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PART 1 - EMPLOYER DETAILS
This section is where you provide your information.

PART 2 - WORKER DETAILS
This section is where you provide information about the worker you have made a long service payment to.

PART 3 - EMPLOYMENT DETAILS
A. Please provide the type of work performed by the worker including trade qualifications and license   
 details if applicable. If the worker is a leading hand or supervisor provide relevant information so the   
 appropriate rate of pay can be determined.

B. If the worker has previously taken or been paid long service leave from your company, provide the   
 period of employment over which the earlier entitlement/s accrued, not the period of leave taken.  
 Do not include the payment for this application.

PART 4 - LONG SERVICE LEAVE ACT 1955 PAYMENT DETAILS
This section is where you provide the payment details made to the worker.

A. Provide the gross amount paid to the worker (including taxation). If payments were made over a period  
 of time, this will be the total amount paid.

B. If the worker’s employment has been terminated, ensure service has been lodged to the termination date  
 and continue to D.

C. Provide the dates the worker took long service leave.

D. Provide the total days of long service taken or paid out.

E. This is used to provide the period of employment in which the worker was employed by you and accrued  
 the long service. Do not enter the dates of the leave taken. The paid on date is the date on which you  
 paid the worker or if payments were made over a period of time, the date of the most recent payment.

If the worker has left your employ or the period of employment at question E includes time in the current 
financial year, you will need to confirm this service on the Employer Portal via our website. For assistance in 
confirming service call 13 14 41.

Proof of payment must be supplied, for example, copies of payslips showing amounts and dates of payment.

PART 5 - AGREEMENT DETAILS
Only certified agreements (Enterprise Bargaining Agreements (EBA)) can be used by the Corporation to 
calculate payments. Where uncertified or private agreements are used, award rates will apply.

A. If the worker is paid under a certified agreement continue to C and provide the agreement details.

B. If the worker directly supervises workers paid under a certified agreement, the payment will be calculated  
 at the rate of pay applicable to the majority of workers supervised. Continue to C and provide the   
 agreement details based on the classification of the majority of workers supervised.

C. Complete this section with the certified agreement details, including the Registered Agreement   
 Number (eg. AE999999, AG 2013/9999). The worker’s documented hourly rate as per agreement at  
 time of payment.
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Interpreter Services - call TIS National on 13 14 50 and ask them to call Long Service Corporation 
on 13 14 41 or visit www.tisnational.gov.au 

https://www.longservice.nsw.gov.au
https://www.tisnational.gov.au


PART 6 - INTERSTATE SERVICE
A. If the worker has worked for your organisation in another State or Territory and has service recorded with  
 the long service scheme in that State or Territory, include the details here. The other State or Territory will  
 be contacted for further details and may be able to contribute to your payment.

B. Indicate whether this interstate service is to be included in this payment.

PART 7 - EMPLOYER PAYMENT DETAILS
Payments will be made directly to your business account. Please provide a contact telephone number and 
email for someone who can assist with questions relating to this application for payment.

PART 8 - SIGNATURE AND DATE
The applicant in this matter is the employer. An authorised representative of the employer must sign the 
application for payment before it can be processed.

INFORMATION
• You must advise the Corporation before you make any long service payments to an employee for whom 

you have been recording service with the Corporation.

• Applications for payment should be made within twelve months of payment to the worker. The 
Corporation is unable to make a payment to an employer when the application is received more than two 
years after the worker has received their payment, but details must still be provided so that the worker 
record can be updated appropriately. 

• Under amendments made in 1998 to the Building and Construction Industry Long Service Payments 
Act 1986, it is your responsibility as an employer to register your worker and to record service with the 
Corporation within set time limits. When you have not complied with these time limits, this service will be 
excluded from the payment made by the Corporation to you.

Prior to 1998, it was possible for service to be recorded by an employer for a worker who was not registered 
at that time. If this has occurred, consideration may be given to including such periods of employment in a 
payment to the employer.

Payments made by an employer to a worker in relation to long service are made under the Long Service 
Leave Act 1955. Further information about this act is available from NSW Industrial Relations at  
www.industrialrelations.nsw.gov.au.

Payments made by Long Service Corporation to a worker or an employer are made under the Building and 
Construction Industry Long Service Payments Act 1986. Further information about this act is available from 
our website at www.longservice.nsw.gov.au.
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https://www.legislation.nsw.gov.au/view/html/inforce/current/act-1986-019?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D%40pointInTime(20200901000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D%40pointInTime(20200901000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D%40pointInTime(20200901000000)))+AND+Content%3D(%22building%22+AND+%22and%22+AND+%22construction%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C%2Fspan%3E%22%2C+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C%2Fspan%3E%22%2C+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Ebuilding+and+construction+%3C%2Fspan%3E%22%2C+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E01%2F09%2F2020%3C%2Fspan%3E%22
https://www.legislation.nsw.gov.au/view/html/inforce/current/act-1986-019?query=((Repealed%3DN+AND+PrintType%3D%22act.reprint%22+AND+PitValid%3D%40pointInTime(20200901000000))+OR+(Repealed%3DN+AND+PrintType%3D%22reprint%22+AND+PitValid%3D%40pointInTime(20200901000000))+OR+(Repealed%3DN+AND+(PrintType%3D%22epi.reprint%22+OR+PrintType%3D%22epi.electronic%22)+AND+PitValid%3D%40pointInTime(20200901000000)))+AND+Content%3D(%22building%22+AND+%22and%22+AND+%22construction%22)&dQuery=Document+Types%3D%22%3Cspan+class%3D%27dq-highlight%27%3EActs%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3ERegulations%3C%2Fspan%3E%2C+%3Cspan+class%3D%27dq-highlight%27%3EEPIs%3C%2Fspan%3E%22%2C+Search+In%3D%22%3Cspan+class%3D%27dq-highlight%27%3EAll+Content%3C%2Fspan%3E%22%2C+All+Words%3D%22%3Cspan+class%3D%27dq-highlight%27%3Ebuilding+and+construction+%3C%2Fspan%3E%22%2C+Point+In+Time%3D%22%3Cspan+class%3D%27dq-highlight%27%3E01%2F09%2F2020%3C%2Fspan%3E%22
https://www.legislation.nsw.gov.au/#/view/act/1955/38
https://www.legislation.nsw.gov.au/#/view/act/1955/38
https://www.industrialrelations.nsw.gov.au
https://www.legislation.nsw.gov.au/#/view/act/1986/19
https://www.legislation.nsw.gov.au/#/view/act/1986/19
https://www.longservice.nsw.gov.au
https://www.longservice.nsw.gov.au

