
Heading Title Description Who can use this checklist
Conduct & Performance Attendance and Absenteeism Policy It is useful for employers to make clear to their employees what is expected in terms 

of their attendance at work, and what to do in the event they are likely to be absent 
from work. Making employees aware of their obligations can assist you to 
performance manage an employee, or in appropriate cases, to terminate 
employment. 

All employers

Social Media Policy This document provides a code of conduct template. The purpose of a code of 
conduct is to set out and describe the standards of behaviour and conduct expected 
from employees in their dealings with customers, clients, co-workers, management 
and the general public, It establishes the minimum standards expected from all 
employees and contractors. Non-compliance with the code of conduct may lead to 
disciplinary action from the employer.

All employers

Code of Conduct This document provides a code of conduct template. The purpose of a code of 
conduct is to set out and describe the standards of behaviour and conduct expected 
from employees in their dealings with customers, clients, co-workers, management 
and the general public, It establishes the minimum standards expected from all 
employees and contractors. Non-compliance with the code of conduct may lead to 
disciplinary action from the employer.

All employers

Personal Phone Calls at Work Policy his Policy applies to employees, agents and contractors (including temporary 
contractors), collectively referred to in the Policy as 'workplace participants'. This 
Policy does not set out a regimented system of appropriate and inappropriate topics 
to be discussed in personal calls. Rather, the Policy focuses on the potentially 
disruptive impact of personal calls at work by encouraging workplace participants to 
keep the number and duration of personal calls at work to a minimum.

All employers

Dress Policy Employers have the right to prescribe standards of dress at work that are reflective of 
the culture and corporate image of the business. However, the standards set should 
be reasonable, having regard to the type of work and the industry in which the work 
is performed. All employers

Personal Grievance Policy This Personal Grievance Policy only deals with personal grievances, that is, grievances 
that are personal to the employee that are not related to discrimination, harassment, 
or bullying. The complaints handling section of the Anti-Discrimination and EEO 
Policy is best used to deal with grievances arising from discrimination, harassment or 
bullying. All employers

Employee Input Policy This policy should be used by employers who wish to encourage communication and 
continuous learning and development with employees. All employers

Performance and Misconduct Policy The primary purpose of a performance management or misconduct process is 
to:correct and/or improve the standard of performance or conduct of an employee 
where appropriate or necessary; andcorrect and/or improve the standard of 
performance or conduct of an employee where appropriate or necessary; and 
provide an employee with an opportunity to correct unacceptable performance or 
conduct (other than in situations where summary dismissal is 
appropriate).Disciplinary action by an employer may be necessary in response to 
unsatisfactory performance or misconduct by an employee. Disciplinary action covers 
counselling, warnings and termination of employment. Improperly handled 
disciplinary action can expose an employer to legal risk. Risks include findings of 
unfair dismissal, adverse action (such as unlawful termination) and discrimination. A 
successful claim against an employer can also lead to the imposition of financial 
penalties by the Fair Work Commission, the reinstatement of an unfairly dismissed 
employee and damage to the employer’s reputation.

All employers

Employer Property Policy It is common for employers to provide employees with property in the course of 
employment. Such property may include, but is not limited to, motor vehicles, mobile 
phones, computers, clothing, or tools. All employers

Mobile Phone Policy This Policy is designed for employers who wish to provide mobile phones to 
employees for work-related purposes, or where the employer wishes to reimburse 
employees for work-related phone calls made from personal mobile phones. All employers

Internet, Email and Computer Use Policy This commentary will help create the document, but it is not a replacement for 
specific advice taking into account the business’ circumstancesA range of issues arise 
as a result of the increased use of the internet, email, and computers as a tool for 
business. A comprehensive policy dealing with internet, email, and computer use 
provides guidelines to employees and contractors on acceptable use.

This Internet, Email and Computer Use Policy 
can be used by all employers. However part of 
the policy is specific to NSW only (see further 

comments below).

EEO & Privacy Anti-Discrimination and EEO Policy This policy has been developed to assist subscribers in meeting their legal obligations 
under the various state and federal anti-discrimination, freedom of association, 
employment, equal employment opportunity, bullying, vilification and harassment 
laws ('EEO Laws').

All employers

Attendance and Absenteeism Policy It is useful for employers to make clear to their employees what is expected in terms 
of their attendance at work, and what to do in the event they are likely to be absent 
from work. Making employees aware of their obligations can assist you to 
performance manage an employee, or in appropriate cases, to terminate 
employment. 

All employers

Children in the Workplace Policy This document will assist employers in creating a policy about the presence of 
children in the workplace. The policy covers the bringing of employees' children into 
the workplace, but not the employment of children.

