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Step-by-Step State LSL

Return Guide

Part of the transition into portable long service leave includes the transfer of worker service and entitlements
accrued under the Long Service Leave Act 1987 before registration. SA Portable Long Service Leave will
capture that information through the lodgement of a State LSL Return.

For employers registered in the first quarter of the scheme, the State LSL Returns process will be run
in February 2026. For employers registering later, the State LSL Return will be generated and is to be
completed as part of the onboarding process.

Login to the Employer Portal

Login to our portals | SA Portable Long Service Leave - Community
saplsl-community.org.au/login-page

After logging in, the State LSL Return can be accessed through the link on the Dashboard.

Pending Returns (3)

Return Period Workers Remuneration Levy Due Date Status

State Long Service Leave Return 1 Jul 2025 - 30 Sep 2025 4 $0.00 30 Sep 2025 Open ©


http://saplsl-community.org.au/login-page 
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Manual Entry

The State LSL Return data allows for service to the community service sector to be updated, and for capture
of long service leave accruals, balances and employer liabilities.

For each worker on the return, the Employer will need to provide the following information:
Start Date: The date the worker started working for the Employer.

End Date: The end date of the State LSL entitlements to be reported — for workers registered from 1 October
2025, the end date will be 30 September 2025.

Months of Service: The amount of time the worker has worked for the employer, captured in months (up
to 5 decimal places). The Months of Service should reflect the continuity of service as per the Long Service
Leave Act 1987 and any full weeks of unpaid leave should be deducted from the total number of months of
employment.

Example: If a worker started on 1 November 2017, the months of service to 30 September 2025 equals 95
Months (7years x 12 months + 11 months).

LSL Accrued: The amount of long service leave accrued under the Long Service Leave Act 1987, captured
in weeks. A worker accrues 1.3 weeks of long service leave for each full year of work completed, taking into
account full weeks of unpaid leave (as with months of service).

Example: If a worker had completed 7 full years and 11 months on 30 September, the LSL Accrued = 9.1 weeks
(7 completed years x 1.3 weeks of leave per year).

LSL Taken: The amount of long service leave taken under the Long Service Leave Act 1987, captured in
weeks.

LSL Balance: LSL Accrued minus LSL Taken = LSL Balance, captured in weeks.

Employer Liability: If the Employer held a liability for long service leave on 30 September 2025, the
Employer liability is the total amount that would have been payable to the worker for long service leave on
30 September 2025. If the worker had not accrued at least 7 years (84 months) of service before registration,
no Employer liability can be calculated.

Example: On 30 September 2025 the worker’s ordinary weekly rate of pay is $1,500 per week and they have
accrued 9.1 weeks of long service leave. Employer liability = $13,650 (9.1 weeks x $1,500 per week)

Worker Details & Download Template X, Upload Template &+ Add New Worker &4 Add Existing Worker

Worker ID Worker Service Start Date  Service End Date Months Total Leave Total Leave Total Leave Total Liability Comments

Accrued Weeks Weeks Taken Weeks
Accrued Balance

W-0000303 Powers, Ruth oy oy

W-0000302 Simpson, Py Py
Bartholomew

W-0000301 Simpson, Homer foin P

W-0000338 Simpson, Marjorie o o
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Template Upload

The data for the State LSL Return can be uploaded into the return using a spreadsheet template. Download
the template using the Download Template button. The spreadsheet will be pre-populated with the names of
all workers on the return.

Mandatory fields on the spreadsheet are marked with an *. The second tab on the spreadsheet provides
detail about mandatory fields and formatting.

Enter all required information on the template, then save and close it. Use the Upload Template button to

upload the data into the return.

Months
Accrued

Total
Liability

Total Leave |TotalLeave |Total Leave

Accrued

Service End
Date

Service Start
Date

Worker ID ‘Worker Employee Number Comments

Taken Balance

'W-0000303 Powers, Ruth
W-0000302 Simpson, Bartholomew
'W-0000301 Simpson, Homer
W-0000338  Simpson, Marjorie

Who - it is expected that the business owner, bookkeeper or finance officer would complete the State
LSL Return for the business with the scheme. Employers will be notified that the return is available in their
Employer Portal for completion by email.

When - each business with registered workers who were employed before 1 October 2025 will need to
complete the State LSL Return. Normally the State LSL Return process would only be completed once per
employer.

Effort — the time required to prepare the data for the return and then complete and submit it through the
Employer Portal varies depending on the number of workers and could take between 30 minutes and 3 hours.
The Excel template is expected to reduce the time required for businesses with 20+ eligible employees.




