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Workers 
If you are a Contractor or Working Director wishing to register with ACT Leave, 
please contact us to discuss your circumstances. 

Register for online access 
• Navigate to the Client Portal page on the ACT Leave website.

- Select Worker Portal

• Select Register for Online Access

https://actleave.act.gov.au/client-portal/
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- Complete your details. Note: If you do not know your Worker ID, please contact us
- Select Next
- Read and accept the Terms and Conditions
- Select Save and Continue
- Confirm your mobile, email address and preferred correspondence method
- Enter your password
- Select Continue

You can now access the worker portal. 
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Log in to the client portal 

• Navigate to the Client Portal page on the ACT Leave website.
- Select Worker Portal

• Enter your username and password
- Select Sign In
- A confirmation password will be sent to your email address, enter it here

• You are now logged in.

https://actleave.act.gov.au/client-portal/
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Reset your password 

• If you can’t remember your password, select Forgot password

• Enter your email address and follow the instructions
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Update your contact details 

• Navigate to the Client Portal page on the ACT Leave website.
- Select Worker Portal

• Login to the Worker Portal
• Select My Details
• Update your contact details on this page

https://actleave.act.gov.au/client-portal/
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The Worker Portal overview 

The Worker Portal looks like this: 

• Dashboard – The dashboard displays a summary of your data, including your current
service

• Service History – This page shows a summary of service that has been recorded for
you by your employers.

• Claims – This page can be used to check your service and to make a claim for long
service leave

• My Details – This page can be used to check and update your details, including
personal details, addresses, passwords and security questions

• Correspondence – This page shows a record of all correspondence between you and
ACT Leave, including documents that have been uploaded

• Authorised Contacts – You can use this to page to view and update details of third-
party contacts, for example a spouse, accountant or family member.

• I Want To – This page has a number of subheadings:
- Investigate Missing Service – If you have worked in a covered industry, a there is

service missing from your service history, you can use this form to notify us so we
can investigate

- Register Interstate Service – if you have worked in the same industry in a different
state, there may be a reciprocal scheme between ACT Leave and that state. Please
include the details on this page so we can investigate

- Upload Supporting Document – Use this to upload documents to ACT Leave
- Contact Us – This page contains our contact details.
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Check your entitlement 

• Navigate to the Client Portal page on the ACT Leave website.
- Select Worker Portal

• Log in to the Worker Portal
• A summary of your service can be found on the Dashboard

• Visit your relevant industry page on the ACT Leave website for more information about
your entitlements.

https://actleave.act.gov.au/client-portal/
https://actleave.act.gov.au/
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Claim a benefit 

• To claim a benefit, navigate to the Client Portal page on the ACT Leave website.
- Select Worker Portal

• Log in to the Worker Portal
• Select Claims > New Claims to commence a claim for Long Service Leave

https://actleave.act.gov.au/client-portal/
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• Complete the form, attach all required supporting documentation and submit.

• For more information about your entitlements and how to claim a benefit, visit ‘claim a
benefit’ under the relevant industry page on our website.

Payment 

• If leave forms are submitted well in advance, and no further information is needed to
process your claim, payment will usually be made within 10 working days before your
leave start date.

• For lump sum and leaving the industry claims, payment will be processed usually within
10 working days of us receiving and confirming all information with your past
employer/s or interstate jurisdictions. There is a mandatory 20 week waiting period from the
date you stopped working permanently in the industry for any claims made on leaving
the industry permanently.

https://actleave.act.gov.au/
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