All employers
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Heading Title Description Who can use this checklist
Disclosure of Employment Records Policy This policy covers the collection, use, access and disclosure of prospective 

employee’s application files and current or former employee records.Collecting 
personal information concerning employees or prospective employees is a necessary 
aspect of running a business. Personal information is information that can identify an 
individual, and employers should handle such information with care and ensure that 
disclosure is not contrary to obligations contained under privacy laws. 

All employers

Gender Equality in Workplace Policy The Workplace Gender Equality Act 2012 (Cth)  (‘WGE Act’) has replaced the Equal 
Opportunity for Women in the Workplace Act  1999 (Cth) (‘EOWW Act’ ). The 
purposes of the new legislation includes:to promote and improve gender equality 
(including equal remuneration between women and men) in employment and in the 
workplace; and
to support employers to remove barriers to the full and equal participation of women 
in the workforce, in recognition of the disadvantaged position of women in relation 
to employment matters; and
to promote, amongst employers, the elimination of discrimination on the basis of 
gender in relation to employment matters (including in relation to family and caring 
responsibilities); and
to foster workplace consultation between employers and employees on issues 
concerning gender equality in employment and in the workplace; and
to improve the productivity and competitiveness of Australian business through the 
advancement of gender equality in employment and in the workplace

All employers

Health Information Policy The components of each job will typically include requirements which are essential to 
the performance of the role. Often the essential requirements of a job can be 
satisfied only with the appropriate qualifications, skills or experience. In some cases, 
health will be a critical consideration in the assessment of whether a person can fulfill 
the essential requirements. In particular, an employer is entitled to be satisfied that a 
person can perform the job without risk to health and safety.

All employers

Disclosure of Employment Records Policy This policy covers the collection, use, access and disclosure of prospective 
employee’s application files and current or former employee records.Collecting 
personal information concerning employees or prospective employees is a necessary 
aspect of running a business. Personal information is information that can identify an 
individual, and employers should handle such information with care and ensure that 
disclosure is not contrary to obligations contained under privacy laws. 

All employers

Internet, Email and Computer Use Policy This commentary will help create the document, but it is not a replacement for 
specific advice taking into account the business’ circumstances.A range of issues arise 
as a result of the increased use of the internet, email, and computers as a tool for 
business. A comprehensive policy dealing with internet, email, and computer use 
provides guidelines to employees and contractors on acceptable use.

This Internet, Email and Computer Use Policy 
can be used by all employers. However part of 
the policy is specific to NSW only (see further 

comments below).

Social Media Policy Employers have the right to prescribe standards of communication for social media 
platforms as it relates to their business, whether directly or indirectly. With the 
growing use of social media to enhance an employer’s products, services and/or 
brand recognition, employers need to ensure they have a policy that provides strict 
guidelines on the way in which employees and contractors are allowed to engage in 
social media whether authorised to do so or not.

All employers

General Conflict of Interest Policy A conflict of interest arises when a workplace participant has a “secondary interest” 
which could improperly influence the performance of the workplace participant’s 
duties and responsibilities in their work for the employer. Employers should 
implement a conflict of interest policy to ensure that workplace participants do not 
place themselves in a situation whereby there is a financial or non-financial 
obligation to an individual or organisation, which might reasonably be thought to 
influence them in the performance of any of their duties.

All employers

Pay & Conditions Educational Assistance Policy Encouraging employees to undertake further education holds many benefits for 
businesses. Higher levels of education contribute to the aptitude, skill and welfare of 
your employees. Your business can profit from the benefits of the continued 
education of your workforce.

All employers

Expense Claim Policy (with Claim Form) This general Expense Claim Policy outlines the procedure to be followed by 
employees in seeking reimbursement for reasonable expenses incurred by them in 
the performance of their duties. The policy also includes an Expense Reimbursement 
Claim Form which can be provided to an employee to complete in order to seek 
reimbursement.

All employers

Flexibility Policy 'Work–life balance' refers to the need for employees to balance their work and 
outside-work commitments in a way that assists their sometimes competing 
demands to be met. This term in more recent times has been replaced with 
'workplace flexibility

All employers

Incentive and Bonus Policy This commentary provides guidance on the creation of this policy. Some employers 
like to provide additional rewards to their employees to encourage them to carry out 
their work efficiently and productively, to meet business goals, and successfully 
contribute to the profitability of their business. As such, we have included an 
incentive and bonus policy in HR Advance, to enable those employers who wish to do 
so to provide additional incentives and bonuses to their employees.

All employers

Working from Home Policy Working from home is becoming increasingly popular as telecommunications 
technology develops at a rapid rate and workplace participants are increasingly 
requesting flexible working arrangements to help balance work and family 
commitments. All employers

KPI Plan This commentary provides guidance on the KPI Plan (Plan) you will create. The Plan 
operates in conjuction with the Incentive and Bonus Policy (Policy) which is available 
onHR Advance We recommend that any amendments you make to the Plan be 
reviewed by a workplace lawyer, to ensure the Plan remains compliant with relevant 
laws and limits any legal risks for the business. For example, if the Policy was to 
exclude casual employees, this may make the Policy indirectly discriminatory against 
employees with carer responsibilities, who can only work on a casual basis.

