RANCH Inc.
 PROCEDURE MANUAL
SECTION 2:  STAFF 
PROCEDURE NO: 2.4
PROCEDURE TITLE: STAFF LONG SERVICE LEAVE


1.0 PROCEDURE

1.1  
Applications for Long Service Leave
1.1.1
An eligible staff member may apply for paid long service leave (LSL) by submitting an application to the President of the Committee of Management
1.1.2
To be eligible to take LSL a staff member must have 10 years of continuous service with RANCH Inc. 
1.1.3
 Service as a casual staff member that meets the requirements of the Long Service Leave Act 1992 will count as service for LSL purposes

1.1.4
 Casual service is recognised for the purposes of long service leave if that service is:

-
continuous with RANCH Inc. and 

-
there has been no more than a three month absence between two periods of employment

2. 0
Continuous service 

2.1
For the purposes of determining the length of continuous service of a full time, part time and/or casual employee, refer to The Agreement- Clause 30 Long Service Leave
3.0
Recognition of prior service 

3.1
Service with a previous employer is transferable for the purposes of computing service for Long Service Leave where both employers are respondents to The Agreement - Clause 30 Long Service Leave 30.12 Portability of Service
4. 
Accrual of long service leave entitlements 

4.1
 A staff member will continue to accrue long service leave entitlements during the following absences from RANCH Inc. which are periods of continuous service:

-
any period of leave with pay
-
sick leave (where a staff member has accrued sick leave  credits)
5.0
Long service leave on termination of employment 

5.1
A staff member who has at least five years of continuous service will receive pro rata payment of long service leave upon termination of the staff member’s employment, provided that the years of service are of the type where long service leave entitlements accrue.

5.1.1
Where the death of a staff member occurs, the staff member's estate will receive a pro rata entitlement to the LSL accrued by the deceased staff member.

6.0
 Sickness during long service leave 

6.1
Where a staff member becomes sick during long service leave, the President of the Committee of Management, on request of the staff member and on production of a medical certificate, arrange to re-credit long service leave for periods of three days or longer and debit the period against the staff member's sick leave balance.
7.0
 Cancellation of long service leave 
7.1
A staff member may cancel long service leave that has previously been approved by submitting a completed RANCH Inc. Application to Cancel Leave form to the President of the Committee of Management.
8.0
DOCUMENTATION  
RANCH Inc. Application for Leave Form
RANCH Inc. Application to Cancel Leave Form
SCOPE


This procedure applies to all continuing, fixed term and casual staff of RANCH Inc.


RANCH Inc. will comply with obligations to staff employed under the most current Neighbourhood Houses and Adult Community Education Centres Collective Agreement (hereafter referred to as ‘The Agreement’) and as set out in the Long Service Leave Act 1992 Section 67 (the Act).
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