may result in a substantial increase in your marginal tax rate.  Employees should seek professional advice on this matter.
· Please allow a minimum of two weeks prior to the commencement of any leave for processing.

· Note: Completion of this form does not guarantee entitlement to long service leave.
Submit this request to your school for endorsement and subsequent forwarding to Schools HR Services for action.  
Applicant’s signature:

Date: _____/_____/_____
PRINCIPAL’S ENDORSEMENT

Principal’s name: (please print)

Principal’s signature:

Date: _____/_____/_____
The completed form is to be faxed to Schools HR Services on 9637 3418 after the approved LSL has been entered on the payroll.
Last updated 12 May 2011