All employers
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Heading Title Description Who can use this checklist
Leave Policy Employees have a range of entitlements in relation to certain types of leave. The 

types of leave that are dealt with in this Leave Policy are annual leave, 
personal/carer’s leave, compassionate leave, long service leave, and community 
services leave (which includes jury service and voluntary emergency services).

This Leave Policy can be used by. all employers 
throughout Australia, except the following 

excluded employers: Non-constitutional 
corporation employers in Western Australia

State public sector employers (ie employees of 
a Minister, the Governor or the Crown); and

Local Government employers — except 
Tasmania.

Leave Without Pay Policy Employers may wish to provide leave without pay in certain circumstances, for 
example, where an employee has exhausted an entitlement to paid leave. This Leave 
Without Pay Policy will assist employers to outline when they will be prepared to 
provide such leave to employees. All employers

Parental Leave Policy The following is a brief commentary on some of the aspects of this Parental Leave 
Policy. However, to ensure that you achieve a policy that meets all of your particular 
needs, you should obtain specific legal advice. This policy can be used by all employers 

throughout Australia, except the following 
excluded employers:Non-constitutional 

corporation employers in Western Australia
State public sector employers (ie employees of 

a Minister, the Governor or the Crown); and
Local Government employers — except 

Tasmania and Victoria.

Redundancy Policy The Policy is to be applied at the employer’s sole discretion and as such, is not 
intended to create or confer any entitlement on employees. It is not intended to 
form part of an employee’s contract of employment.National system employers 
should also be aware that they may be required to provide mandatory redundancy 
entitlements to employees under contracts of employment, enterprise agreements, 
applicable awards or legislation ('the instruments'). This policy is not intended to 
override the obligations imposed under the instruments.

All employers

Relocation Policy From time to time, employers may wish to transfer employees to other locations (for 
example, overseas, interstate, or intrastate). Generally, an employer cannot require 
an employee to relocate to another place of work unless this is provided for in the 
employee’s contract of employment, and even then, the relocation must only be 
within a reasonable distance of the employee’s existing place of work. 

All employers

Rostered Days Off Policy This Policy has been prepared to be used in a context where employees are entitled 
to Rostered Days Off ('RDOs') due to the operation of an industrial instrument, for 
example an award or enterprise agreement. If you are uncertain about whether 
having such a Policy is suitable in your particular business’ circumstances, or its 
interaction with an industrial instrument, it is important to obtain specific advice.

All employers

Staff Training and Development Policy The Policy provides a framework for increasing the skills and abilities of employees in 
your organisation. The Policy aims to both improve employees' performance in 
relation to their current positions and also develop their capabilities for future 
roles.The Policy is designed to express general principles and values. You should seek 
advice if you wish to include more specific detail about training and development 
programs offered and/or required, study support benefits, record-keeping 
requirements, career progression models, and performance management systems.

All employers

Timesheet Policy Many employers require employees to complete and sign timesheets to record their 
attendance at work.  Provisions in industrial instruments (awards, enterprise 
agreements, contracts, etc) may set requirements in this regard.  Legislation and 
regulations also require employers to keep records of hours worked for some 
employees.Excluded employers may however, wish to use this document, but they 
should first obtain legal advice.

This Policy can be used by all employers 
throughout Australia, except the following 

excluded employers:Non-constitutional 
corporation employers in Western Australia;

State public sector employees (ie employees of 
a Minister, the Governor, or the Crown); and

Local Government employers — except in 
Tasmania and Victoria.

Travel Expenses Reimbursement Policy This Policy aims to assist employers in creating a Travel Expenses Reimbursement 
Policy. You should seek specific advice to adapt the policy to meet your own 
requirements.Some awards and agreements include provisions for working away 
from the ordinary place of work. Where such provisions apply, they should be applied 
instead of the provisions of this policy.

All employers

Vehicle Policy The Policy sets out the circumstances in which an employer-supplied vehicle may be 
provided to an employee and the nature of the vehicle expenses that may be met by 
the employer.

All employers

Whistle-Blower Policy A whistleblower is anyone who raises issues of wrongdoing to a manager or 
equivalent. Wrongdoing includes, but is not limited to, conduct that is dishonest, 
fraudulent or corrupt. All employers

Recruitment Attendance and Absenteeism Policy It is useful for employers to make clear to their employees what is expected in terms 
of their attendance at work, and what to do in the event they are likely to be absent 
from work. Making employees aware of their obligations can assist you to 
performance manage an employee, or in appropriate cases, to terminate 
employment. 

