LONG SERVICE LEAVE ACT 1987 (SA) - RECORDS

This template can be used for the purpose of keeping records required by section 10 of the Act. An employer is not required to use this form if the employer instead promptly and accurately records the information in wages, leave or other similar records kept by the employer (whether in hard copy or electronic form).
In each field B to F, you can add rows as required.

	A
	Name of employer
	Full name of worker
	Occupation
	Commencement date

	
	
	
	
	

	Does the worker have previous continuous service with a related employer? i.e. has the business been acquired or transmitted.   If yes, provide details in B 

	B
	Previous owner(s)
	Commencement date
	End date
	Adjusted commencement date

	
	
	
	
	

	Projected date of LSL entitlement (10 years of service)
	


	Has the worker had an absence that does not break continuity of service but does not count as service? i.e. a type of leave referred to in section 6(1) (f), (g), (h) or (i) of LSL Act.   If yes, provide details in C 

	C
	Type of leave
	Start date
	End date
	Number of weeks
	Adjusted entitlement date

	
	
	
	
	
	


	WORKER INFORMATION AT EACH ANNIVERSARY

Average hours means the average weekly hours for the twelve months of counted service for that anniversary.

	D
	Anniversary
	Hourly rate of pay at anniversary date
	Normal or average hours
	Anniversary date

	
	
	
	
	


	LONG SERVICE LEAVE TAKEN OR CASHED-OUT

If cashed-out, use start date for when the payment was made.

	E
	Start date
	End date
	No. of weeks
	Average hours previous 3 years (156 weeks of counted service)
	Total hours
	Amount Paid

	
	
	
	
	
	
	


	TERMINATION

Entitlement is calculated at 1.3 weeks leave for each completed year of service, less any LSL previously taken or cashed out as recorded in part E.

	Date of termination
	

	F
	Notice period
	Reason for termination
	Entitlement in weeks
	Average hours previous 3 years (156 weeks service)
	Total hours
	Amount Paid

	
	
	
	
	
	
	


Field F may be amended to read “average weekly earnings previous 12 months” if the worker was employed on commission or some other form of payment by result.


