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Long Service Leave

For detailed policy information concerning Long Service Leave (LSL), refer to http://www.education.vic.gov.au/hrweb/employcond/leave/lslSCH.htm 

Requests for Pay in Advance for LSL and/or to commute (i.e. cash in) a portion of LSL combined with or without a LSL absence are to be requested using the Long Service Leave Application form.  

If an application for LSL is received from an employee who is currently on sabbatical leave, before processing the application contact Schools HR Services.

Long service leave is accrued in hours, according to the time fraction(s) worked by the employee during approved service.  Leave is taken at the time fraction currently worked by the employee.

Applications for leave are made using Employee Self Service (ESS).  
An application for leave will need to be made in writing and processed manually (see below) at the school where an employee:

· is unable to access or use ESS; or

· wishes to amend/delete leave already entered on eduPay.
Step 1
An application for LSL must be in writing, specifying the start and end dates, and whether the leave is on full pay or half pay.

Step 2
Check the employee’s leave balance on the payroll to confirm that he/she has sufficient leave entitlements.  

Step 3
The principal approves or refuses the leave.
Step 4
Notify the employee in writing of the details of the leave.  

Where the period of LSL is to be paid on half pay, advise the employee that they may need to contact the following to make appropriate arrangements whilst on leave (i.e. with the reduced payment there may be insufficient funds to cover the payment of all deductions):

· if they have salary/remuneration packaging arrangements in place; the salary packaging administrator (SmartSalary) 

· any other organisations which are currently in receipt of payroll deductions.

Step 5
Update eduPay using the appropriate leave code.  Refer to the Absence eduPay User Guide for further information, available at:
http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Public holidays that fall during a period of long service leave do not form part of the long service leave period and will be automatically accounted for by the payroll.
Step 6
Place documentation on the employee’s personnel file.
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