All employers
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Heading Title Description Who can use this checklist
Gender Equality in Workplace Policy The Workplace Gender Equality Act 2012 (Cth)  (‘WGE Act’) has replaced the Equal 

Opportunity for Women in the Workplace Act  1999 (Cth) (‘EOWW Act’ ). The 
purposes of the new legislation includes:to promote and improve gender equality 
(including equal remuneration between women and men) in employment and in the 
workplace; and
to support employers to remove barriers to the full and equal participation of women 
in the workforce, in recognition of the disadvantaged position of women in relation 
to employment matters; and
to promote, amongst employers, the elimination of discrimination on the basis of 
gender in relation to employment matters (including in relation to family and caring 
responsibilities); and
to foster workplace consultation between employers and employees on issues 
concerning gender equality in employment and in the workplace; and
to improve the productivity and competitiveness of Australian business through the 
advancement of gender equality in employment and in the workplace.

All employers

Health Information Policy The components of each job will typically include requirements which are essential to 
the performance of the role. Often the essential requirements of a job can be 
satisfied only with the appropriate qualifications, skills or experience. In some cases, 
health will be a critical consideration in the assessment of whether a person can fulfill 
the essential requirements. In particular, an employer is entitled to be satisfied that a 
person can perform the job without risk to health and safety.

All employers

Induction Policy The manner in which a new employee’s induction is carried out is a matter for an 
employer however, having a written Induction Policy can assist to streamline the 
process so that all employees are inducted in the same manner. A written induction 
policy also assists as a record keeping tool of the training provided to new 
employees.

All employers

Probationary Employment Policy Probation' is a period of time at the commencement of employment during which 
the employee is assessed as to whether they have the necessary skills, ability, and 
aptitude required to perform their job. This Policy can be used by all employers 

throughout Australia, except the following 
excluded employers:Non-constitutional 

corporation employers in Western Australia; 
Excluded employers may however, wish to use 

this document, but they should first obtain 
legal advice.

State public sector employees (ie employees of 
a Minister, the Governor or the Crown); and
Local Government employers — except in 

Tasmania and Victoria.

Recruitment Policy This policy provides guidance and assistance to managers and supervisors who are 
involved in the recruitment of employees. All employers

WHS & Workers Comp Anti-Discrimination and EEO Policy This policy has been developed to assist subscribers in meeting their legal obligations 
under the various state and federal anti-discrimination, freedom of association, 
employment, equal employment opportunity, bullying, vilification and harassment 
laws ('EEO Laws'). All employers

Contractor Management Procedure Under the relevant health and safety legislation (Legislation) and associated 
regulations and codes of practice, the primary duty to eliminate or minimise, as far as 
reasonable practicable, the risks to health and safety in the workplace is imposed on 
a person conducting a business or an undertaking ('PCBU'). Employers should use this 
Procedure prior to engaging contractors or allowing them onto their worksites. This 
Procedure will assist employer’s to meet their work, health and safety (WHS) 
obligations regarding any contractors that they engage and help ensure that any 
potential risks are eliminated, or minimised, as far as practicable, so that work is able 
to be performed in a safe manner.

All employers

Electrical Safety Policy The electrical safety policy outlines the measures for the safe use and maintenance 
of electrical equipment and electrical installations in the workplace.The policy can be 
amended to suit your business needs. Before implementing, it is advisable to review 
the policy with employees and make amendments as appropriate.

All employers

Emergency Evacuation Policy and Procedure This is a general Emergency Evacuation Policy and Procedure which sets out the 
broad obligations of employers and workplace participants under Occupational 
Health and Safety ('OHS') legislation.

All employers

Emergency Management Procedure Under the relevant health and safety legislation (the 'Legislation') and associated 
regulations and codes of practice, the primary duty to eliminate or minimise, as far as 
reasonable practicable, the risks to health and safety in the workplace is imposed on 
a person conducting a business or an undertaking ('PCBU'). For the purposes of the 
Legislation, an employer is a PCBU and therefore bears the primary responsibility. In 
line with this duty, the relevant work health and safety regulations impose specific 
obligations on a PCBU in relation to the preparation and implementation of 
emergency plans and procedures.

All employers

Fatigue Management Procedure Compliance with this procedure will assist the company in meeting its obligations 
under the relevant health and safety legislation (the 'Legislation'), associated 
regulations and codes of practice. All employers

First Aid Policy This is a general First Aid Policy which sets out the broad obligations of employers 
and workplace participants under Workplace Health and Safety ('WHS') legislation. 
Employers have a responsibility under WHS legislation to make provision for first aid 
facilities and personnel. All employers
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Heading Title Description Who can use this checklist
Housekeeping Policy This policy is designed to ensure good housekeeping practices are implemented by all 

workers. It is best to consult and review the policy with workers before 
implementation. You should amend the policy to suit your individual business needs. All employers

Incident Report and Investigation Procedure ncidents should be reported and investigated as soon as practical after the event to 
prevent recurrences. This procedure outlines steps required for the reporting and 
investigation of an incident and the responsibilities of all personnel. The procedure 
can be amended to suit your business needs. Before implementing, review the 
procedure with employees and make amendments as appropriate.

