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OFFICIAL

[bookmark: _Toc142718988]The Paid Parental Leave scheme – Employer overview 

The Paid Parental Leave scheme provides financial support for eligible parents. This helps them take time off work to care for a newborn or recently adopted child. This also helps you retain valuable and skilled staff by encouraging them to stay connected with their workplace.

Parental Leave Pay
Parental Leave Pay is a payment available to parents as part of the Paid Parental Leave scheme. 

Leave Entitlements
[bookmark: _Hlk221531921]The Paid Parental Leave scheme doesn’t change any of your employee’s existing leave entitlements or give them a new entitlement to leave.

For example, the Paid Parental Leave scheme:
· doesn’t replace employer provided leave
· doesn’t create a new workplace entitlement.

Your employees may ask to take leave (paid or unpaid) at the same time they get Parental Leave Pay.

Applying for Parental Leave Pay
It’s up to your employee to apply for Parental Leave Pay through us and work out leave arrangements with you. Employees may be eligible if they meet the residency rules, work and income tests.

Eligible workers can include:
· full time and part time employees
· casual workers
· contractors
· seasonal and self-employed workers.

You don’t need to determine if your employee is eligible for Parental Leave Pay. We decide if your employee is eligible based on what they tell us in their claim and we may make an employer determination for you to administer Paid Parental Leave.

What employers can do to prepare
· Know your employees’ entitlements and discuss Parental Leave Pay with them.
· To successfully register your business or organisation for a Provider Digital Access (PRODA) account, the individual completing the registration must be either:
· an associate of the business
· an authorised person as recorded on the business’s Australian Business Register (ABR) record. You can check if you’re the authorised person listed on your business’s ABR record by visiting the Australian Business Register website.
· Set up both an individual and business secure PRODA account to manage Paid Parental Leave online:
1. Create an individual PRODA account.
2. Register your business in PRODA.
3. Link your PRODA account to Business Hub.
· Link your business to the Business Hub online services via PRODA. Then you need to register for the Paid Parental Leave scheme by following these steps:
1. Access Business Hub using PRODA.
2. Select the business you want to act on behalf of.
3. Select Apply for service, make sure you do this in the Legal entity.
4. Select Apply next to Paid Parental Leave Services and complete the application.
What employers must do
Respond to Employer Determination letter
· Register your business with PRODA, Business Hub and apply for Paid Parental Leave Services if you haven’t already.
· Accept the determination notice we send you or request a review within 14 days.
Set up payment details
· Supply your business bank account details.
· Confirm your employee’s pay cycle and cut-off dates.
How funds are received
· We’ll usually pay you in advance.
· We’ll let you know how much to pay your employee and when.  
· We’ll send you a payment advice every time we deposit funds into your account.
Withhold tax
· Apply normal pay-as-you-go (PAYG) tax withholding to Parental Leave Pay.
Give written records
· Give your employee records of payment (for example, pay slips and payment summaries).
Keep records
· Maintain payment and funding records for at least 7 years.
Notify us about any of the following changes
· If your employee works on a Parental Leave Pay day.
· If employment ends.
· If pay cycles or the business bank details change.
· If you receive an incorrect payment.
· If you’re no longer trading, selling your business, transferring ownership or merging with another business.
What employers don’t need to do
· Provide Parental Leave Pay before receiving the funds from us.
· Provide superannuation on Parental Leave Pay (ATO pays it directly for eligible children born or adopted from 1 July 2025).
· Decide employee eligibility (we assess this).
· Provide Parental Leave Pay to contractors, former employees, or those who don’t meet the criteria.
· Create a new bank account, you can use your existing business account.
· Pay extra payroll tax or workers’ compensation.
· Change existing leave entitlements—Paid Parental Leave doesn’t replace or reduce your existing leave policies.
Pre-payment checklist
	Task
	Yes
	No

	Is the authorised person listed on the ABR?
	
	

	Has the authorised person listed on the ABR, set up an individual secure PRODA account?
	
	

	Have you registered your business in PRODA?
	
	

	Have you linked your business to the Business Hub online services via PRODA?
	
	

	Have you applied for Paid Parental Leave Services? 
	
	

	Have you responded to the employer determination?
	
	

	Have you confirmed the business bank account details?
	
	

	Have you confirmed the employee’s pay cycle and cut-off details?
	
	




For more information 
Go to servicesaustralia.gov.au/pplemployers for more information. 
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