ACT LONG SERVI CE L EAVE AUTHORI TY

Building and Construction Industry
FAQ’s
Employer


I am an employer in the building and construction industry, do I need to register?
If you have employees that have commenced work in the ACT that perform relevant work then you are
required by law to register with the Authority.



What is relevant work?
o Relevant work includes employers/employees who are involved in construction, reconstruction,
renovation, alteration, demolition or maintenance of buildings, roads, fences, swimming pools
etc. It also includes plumbing, electrical work, gas supply, landscape construction, carpet laying
and the construction or assembly of structures and fixtures (kitchens, air conditioning ducting,
steel and metal fabrication, switchboards, windows etc.) that are destined to become a part of
a building. Apprentices, foreman, leading hands, construction and site supervisors are also
included.
o Office workers, sub-contractors, working directors, project managers are not required to be
registered.
o Full time, part time, casual employees and apprentices are required to be registered if they are
performing relevant work.
o 457 Visa workers must be registered.



How do I register?
To register, you need to complete an employer registration application. This can be found on our
website or you can request one to be emailed or posted by calling the Authority. If you have
employees that require their service to be backdated, you will need to complete an employee
registration form as well as an employer application. If you are unsure if you need to backdate service,
please contact the Authority.



I am or I employ a Working Director, do they need to register?
Working Directors are not classified as employees as of 1 July 2015 and are unable to be listed on the
employer return. Working Directors have the option to register as contractors if they wish to make their
own contributions. For more information on registering as a contractor, please download the Contractor
FAQ sheet or contact the Authority.



We are an interstate company, do I need to register?
If you have employees performing relevant work in the ACT then you are required to be registered. Only
service performed in the ACT is required to be recorded.



I have apprentices, do they need to be registered?
Apprentices are required to be registered and a training contract needs to be provided in order to set
the employee up. You do not need to pay a levy for apprentices (if a training contract is provided)
however you are still required to record service for them.
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How do I record service?
Once you are registered you will receive an email including login details to the online portal, information
on how to complete your quarterly returns and a Certificate of Registration.



How often do I need to record service?
You need to record service for your employees every quarter. You will receive reminder notifications via
email when a new return is generated. You need to record how many days of service your employee
has performed in the quarter and record their total gross wages earnt for the quarter.



What are gross ordinary wages?
Please refer to the ordinary Gross wages fact sheet which can be downloaded on our website or call
the Authority to request a copy. The fact sheet will advise what is and what is not included in gross
ordinary wages.



I have missed an employee on my returns, how do I add them on?
If you have not registered an employee and need to backdate their service, you will need to either add
them onto the current return and include their original start date (which will prompt backdating) or you
can advise the Authority by phone or email of the details that need to be added.



I forgot my password, how do I get a new one?
You can request a new password to be emailed to you on the online portal by clicking “forgot
password” or you can contact the Authority to generate a new one.



I will not be able to complete my return by the due date, what do I do?
If you are unable to meet the due date for a return, please contact the Authority before the due date
to request an extension of time. If your extension of time is approved you will be advised of your new
confirmed due date.



I need a Certificate of Currency or an Interim Card, how do I get one?
A certificate of currency can be issued by email when requested if all returns and payments are up to
date. If you require an interim card, you will need to submit an employer registration application and
advise you need an IRE Certificate.



I no longer have employees, what do I need to do?
If you are registered employer and no longer have employees, you will need to notify the Authority so
we can stop your account. If your account is active and you have not lodged a nil return by the due
date or advised us to stop the account then you may receive penalties for late lodgment.
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Building and Construction Industry
FAQ’s
Employee


I work in the building and construction industry, do I to need register?
If you are an employee for a construction company and you are performing relevant
work, then your employer is required to register you.



Am I performing relevant work?
Please refer to the “what is relevant work?” section on page 1.



I am a working director/sole trader, do I need to register?
If you are a contractor or working director, you are not required to be registered – however you can
register as a contractor and make your own quarterly contributions if you would like to work towards a
long service leave entitlement. Service can be backdated up to 1 year from the date you register.



How do I check if I am registered?
Once you are registered a letter is posted to the address provided by your employer advising you of
your registration details. If you have not received a letter and think you should be registered please
contact the Authority.



How do I check how much service I have?
To check your service, you can login to the online employee portal (http://www.actleave.act.gov.au/)
using your registration details (if known). If you do not know your details then you can email or call the
Authority to check or update your current details, service history and entitlement.



I am missing service, what do I do?
If you think you are missing service, please ensure you were working in the relevant industry (in ACT) and
performing relevant work and you were an employee of the company. If you think you meet this
criteria, you can contact the Authority to obtain a missing service claim form. You will need to provide
the Authority with copies of your pay slips or group certificates for the period of service you are missing.
The Authority can then investigate and follow up with your employer/s and try to obtain any missing
service.



I forgot my password to login to the online portal, how do I get a new one?
You can request a new password to be emailed to you on the online portal or you can contact the
Authority to generate a new one.



I have interstate service or I am moving interstate, can I have this merged into one account?
The building and construction scheme is portable Australia wide. Your service will remain recorded in
the state you worked in until you have made a claim. When a claim is made the service is brought
together and paid to from the state your most recent service is recorded in. You will need to notify each
state that you are working interstate to avoid deregistration from inactivity.

Trevor Pearcey House Unit 1, 28 Thynne Street, Bruce ACT 2617 | PO Box 234, Civic Square ACT 2608 | construction@actleave.act.gov.au
Office: (02) 6247 3900 Fax: (02) 6257 5058 |Open: Mon-Fri 8.30AM – 4.30PM | Website: www.actleave.act.gov.au

ACT LONG SERVI CE L EAVE AUTHORI TY



Why have I not received any correspondence from the Authority recently?
If your address is not up to date and we have no phone or email address recorded for you then you will
not be able to receive correspondence. To update your contact details please login to the online
portal or contact the Authority.



What if my account deregisters?
Your account will deregister if no service if recorded for 4 years. A letter is posted to your registered
address approximately 3-6 months prior to the date your account is due to deregister. The letter advises
you that your account has been inactive for nearly 4 years. If you do not respond to this letter and no
service is recorded then your account is deregistered. The only way a deregistered account can be
reactivated is if you have interstate service recorded in the industry (construction and cleaning industry
only) (less than 4 years after your ACT cease date).



Can I claim?
The construction industry entitlement is 10 years. You may be eligible to claim under a different
entitlement if you have left the industry, are unable to work in the industry or have retired (age 55+).
Please refer to the Entitlements fact sheet which is available on our website or contact the Authority to
check your eligibility.



How long does it take to process a claim?
The Authority has a pay run once a fortnight. If no further information is needed to process the claim the
payment will be scheduled within 2 weeks of the date you are starting your leave. For payment claims
the payment will be processed in the next pay run available from the date your claim is received.
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