All employers

Inspection Policy This policy template is concerned with employer inspection of personal property and 
effects brought to the employer’s premises by employees and others.

All employers

Manual Handling/Ergonomics Procedure This procedure outlines the steps involved in the management of manual handling 
and ergonomic risks in the workplace.The procedure can be amended to suit your 
business needs. Before implementing, review the procedure with employees and 
make amendments as appropriate. All employers

Noise Procedure The noise safety policy and procedure outlines the measures to reduce noise levels in 
order to conserve and protect the hearing of employees and contractors in the 
workplace.The Procedure can be amended to suit your business needs. Before 
implementing, it is advisable to review the Procedure with employees and make 
amendments as appropriate. All employers

Personal Protective Equipment and Clothing 
Policy

Each job and each work place have varying requirements for personal protective 
equipment (PPE) and clothing. Requirements for PPE will be determined following a 
risk assessment of the work process. This Policy outlines the company's requirements 
with regards to providing and maintaining PPE and clothing and the responsibilities of 
all Managers/Supervisors, employees and contractors All employers

Plant Safety Procedure This general Plant Safety Procedure outlines the measures for the safe use and 
maintenance of plant in the workplace. The Procedure can be amended to suit your 
individual business needs. Before implementing it is advisable to review the 
Procedure with employees and make amendments as appropriate.

All employers

Purchasing Procedure Risk Management obligations start even before Plant, Equipment, Substances and 
Personal Protective Equipment arrive at the workplace for use.When purchasing new 
plant, equipment, substances and PPE, safety considerations need to be addressed 
prior to purchase. Technical information such as the Material Safety Data sheet for 
substances or operating manuals for plant need to be obtained to assist in a 
conducting a risk assessment. Specific legal requirements may also need to be 
identified. A risk assessment is required to determine if the risks are acceptable or 
not before the decision to purchase is made. This procedure outlines the necessary 
factors that need to be considered in purchasing plant, equipment, substances and 
Personal Protective Equipment.

All employers

Record and Document Control Procedure Document control is an important element of OHS/WHS management. Through good 
document control, an organisation is able to demonstrate due diligence and 
continuous improvement. An organisation can also demonstrate that it is doing what 
is reasonably practicable to minimise the risk to health and safety in the workplace. 
Document control involves managing the distribution of documents, recording 
document names, keeping a record of the date the documents were created and 
when they are due for review. Documents need to be reviewed on a regular basis t 
ensure that an organisation's policies and procedures comply with its statutory 
obligations under WHS and industrial relations legislation

All employers

Rehabilitation Policy and Procedure A Workplace Rehabilitation Policy and Procedure reflects the company’s 
commitment to rehabilitate injured employees if possible.

All employers

Risk Management Procedure Effective management of injured workers requires early intervention and early return 
to work, consistent with the injury. Steps to managing injuries and returning injured 
workers to employment may include:informing workers how to report and record 
workplace incidents and injuries
early notification of the injury to the insurer
early contact with the worker and his/her doctor
establishing a suitable duties program in line with medical advice and the insurer
providing suitable employment for the injured worker.This Policy/Procedure outlines 
steps that can be taken to assist in the effective management of injured workers.

All employers

Safe Use of Ladders Procedure This procedure outlines the risk control measures for the safe use of a ladder in the 
workplace. The procedure can be amended to suit your business needs. Before 
implementing, review the procedure with employees and make amendments as 
appropriate. 

All employers
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Heading Title Description Who can use this checklist
Skin Protection Policy A skin protection policy is a risk control measure that can assist in minimising the 

effects of employee’s exposure to UV radiation. The most common source of UV 
radiation is the sun. the issue of sun protection for outdoor workers is becoming an 
increasingly important WHS issue as awareness of the potentially harmful effects of 
the sun continues to grow. However there are other sources of UV radiation such as 
welding flashes and lasers.

All employers

Smoke Free Policy Given the harmful effects of smoking, a no-smoking policy is widely considered a 
sound WHS/OHS measure for employers to introduce. In introducing the no-smoking 
policy, employers should consider a fair process of transition so that all workplace 
participants' concerns are considered. The policy will need to be reviewed and 
adapted to suit your business needs.

