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[bookmark: _Toc233379920][bookmark: _Hlk178854105][bookmark: _Hlk178853881]Purpose
This policy sets out the long service leave entitlements and arrangements for Victorian Curriculum and Assessment Authority (VCAA) employees engaged under Ministerial Order 1451 (MO1451), including casual, sessional and fixed-term staff.
[bookmark: _Toc233379921]Context and scope 	
This policy applies to employees engaged under s.2.5.5(1A) of the Education and Training Reform Act 2006 and Ministerial Order 1451.
The policy does not relate to Victorian Public Service employees in the VCAA.
[bookmark: _Toc233379922]Key principles 
The VCAA is committed to ensuring:
· fair and transparent access to accrued entitlements
· recognition of intermittent sessional patterns of work
· compliance with legislative and industrial obligations
· timely processing of leave applications.
[bookmark: _Toc233379923]How we will administer long service leave 
[bookmark: _Toc233379924]1. Entitlements
1.1 Accrual and Access 
An employee is entitled to 495.6967 hours (approximately 3 calendar months) of long service leave after 10 years of full-time eligible service. An employee may, however, access their long service leave entitlement on a pro rata basis after 7 years of eligible service. 
Part-time, casual and sessional employees accrue long service leave on a pro rata basis based on days and hours worked.
Where accrual under the Long Service Leave Act 2018 (Vic) results in a higher entitlement because of the way service accrues on average, the higher accrual will be paid. 
Long service leave is to be negotiated with consideration of operational requirements between the employee and manager. Long service leave is to be submitted via an application and approval process. Leave can be approved at any time while an employee is in continuous service, subject to the leave being taken within contract periods. Long service leave can be taken in increments of up to 7.6 hours per day.  
1.2 Payment
An employee granted long service leave at full pay will be paid their ordinary rate of pay during the period of long service leave. For casual and sessional employees, this includes casual loading. 
Long service leave is paid at the employee’s ordinary pay based on usual working arrangements immediately prior to commencing leave, as if the employee had continued working. Employees working multiple roles concurrently at the time of accessing long service leave will have their leave paid proportionately based on their usual working arrangements immediately before the leave commenced.
An employee may apply to take all or part of their long service leave at half pay. 
Public holidays which occur during a period of long service leave will not form part of the leave.
The Long Service Leave Act 2018 (Vic) does not allow for long service leave to be cashed out. Long service leave may only be paid out on termination of employment with VCAA.
[bookmark: _Toc233379925][bookmark: _Toc190247222]2. Continuous service 
2.1 Meaning and application of continuous service
Continuous service is an unbroken period of service. An employee’s long service leave entitlements are determined on the aggregate of the employee’s current service. 
Absences for sessional reasons between contracted periods of employment do not break continuous of service for long service leave purposes. However, these periods of absence will also not count as service for the purpose of calculating long service leave accrual.
An employee will maintain continuous service without accruing long service leave for periods of approved and unpaid parental leave greater than 52 weeks (but limited to a maximum additional 52 weeks for casual and sessional employees) and for other periods determined by the VCAA from time to time. 
2.2 Recognised service that counts towards accrual of long service leave
An employee will accrue long service leave during the following periods of service, subject to maintaining the continuity of that service:
· Employment with the VCAA 
· Approved paid leave, including annual leave, personal leave, parental leave, public holidays and long service leave
· Up to 52 weeks of approved and unpaid parental leave  
· Unpaid leave taken on account of illness or injury, including WorkCover leave
· Any other period of service specifically recognised by the VCAA
2.3 Gaps in service for casual and sessional employees
The following examples illustrate the application of this policy to continuity of service for casual and sessional employees:
· If a casual or sessional employee is reemployed within 12-months from the end date of their previous contract, the period between engagements will be treated as part of the employee’s continuous service for long service leave purposes.
· If a casual or sessional employee does not recommence employment within 12-months of the end date of their previous contract, this will be considered a break in continuous service.
· Absences of more than 12-months between engagements from the end date of their previous contract will be regarded as outside normal sessional factors and will generally break continuous service unless legislative exceptions apply. In these circumstances, the employee’s continuous service for the purpose of long service leave will be deemed to have ended 12-months after the end of their previous contract. 
· If an employee recommences employment with the VCAA more than 12-months after their contract end date, they will begin a new period of service and their long service leave accrual will start again from their new commencement date.
If an employee resigns before the end of their contracted period, their contract end date will be adjusted. If the employee returns within 12-months of the adjusted contract end date they will maintain continuity of service for the purposes of long service leave. 
2.4 Breaks in service
A break in service happens when an employee’s employment ends and there is no ongoing employment relationship.
Subject to statutory exceptions, absences beyond 52 weeks from the end of one contract period to the start of the next contract period are considered outside of sessional reasons and therefore will break continuous service.
Examples of breaks in service include:
· resigning from employment
· termination of employment
· retirement
· abandonment of employment
· extended gaps between periods of employment, outside of sessional reasons
Where a gap in employment results in an employee’s continuous service being broken and the individual is subsequently re-employed, they will begin a new period of continuous service based on their new hire date and must complete the eligibility period again before accessing long service leave.
[bookmark: _Toc233379926]3. Payment in Lieu of Long Service Leave
Unused long service leave credits are paid out on termination of employment, including:	
· When an employee resigns or retires from their employment or in the event of their death
· When an employee is advised by the VCAA that their services are no longer required in any role due to suitability, performance or conduct, or
· After a gap in service of 52 weeks and 1 day.
Where the calculation of the long service leave is more beneficial under the Long Service Leave Act 2018 (Vic) accrual formula, the employee will be paid the more beneficial amount. 
[bookmark: _Toc233379927]4. Applying for and Approving Long Service Leave
Employees are required to apply for long service leave. An application for long service leave needs to be lodged with sufficient notice before the intended commencement of leave. Long service leave can only be taken within an employee’s contracted period of employment.
While long service leave is an entitlement, the timing of the leave is discretionary. In considering applications for long service leave, the manager will have regard to the operational requirements of the work area, taking into account the availability of replacement staff and the number of staff who wish to take leave at the same time. Where long service leave is not granted, arrangements will be made to enable leave to be taken at an alternative date in the future.
Employees are not permitted to undertake paid work outside the VCAA while on long service leave.
[bookmark: _Toc233379928]5. Interaction with Other Leave Types
5.1 Personal leave while on long service leave
An employee other than a sessional or casual employee who becomes ill or is injured during long service leave may be granted personal leave. Where this occurs, the equivalent amount of long service credits will be restored to the employee and the employee will access their accrual of personal leave. The initial period of long service leave will not be automatically extended; however, an employee may apply for an extension of the leave. An application to substitute leave must include a required document to support the request. 
[bookmark: _Toc233379929]Legislative context 
[bookmark: _Hlk192844956]The VCAA provides access to long service leave under this policy in accordance with:
· the Long Service Leave Act 2018 (Vic)
· the Education and Training Reform Act 2006 (Vic)
· Ministerial Order 1451
· applicable government policies and VCAA operational requirements.
[bookmark: _Toc233379930]Related resources/supporting documents 
· Ministerial Order 1451
· Long Service Leave Act 2018 (Vic)
[bookmark: _Toc233379931]Policy management 
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