
Long Service Corporation 

Building and Construction Industry 
CLAIM LONG SERVICE – EMPLOYER GUIDE 

How to claim long service for a worker 

Log in to the employer portal 

1. Go to the Building and Construction portal 
1 

2. On the Employer tile, select the grey arrow. 
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3. Enter the registered email address 

3 

4. Enter the password of the account 

4 

5. Select the Log in button. 

5 

Search for worker 

6. Select the Workers tab. 
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7. Select the Current Workers tab 7 

8. Under Currently Employed Workers, type in the search 
bar either their worker number, name or date of birth 

8 9. Select the relevant worker number to access the 
Worker Details page. 

9 

Note: If the worker was previously terminated, search in Restart Previous Workers. 
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Review details 10 

Check the information is correct under: 

10. Worker Details, and 

11. Worker Employment Details. 
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Create claim 

12. Scroll to the Worker Service Details section 

12 

13. Check the service is correct 

13 14. Select the Claim Now button. 

14 

Note: If there’s any missing service you’ll need to submit a Support Ticket. 
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Complete form 

15. Fill in the required information 

15 

16. Select the Next button to continue. 
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Summary 

17. When the form is completed, check the Summary 
to ensure the information entered is correct. 

17 

Declaration 

18. Verify you’ve read and understood the declaration 
by checking the box 

18 

19. Select the Submit button. 
19 
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Confirmation 

20. After the claim is successfully submitted, you’ll receive 
confirmation and a claim number as a reference 

20 

21. Select the Finish button. 

21 

Need support 

22. Raise a Support Ticket on the portal 
or call Service NSW on 13 14 41. 
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