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Information collected on this form is used by Shared Services on behalf of ACT Public Service directorates. Information collected will only be used for the purpose for which you gave it and will not be disclosed to any person, body or agency except where required by law.

	General Information

	Legislative provisions which apply to you as a new staff member of the ACT Public Service provide, in certain circumstances, for the recognition of previous periods of service with specified organisations for the purpose of calculating long service leave and personal leave entitlements.

Recognised organisations are, in general, Federal and State Governments, Territory Governments and some Local Government bodies.

	Long Service Leave

	Under the Public Sector Management Act 1994 employees are entitled to three calendar months long service leave (LSL) on full pay after ten years service.  After the initial 10 years further long service leave accrues at the rate of three tenths of a month for each additional year of service.  Presently under the ACT Public Service enterprise agreements staff can access their LSL after seven years service on a pro-rata basis.

Previous employment can be recognised for LSL purposes provided any break in employment between ceasing duty with a previous recognised employer and commencing duty with the ACT Public Service is no more than twelve months.  The same applies to any other periods of service provided breaks between consecutive recognised employers are less than twelve months.

When the total period of previous recognised service has been established that period will be recorded as though it was service with the ACT Public Service for the purposes of calculating either:

· LSL credit on commencement of duty; or

· The date that you will become eligible for a LSL credit with the ACT Public Service.

Any LSL credit with the ACT Public Service will be reduced by period/s of LSL granted or paid out by the recognised previous employers.

It should be understood that it is not your existing (or notional) credit with the previous employer that is carried over but a new credit based on accrual arrangements applicable under ACT Public Service legislation.  Consequently any LSL credit could be either more or less than the credit established with the previous employer.

	Personal Leave

	Under Agreements applicable to the ACT Public Service you have an entitlement to 18 days on appointment (some restrictions apply to temporary employees during their first year of service).  A further credit is granted each year on the anniversary of appointment.

Previous service with recognised employers may be counted for personal leave.  However, it should be noted that for the period of service to be recognised breaks in periods of employment cannot exceed two months.
On engagement, employees who have prior service recognised for personal leave purposes will be credited with any personal leave balance accrued with the previous employer. On the employee’s normal accrual date, the employee will then receive personal leave in accordance with their relevant enterprise agreement.

Only periods of employment in which there was eligibility for paid personal leave under your employment terms and conditions, will be counted towards your credit with the ACT Public Service.  Any period of employment in which you received a loading in lieu of payment for leave will not be recognised.   




	Instructions

	Please read this information and follow the instructions.

On the following pages is a sample letter and Recognition of Prior Service for Long Service Leave and Personal Leave Purposes form.

Sample Letter

Complete the sample letter or prepare a similar letter, attach the form and forward the documents to the Payroll and Personnel areas of those employers you believe may be recognised under ACT legislation.  You should complete a separate form for each employer.

Recognition of Service for Long Service Leave and Personal Leave Purposes Form.

Prior service will only be recognised if the form is completed.  Supplementary reports may be attached but are not to be substituted for the form.

Please note the form must be forwarded to your former employer for completion and returned to you.

When all completed forms are returned to you they should be forwarded to:

· Shared Services, Payroll Services, GPO Box 158 Canberra ACT 2601 or

· Scanned and emailed to HRSharedServices@act.gov.au 
On receipt of the completed form(s), Payroll and Personnel Services will examine all information and all periods of service which meet the legislative requirements and note your leave records accordingly.

You will be advised in writing of your amended long service and personal leave accrual dates and credits.

If you have any questions regarding these instructions, please contact Payroll & Personnel Services by submitting an enquiry through the HR Help function on the Shared Services Customer Service Portal http://sharedservices.  If you do not have access to the Customer Service Portal, please contact 6207 9000 for assistance.


Sample Letter

Attention:    Personnel Manager

Dear Sir/Madam

I have recently commenced employment in the ACT Public Service and I am seeking to have my previous relevant periods of employment recognised by my new employer for leave accrual purposes.