All employers

Vehicle Safety Policy This policy is designed to outline measures for the safe use of company vehicles. It 
also outlines the responsibilities of management and employees concerning driving 
whilst at work. All employers

WHS Consultation Statement Preparing an WHS Consultation Statement allows an employer to record their 
consultation arrangements. It details the employers: Commitment to consultation in 
the workplace
The WHS Consultation arrangements chosen
How employees will be consulted
The roles and functions of WHS rep
resentatives/WHS committee members
A procedure for resolving WHS problems
When and how consultation arrangements will be reviewed

All employers

WHS General Policy Effective Workplace Health & Safety (WHS) policies and procedures are legal 
requirements. They also promote WHS good practice generally. This policy covers 
general WHS obligations. All employers

WHS Management System Review Procedure Once the business health and safety strategies have been in place for a while, it is 
important to evaluate its effectiveness to make sure the strategies are working. 
Reviewing what is in place allows you to identify areas of success and areas that 
require improvement. This procedure outlines the processes involved in reviewing an 
WHS Management system. The procedure can be amended to suit your business 
needs. Before implementing, review the procedure with employees and make 
amendments as appropriate.

All employers

WHS Responsibilities for a Contractor Under the Work Health and Safety (WHS) Act all contractors have a range of 
responsibilities concerning work health and safety and injury management. 
Contractors who are providing services to an organisation are required to take 
responsibility for their own health and safety in the workplace and be accountable 
for their actions.  This includes complying with the organisation’s WHS policies and 
procedures. The WHS Responsibilities For a Contractor document on HR Advance 
provides an outline of responsibilities which  will assist a contractor to be compliant 
with the requirements imposed on them.

All employers

WHS Responsibilities for a Supervisor Under the Work Health and Safety (WHS) Act all Supervisors have a range of 
responsibilities concerning work health and safety and injury management. 
Supervisors usually have the responsibility of ensuring employees adhere to WHS 
policies and procedures, identify and report on any incidents and hazards as well as a 
range of training obligations and management of employees returning to work 
following injury. The WHS Responsibilities For Supervisor document on HR Advance 
provides an outline of responsibilities which Supervisors are usually required to 
perform to assist with compliance with applicable laws.

All employers

WHS Responsibilities for an Employee Under Work Health and Safety (WHS) laws, all employees have obligations 
concerning work health and safety and injury management. The WHS Responsibilities 
For an Employee document on HR Advance provides an outline of responsibilities 
which Employees are usually required to perform to assist in compliance with 
applicable laws.

All employers

WHS Responsibilities for Managers Under the Work Health and Safety (WHS) laws a Manager of an organisation has a 
range of responsibilities concerning work health and safety and Injury Management. 
These responsibilities include promoting and complying with WHS requirements, 
including acting on incidents, hazards, providing training and many others.

All employers
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Heading Title Description Who can use this checklist
WHS Responsibilities for Officers Under Work Health and Safety (WHS) laws, an Officer is required to undertake due 

diligence to ensure the organisation is complying with its work health and safety 
obligations. Officers will need to take all reasonable steps to ensure that they are 
educated about the new laws, consult with employees, comply with any notices 
issued and ensure training is provided to workers about work health and safety. What 
amounts to “reasonable” will depend on the particular circumstances. WHS 
Responsibilities for Officers document on HR Advance provides an outline to assist 
who is classified as an “Officer” for the purposes of the laws as well as the steps 
Officers can take to assist in complying with those laws.

All employers

WHS Training Policy Training of employees in safe methods of work is a requirement of 
workplace/occupational health and safety legislation. In order to provide training in 
WHS/OHS, you first need to know what training is needed in your workplace.

All employers

Work Health and Safety Consultative Process Under the model WHS laws, PCBUs must consult with all stakeholders over how risks 
are managed. Mechanisms for consultation between PCBUs and workers include 
direct consultation and worker-elected health and safety representatives and 
committees. Other parties, such as manufacturers and suppliers, must also be part of 
the consultation process, as must volunteers, apprentices, contractors, 
subcontractors and others.

All employers

Workers Compensation Return-to-Work 
Program

As a result of reforms to workers compensation laws in NSW (which commenced on 
30 June 2008), not all employers in NSW are required to take out workers 
compensation insurance. For example, employees who pay $7,500 or less in annual 
wages are exempt (unless they employ an apprentice or trainee, or are part of a 
group for premium purposes). If you are unsure whether or not you need to take out 
workers compensation insurance, you should speak to your legal advisor or your 
insurer.

This document can be used by NSW employers 
only. Caution: The Return-to-Work Program 

you will create using this template only takes 
into consideration the minimum requirements 

for such programs in NSW. As such, the 
program may need to be amended if your 

business operates in other States and 
Territories. You should seek advice before 

adapting the program to meet the 
requirements of these other jurisdictions. 

Note: The commentary below is not a 
substitute for legal advice. As such, if you are 
not sure of your legal obligations or whether 
the Program you create is suitable for your 

business, you should seek advice from a 
workplace lawyer skilled in these issues.

Working at Heights Procedure The Working from Heights Procedure outlines the risk control measures for the 
management of personnel who are required to work from heights. The Procedure 
can be amended to suit your business needs. Before implementing, review the 
procedure with employees and make amendments as appropriate.

