
Employer obligations

In South Australia, full time, part time and casual employees undertaking work in the community services 
sector are entitled to portable long service leave.

Employers of eligible workers are required by law to register with SA Portable Long Service Leave - Community 
Services (SAPLSL-CS), lodge Employer Returns, and pay a 2.2% levy based on their workers’ remuneration 
(excluding apprentices and trainees who are levy free).

To register, you will need to fill in an application form online after the scheme commences on 1 October 2025. 
A member of the SAPLSL-CS team will be available to assist you with registration and explain your obligations.

As the scheme commences, employers will need to undertake a series of steps to register for the scheme.        
It is anticipated that the following effort will be required by each business at the various stages.
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Phase Pre-scheme 
preparation

1 Oct - 29 
Oct 2025 1 Oct - 31 Dec 2025 Due 21 Jan 2026 Due 21 

Jan 2026

Size of 
business

Update 
employee 

information*

Register 
as an 

employer

Register all 
employees Quarterly return* Levy 

payment Total effort

1-5 10 - 30 mins 10 mins 10 - 30 mins 15 mins 10 mins 55 - 95 mins

6-10 30 - 60 mins 10 mins 30 - 60 mins 15 - 30 mins 10 mins 95 - 170 mins

11-15 60 - 90 mins 10 mins 60 - 90 mins 30 - 45 mins 10 mins 170 - 245 mins

16-20 90 - 120 mins 10 mins 90 - 120 mins 45 - 60 mins 10 mins 245 - 320 mins

20-30 90 - 120 mins 10 mins 90 - 120 mins 60 - 90 mins 10 mins 320 - 350 mins

30-50 120 - 180 mins 10 mins
Manual: 120 - 180 mins 

Upload: 30 mins
Manual: 60 - 90 mins 

Upload: 30 mins
10 mins 350 - 470 mins

50-100 120 mins+ 10 mins
Manual: 120 mins+ 

Upload: 30 - 60 mins
Manual: 120 mins+ 

Upload: 30 - 60 mins
10 mins 470 mins+

100+ 180 mins+ 10 mins
Manual: 180 mins+ 
Upload: 60 mins+

Manual: 180 mins+ 
Up-load: 60 mins+

10 mins 560 mins+



Pre-scheme preparation

To prepare for the scheme to commence, we suggest that employers:

1.	 Determine eligibility of each worker in your organisation

2.	 Ensure employee details are up-to-date

3.	 Assign a Work Type to each worker, such as:

	Advocate

	Case Worker

	Counsellor

	Community Development 
Worker

	Community Liaison Officer

	Disability Support Worker

	Employment Consultant

	Financial Counsellor

	Home Care Worker

	Aboriginal Support Worker

	Legal Support Services

	Other Administrative

	Other Manager

	Outreach Worker

	Policy Worker

	Program Manager

	Project Manager

	Social Worker

	Youth Worker

4.	 Calculate each worker’s service (in months), leave accruals and balances, and liabilities under the Long 
Service Leave Act 1987 (State Act) for their period of employment up to 30 September 2025, ensuring 
these records are kept to evidence the liability.

5.	 Consider reporting requirements within your existing systems to manage quarterly reporting on weeks 
worked and remuneration.

These steps are largely administrative, but will involve preparing documentation relating to business 
operations and ensuring you have employee details ready. 



Register as an employer

From 1 October 2025 a link will be available on the SAPLSL-CS website to register as an employer. 

After completing the online form, a representative from the SAPLSL-CS team will be in touch.





Register all eligible employees

Once the Employer Registration is complete, you’ll be provided with an invitation or link to the Employer 
Portal. From here, you’ll be able to register all eligible employees. If you only have a few employees to enter, 
you may enter their details one-by-one. 

We have also provided functionality for a bulk import via XLSX to make the process easier for larger employers.

(portion only of spreadsheet shown above)



Quarterly return

Each quarter a return will need to be completed. Based on your registered workers, the return will pre-fill 
with employee information.  An employer will need to provide the following information on their quarterly 
returns to capture service and calculate the applicable levy:

	 The remuneration paid to the worker during the quarter, based on the pay periods that fell within the 
quarter; and

	 The number of weeks where a worker was paid for one or more shifts, or a period of leave. Weeks where 
a worker did not receive any pay should not be included.

Employers are required to keep records to substantiate the details they declare on Employer Returns. Records 
must be kept for at least seven years after completion of the period they relate to. Employers may be asked to 
provide these records to the scheme, particularly if a query arises from a present or past employee.

We note that the definition of “remuneration” is stipulated with the Regulations.

Similarly, we provide a XLSX template to enable uploading the information in bulk:

Once the return has been completed and submitted, an invoice will be generated for payment.



Levy payment

The PLSL scheme is funded by a levy paid by employers, based on their workers’ remuneration (excluding 
apprentices and trainees who are levy-free). The money collected through the levy is invested and used to 
pay long service leave entitlements and cover the administration costs of running the scheme. The levy rate 
is currently set at 2.2%, with employers paying into the scheme from 1 October 2025. 

Upon submitting a quarterly return, an invoice will be generated and is due for payment within 21 days after 
the reporting period. For the first reporting period if 1 October 2025 to 31 December 2025, the return and 
levy payment are due by 21 January 2026. Payment can be made via credit card, EFT, or BPAY.


