{Insert Club Letterhead]

NB: Delete this paragraph before issuing. The Long Service Leave Act 1987 (SA) allows for employee and employer to agree on cashing out a portion or all their entitlement once they have reached full entitlement (e.g. 10 years on continuous service & accrual). However, when doing so a clear written agreement is needed first with a template below. Additionally, once payment is made a notice to worker under the Long Service Leave Regulations 2017 (SA) must also be provided which is on page two and this particular wording must be used for the notice. Both agreement and notice must also be kept on file.

{Date}
Agreement to Cash out Long Service Leave

Employee Name:

Employer Name:

At the date of this agreement, the employee has a long service leave entitlement of {Insert Amount in Weeks}.
The parties above have agreed to the employee cashing out an amount of their accrued long service leave entitlement as per section 5(1a) of the Long Service Leave Act 1987 (SA).
The amount of leave that will be cashed out is {Insert Amount in Weeks and can state what this equates to in hours if so wish} which will be deducted from the employee’s accrued entitlement resulting in a remaining balance of {Insert Amount in Weeks}.
The payment that is to be paid to the employee for the above cashed out leave is ${Insert Amount} which is subject to any relevant tax deductions.
Payment of the above amount will be made to the employee on {Insert Date}.

SIGNED by {Insert Employee Name}		    SIGNED for and on Behalf of {Insert Club Name}	


	Signature:
	

	Signature of Club representative:
	





	
Date:
	

	
Name (Print):

	


	
	
	
Date:







	

	
	



{Date}

Form 3—Notice to worker (section 10)
Long Service Leave Act 1987

To [insert worker's name]

Date to which notice relates: [insert date]

You have an entitlement to the following amount of long service leave [insert entitlement expressed in weeks and, to express a fraction of a week, in hours]
A payment of [insert payment amount expressed in dollars and cents] is being made by agreement with you instead of [insert long service leave amount expressed in weeks and, to express a fraction of a week, in hours]
On the making of that payment, the balance of long service leave available to you will be [insert balance expressed in weeks and, to express a fraction of a week, in hours].

Name of employer
Signature and designation of employer
Date