All employers

Workplace Bullying Policy From 1 January 2014 new anti-bullying laws commenced in the Fair Work Act 
2009  (Cth) (‘Fair Work Act’). These laws only apply to a business conducted by a 
constitutional corporation, the Commonwealth, a Commonwealth Authority, a body 
incorporated in a Territory or business or undertaking is conducted principally in a 
Territory or Commonwealth place. If you are a sole-trader or partnership operating in 
a State, the laws may not apply to your business. Under these anti-bullying laws, a 
worker may make an application to the Fair Work Commission to make an order for 
the bullying to stop. Bullying is a serious risk to the health and safety of workers. 
Under the relevant work health and safety legislation and associated regulations and 
codes of practice ('Work Health and Safety Legislation'), the primary duty to 
eliminate or minimise, as far as reasonably practicable, the risks to health and safety 
(including psychological health) in the workplace is imposed on employers or a 
person conducting a business or undertaking ('PCBU') (depending on your State or 
Territory). 

All employers

Workplace Drug and Alcohol Policy The commentary which follows is not legal advice, rather it is a general guide to 
understand the drug and alcohol policy. If you are unsure about any aspect, you 
should seek advice from a workplace lawyer. Why have a drug and alcohol policy? 
Drug and alcohol consumption can diminish a person’s attention and faculties. In the 
context of the workplace, a person can be a potential source of harm to themselves 
and others if they are affected by alcohol or drugs by employees. Employers have 
responsibilities to provide safe working environments, and so it follows that an 
employer has an interest to avoid the potentially adverse consequences of drug or 
alcohol consumption. This policy is one of the tools available to the employer to 
manage health and safety risks at work. This policy should be used in conjunction 
with any alcohol testing procedure which must be compliant with Australian 
regulatory standards.

All employers

Workplace Inspection Procedure Workplace inspections are an effective method for identifying workplace hazards and 
managing the risk of such hazards in the workplace.. This procedure outlines the 
process involved in scheduling and conducting workplace inspections. It also outlines 
the responsibilities of personnel involved in conducting regular workplace inspections 
and the steps for managing any hazards identified.

All employers

Workplace Substances Procedure This procedure outlines the steps involved in the purchase and management of 
workplace substances used and stored on site. The procedure ensures all workplace 
participants are aware of the measures in place to manage chemicals used at the 
workplace. The policy can be amended to suit your individual business needs. All employers
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Heading Title Description Who can use this checklist
Conduct & 
Performance

Contract of Employment This contract is suitable  for full-time and part-time employees of all employers 
who can use this contract. The contract is not intended to apply to casual 
employees or independent contractors.

This contract can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 
employers in Western Australia
State public sector employers; and If any of the excluded employers wish 
to use this Contract of Employment ('the contract') they should seek legal 
advice, as the contract complies with federal legislation which may be 
more or less generous than that which applies to those employers.
Local Government employers - except in Tasmania. 
The latest version of the contract includes new clauses addressing the 
following matters: a summary table at the beginning of the contract which 
provides an overview of the key aspects of the employment contract i.e. 
the employee’s total fixed remuneration;
a clause addressing the performance of work and the employee’s duties to 
the employer under the contract;
a subclause under annual leave permitting the employer to direct an 
employee to take annual leave.
a clause that permits the employer discretion in relation to any matter 
arising in the contract where the employer has a choice to make a 
payment.

Pay & Conditions Enterprise Agreement Caution: It is important that you carefully read and understand the following 
commentary before using this HR Advance product. If you are not clear about the 
procedures to follow or do not fully understand what the legal obligations, you 
should obtain legal advice.

This agreement can be used by all employers throughout Australia, except 
the following excluded employers Non-constitutional corporation 
employers in Western Australia;
State public sector employees (ie employees of a Minister, the Governor, 
or the Crown); and
Local Government employers — except in Tasmania. Excluded employers 
may however, wish to use this agreement, but they should first obtain 
legal advice.

Independent Contractor Agreement The Independent Contractor Agreement ('the agreement') includes coverage of 
the following matters: commentary and instructions on using the independent 
contractor agreement; company and contractor details; general details; 
equipment details; description of service; provision of services; operative 
provisions; commencement, duration and option to renew; obligations of the 
contractor; contract fees and expenses; taxation; other contract work; 
termination; confidentiality; agreement obligation; insurances; indemnity; and 
dispute resolution.

All Employers 

Individual Flexibility Agreement (Award 
Covered)

An Individual Flexibility Agreement (or 'Flexibility Agreement') is a useful tool for 
employers who have award-covered employees, and whose employment is not 
covered by another industrial instrument (eg enterprise or collective agreement). This agreement can only be used by National System Employers.