I can claim periods of previous employment with certain employers who are recognised under the Public Sector Management Act 1994 and I believe your organisation meets the criteria for recognition.  I have enclosed a form which details the various types of employment (full time, part time and casual) and I would appreciate it if you could complete this form in respect of my period of service from   /  /     to    /  /     and return it to me at the above address.

If you have any enquiries about the information sought on the enclosed form please contact Shared Services Payroll and Personnel Services on (02) 6207 9000.

Yours sincerely

      
  /  /     
	
	Recognition of Prior Services for Long Service Leave and Personal Leave Purposes
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	Employee Details

	Name
	 Click here to enter text.
	D.O.B
	Enter a date.

	Previous Employer
	 Click here to enter text.

	Start date:
	Enter a date.
	Cease Date:
	Enter a date.

	
	
	
	
	
	
	
	

	Service History

	Please Provide entire service history while employed with agency/organisation

	Please Provide a printout of all working hours for any periods of casual service

	Date From
	Date To
	Hours per week
	FTE

	Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	Enter a date. 
	 Enter a date.
	HH:MM 
	 X.XX

	Enter a date. 
	 Enter a date.
	HH:MM 
	 X.XX

	Enter a date. 
	 Enter a date.
	HH:MM 
	 X.XX

	Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	  Enter a date.
	  Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	  Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	 Enter a date.
	 Enter a date.
	HH:MM 
	 X.XX

	Notes: Click here to enter text.

	
	
	
	
	
	
	
	

	Prior Service Information

	Please provide any periods of recognised service that your agency/organisation has recorded

	Date From
	Date To
	Hours/FTE
	Agency

	 Enter a date.
	 Enter a date.
	HH:MM 
	Enter Text Here 

	 Enter a date.
	 Enter a date.
	HH:MM 
	Enter Text Here 

	 Enter a date.
	 Enter a date.
	HH:MM 
	Enter Text Here 

	 Enter a date.
	 Enter a date.
	HH:MM 
	 Enter Text Here

	Notes: Click here to enter text.
 



	Leave not to count as service

	Please provide entire LWOP history (including leave taken during recognised prior service)

	Date From
	Date To
	Calendar days
	Type/Reason

	Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date. 
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 


	Long Service Leave (LSL) Taken

	Please provide entire LSL history (including leave taken during recognised prior service)

	Date From
	Date to
	Full or part 
	Rate of payment

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	 Enter a date.
	 Enter a date.
	Enter text here 
	Enter text here 

	Notes: Click here to enter text.

	 
	 
	 
	 
	 
	 
	 

	Long Service Leave (LSL) Cashed or paid out

	Date cashed/paid out
	Full or Part-time 
	Calendar days
	Reason

	 Enter a date.
	Enter text here 
	Enter text here 
	Enter text here 

	 Enter a date.
	Enter text here 
	Enter text here 
	Enter text here 

	 Enter a date.
	Enter text here 
	Enter text here 
	Enter text here 

	 Enter a date.
	Enter text here 
	Enter text here 
	Enter text here 

	Notes: Click here to enter text.

	 
	 
	 
	 
	 
	 
	 

	Personal Leave

	Please provide the following information regarding personal leave

	Rate of Accrual (daily, weekly, monthly, yearly)
	Click here to enter text.

	Balance on cessation:
	Enter text here 
	Date of last accrual
	  Enter a date.

	Notes: Click here to enter text.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Agency/Organisation certification 

	The above details are certified as correct by:

	Name
	 Click here to enter text.

	Position Held
	 Click here to enter text.

	Email:
	Click here to enter text.

	Phone:
	Click here to enter text.

	Signature
	
	Enter a date.


Once document is completed please forward to HRSharedServices@act.gov.au along with any relevant reports and employment history details.

Issued:  15/2/2013
Version 1   Issued:  17/02/2020

