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Date Approved:  May 2007
	Next Review:  May 2008

	
	Administered by: 
People Management and Development
	Version:   1.0    


	Purpose:


	To provide staff with details on their entitlement to Long Service Leave (LSL).

	Intent: 

	Details regarding the legislative basis accrual eligibility and granting of LSL.
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	General Information

	Legislation
	Long Service Leave (LSL) entitlements for staff members of the University are in accordance with the provisions of the Long Service Leave (Commonwealth Employees) Act and the provisions of the CDU Union Collective Agreement 2006.

	Accrual
	LSL accrues at the rate of three tenths (3/10) of a month for each year of service irrespective of whether employment is full-time or part-time unless otherwise specified in contract of employment.

Where the staff member has broken periods of eligible service, each period of service will count towards qualifying service provided that the break between each period is no more than 12 months.  The maximum 12-month period applies even though the last day on which the employee could have commenced, or recommended employment occurred on a non-working day or a public holiday.  A break of exactly 12 months does not break continuity.
If there is not more than 12 months between the cessation of employment with the releasing institution and commencement with the other institution, continuity will be deemed not to have been broken.  However, the period between cessation and commencement shall not be taken into account in determining the length of service for LSL purposes.

	Periods not counting as service
	Leave which does not count as service, as described below, does not break a period of service but reduces the entitlements to LSL, that is, it defers the accrual dates of LSL.

For the purposes of determining a staff member’s entitlement to LSL, the following shall not count as service:
· Any periods of Leave Without Pay (LWOP) do not count as service for LSL purposes.  Deduction of LWOP for LSL purposes includes any non-working days which fall within the period of LWOP, i.e. including weekends and public holidays. Any periods of LWOP for less than a whole day are to be added and converted to the nearest whole day; and
· Any periods of service which preceded breaks in service of more than 12 months.

	Eligibility
	A staff member must have accrued 10 years of qualifying service before they become eligible for a grant of LSL.  For less than 10 years qualifying service staff are entitled to a pro-rata payment in the case of death, invalidity, redundancy and retirement from the workplace after age 55. 

	Direction to take LSL
	The University may direct a staff member with LSL accruals exceeding 4.5 months to proceed on LSL up to 3 months, providing that they are given the following written notice:

· General Staff – 6 months; and

· Academic Staff – 12 months.

However, the University would not normally require a staff member who has made a formal commitment to retire at a given date to take LSL during their last two (2) years of employment with the University.

	Recall from LSL
	In exceptional circumstances, LSL may be cancelled without reasonable notice or staff members may be recalled to work from LSL.  If this occurs, staff members will be reimbursed for actual reasonable travel costs and incidental expenses not otherwise recoverable under any insurance or from any other source.

	Granting of LSL
	LSL is granted in months and days, based on a 30-day month inclusive of Saturdays, Sundays and public holidays.

The minimum period of leave that may be taken at the normal rate of pay is 15 calendar days.  Additional leave must be taken in increments of 3 days.
Staff may elect to take LSL at double or half pay, in which case the amount of accrued leave deducted will be the equivalent of the payment received.  The options available to staff taking LSL in accordance with this clause are as follows:

· minimum period of 4 weeks on full pay; or

· 8 weeks on half pay; or

· 2 weeks on double pay.
In each case, the accrued leave entitlement would be adjusted by 4 weeks.

Weekends and public holidays are regarded as part of LSL.  Separate applications for LSL where a weekend and/or public holiday intervenes will not be accepted.

Where staff wish to combine Annual Leave and LSL to cover one period of absence, Annual Leave must be taken first.  Once commenced, LSL must continue unbroken until the completion of the leave period.  Further Annual Leave, credited during the above period, may only be utilised in that period of absence where LSL credit has been exhausted.

Staff should provide 6 months written notice of their intention to take LSL.  Approval for taking LSL is subject to operational requirements.

	District Allowance
	The salary payable to staff while on LSL is as defined in the Act and will not include payment of District Allowance except where staff submit a Statutory Declaration that they have remained in the Northern Territory while on LSL

	Recognition of Prior Service
	Staff appointed to continuous full-time or part-time positions with the University who were previously employed in continuous full-time or part-time (fractional) service with another Australian University, the Northern Territory Government Public Service, Commonwealth Public Service or other employer approved by the Vice-Chancellor, are eligible to have their prior service recognized  for LSL purposes provided that any breaks in service do not exceed 12 months.

Staff appointed under fixed term contracts may request recognition of prior service subject to approval from the Vice Chancellor. 

The University will not accept carry over of entitlements from a previous employer where the staff member has accrued sufficient service to be eligible to have received a pay-out of their LSL entitlements on their cessation of employment.  However, subject to this Process, the relevant period(s) of service shall be included as qualifying service for determining when the staff member is next eligible to take LSL.

Staff that have carried over an accrual of LSL credits from previous service shall be required to serve at least two years with the University before utilising these entitlements.

Requests for the recognition of prior service must be made at the time the staff member commences employment at the University.

Advice regarding the requirements for recognition of previous employment shall be included in initial letters of offer of employment.

Staff seeking to have recognition of prior service are required to provide the name and address of previous employer(s) and the duration of employment for which they are seeking recognition.

People Management and Development (PMD) will request confirmation of prior service details from the staff member’s previous employer, and following receipt of this information shall advise the staff member in writing as to whether or not the University has recognised this employment for LSL  purposes.

	Payment in lieu
	Staff members who have served less than 10 years, but not less than one year, shall be entitled to payment in lieu of LSL  accrued but not taken as at the date of termination of service where the staff member:

· Retires on the grounds of age retirement i.e. has reached the minimum retirement age of 55 years; or

· Retires on the grounds of certified permanent ill health; or

· Terminates due to redundancy; or
· Dies, in which case payment will be to the staff member’s dependant(s).

The salary used in calculating payment in lieu of LSL is as defined in the Act and does not include District Allowance.

	Application
	Applications for LSL must be made on a Application for Leave form.

Applications are to be submitted through the relevant supervisor for approval as follows:

a. Vice-Chancellor – approved by the Chancellor.

b. Deputy and Pro Vice-Chancellors, Deans and Executive Directors – approved by the Vice-Chancellor.

c. Academic Staff (except where LSL  is contiguous with Professional Development Leave) – approved by the Dean

d. Academic Staff where LSL  is contiguous with Professional Development Leave – approved by the Vice-Chancellor

General Staff – approved by the Functional Head.

	Pay
	You will continue to be paid through the normal payroll system while on LSL.


	
	

	Process Summary

	Steps
	Process
	Responsibility

	1
	Submits application to Supervisor
	Staff member

	2
	Makes decision based on unit requirements and if approves endorses application and forwards to (PMD).
	Supervisor

	3
	Process paperwork.
	PMD
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