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Click on Login under For Employers
which directs you to our online services
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Enter your employer number and password to access
your employer record.

Your employer number is printed above your
address details on correspondence you receive
from the Corporation. Alternatively, you can
contact our Helpline on 13 14 41 for assistance.

If you do not have a password OR if you have
forgotten your password, you will need to enter
your Employer Number into the Forgot/Create
Password field and click Send Password Reset
Email. An email will be sent to the recorded
email address, including a link which will direct
you to reset/create your password. If no email

is recorded, you will be directed to contact our
Helpline to record one. Without an email you will
be unable to use the online services.

Once submitted, you will be directed back to the
Employer Login screen to enter your Employer
Number and newly created password.

Click on Login to proceed.
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Register as employer
Update business details
Start/Confirm/End workers
Submit employer returns
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@ Login Welcome to the Long Service Corporation - Employer Portal

[ pesswers

By using Online Services you attest that all information you provide is true and correct. Any false or misleading information may
result in prosecution and a penalty of $5,500.

FORGOT/CREATE PASSWORD.

E | Employer Number

Send Password Reset Email
REGISTER AS AN EMPLOYER

Employers in the building and construction industry in NSW need to register with the Long Service Corporation and advise
the Corporation any time they start and end workers' employment. You can register as an employer online now by selecting
the ‘Register as an Employer’ button below and completing your application.

If you already have an Employer Registration Number with the Long Service Corporation you will not need to register again.
If you are unsure if you are registered, or cannot remember your Employer Registration Number please complete our online
enquiry form now and one of our Customer Service Officers will be in contact to assist you. Alternatively, you can phone our
Helpline on 13 14 41, Monday through to Friday, from 8:30am to 5:00pm and speak to one of our team,

If you would like to find out more about your obligations as an employer in the building and construction industry please
visit our website.

Register as an Employer
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EMPLOYER INFORMATION

Here you are able to update your contact details, ABN or business name, let us know if the type of work you are engaged in has
& Employer Information

» Once logged on, you will see your Employer 0 e
Information page. This is where you can update wonkeas Employer Number it
your business details so before proceeding, ensure &jciret orker Regitoedsusness
all of your business details are correct and up to date. -

changed and/or advise if your business is no longer trading or employing workers in the industry.

BUSINESS TYPE DETAILS

& Start New Worker

TradingAs 0 e

& Restart Previous Worker

ABN e
ACCOUNT

* The menu on the left hand side of the page allows E—— Business Contact person *
you to navigate the online services. Using the menu ositon”
options available, select Employer Return.

Main Business Phone

Main Business Mobile

Business Email Address *

Main Trade Performed
(e.g. Electrical, Metal,
Plumbing) *

Plumbing

Industry Type Domestic Commercial Industrial
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B Worker service

Your Employer Return shows a list of workers that the Corporation’s records show were employed by you at 30 June 2019. Your
Employer Return is due to be submitted by 31 July 2019.

@ Your Outstanding list will show all workers that need to have service confirmed for the 2018-2019 year. Make sure that the
Main Work Performed reflects the type of work that each of the workers do.

@ Ensure that the Start Date is correct for each worker. This date will not always reflect the date they started working for you. If
you have recorded/confirmed service for a worker previously, it will show their start date from when you need to record ongoing
service from.

If either of these are incorrect, or if you have found a spelling error or that one of your workers is showing twice, please contact
our Helpline on 13 14 41. You can continue to submit the return for the remaining workers.

Indicate if the worker was Full Time or Part Time.

If part time is selected, you will need to enter the amount of days worked in the 2018-2019 year in the Days Worked field.
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If a worker is either no longer working for you OR they are no longer conducting eligible work, you will need to enter the date
they finished in the End Date field.

If they have finished AFTER the 30th June 2019, complete the Employer Return without entering an end date and then you
will need to end their employment via the Current Workers tab.

® When you have completed the details for each worker, you must tick the Ready to Submit box at the end of each line.

@ Click Submit.
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