Offer of Guarantee of Annual Earnings When modern awards came into effect on1 January 2010, many previously award-
free employees were potentially caught by the wide coverage of the new 
industry-based awards. However for a ‘high income’ employee, the employer and 
the employee can enter into an agreement known as a 'Guarantee of Annual 
Earnings' (Guarantee).

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 
employers in Western Australia;
State public sector employees (ie employees of a Minister, the Governor 
or the Crown); and
Local Government employers — except in Tasmania and Victoria. Excluded 
employers may however wish to use this document, but they should 
first obtain legal advice.

Recruitment Contract of Employment This contract is suitable  for full-time and part-time employees of all employers 
who can use this contract. The contract is not intended to apply to casual 
employees or independent contractors.

This contract can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 
employers in Western Australia
State public sector employers; and If any of the excluded employers wish 
to use this Contract Non-constitutional corporation employers in Western 
Australia
State public sector employers; and
Local Government employers - except in Tasmania. If any of the excluded 
employers wish to use this Contract of Employment ('the contract') they 
should seek legal advice, as the contract complies with federal legislation 
which may be more or less generous than that which applies to those 
employers. The latest version of the contract includes new clauses 
addressing the following matters: a summary table at the beginning of the 
contract which provides an overview of the key aspects of the 
employment contract i.e. the employee’s total fixed remuneration;
a clause addressing the performance of work and the employee’s duties to 
the employer under the contract;
a subclause under annual leave permitting the employer to direct an 
employee to take annual leave.
a clause that permits the employer discretion in relation to any matter 
arising in the contract where the employer has a choice to make a 
payment.

Contract of Employment - Not True Fixed Term This document will assist you in creating a written contract of employment for a 
specified period of time (referred to as a 'term contract'). You will be able to 
tailor the contract of employment ('the contract') to suit your requirements and 
circumstances.

This contract can be used by all employers throughout Australia, except 
the following excluded employers:   non-consitutional corporation 
employers in Western Australia
State public sector employers; and
Local Government employers — except in Tasmania. If any of the excluded 
employers wish to use this Contract of Employment — Not True Fixed 
Term ('the contract') they should seek legal advice, as the contract 
complies with federal legislation which may be more or less generous than 
that which applies to those employers.

HR Advance - Agreements
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Contract of Employment - True Fixed Term This document will assist you in creating a written contract of employment for a 
specified period of time (otherwise known as a 'fixed term contract'). You will be 
able to tailor the contract to suit your requirements and circumstances. The 
contract will typically end without either party needing to give notice to 
terminate since the contract will conclude through the passage of time, not at 
the initiative of either the employer or employee.

This contract can be used by all employers throughout Australia, except 
the following excluded employers: Non-consitutional corporation 
employers in Western Australia;
State public sector employers; and
Local government employers — except in Tasmania. If any of the excluded 
employers wish to use this Contract of Employment — True Fixed Term 
(the 'contract') they should seek legal advice, as the contract complies 
with federal legislation which may be more or less generous than that 
which applies to those employers.

Engagement Letter This letter is a simpler form of the contract of employment document which is 
available as part of the HR Advance package. If you want a more comprehensive 
contract of employment for your employees, you should use the Contract of 
Employment, rather than this document.

This agreement can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 
employers in Western Australia;
State public sector employees (ie employees of a Minister, the Governor, 
or the Crown) except in Victoria; and
Local government employers — except in Tasmania and Victoria. Excluded 
employers may, however, wish to use this document, but they should first 
obtain legal advice.

Engagement Letter For Award/Enterprise 
Agreement

This Engagement Letter is suitable for full-time, part-time or casual employees 
whose main terms and conditions of employment will be provided in accordance 
with an applicable award, or enterprise agreement. The letter is intended to 
outline some significant conditions from the award or agreement and additional 
terms and conditions of employment.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 
employers in Western Australia;
State public sector employees (ie employees of a Minister, the Governor, 
or the Crown); and
Local Government employers — except in Tasmania.Excluded employers 
may wish to use this document, but they should first obtain legal advice.

Individual Flexibility Agreement (Agmt 
Covered)

An Individual Flexibility Agreement (or 'Flexibility Agreement') is a useful tool for 
employers who have employees covered by an Enterprise Agreement. From 1 
July 2009, all Enterprise Agreements are required to include terms which 
facilitate Flexibility Agreements with individual employees, when the Enterprise 
Agreement is made by Fair Work Australia. Failure to include such a term in the 
Enterprise Agreement will result in the model flexibility term in the Fair Work 
Regulations applying. 

This agreement can only be used by National System Employers

Termination & 
Redundancy

Given that our subscribers come from a diverse range of businesses and their 
workplaces differ in many ways, this deed is general in nature. It contains some 
standard clauses which are usually included in a deed, but does not contain a 
comprehensive array of provisions to deal with every eventuality. All Employers.
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Heading Title Description Who can use this checklist
Conduct & 
Performance

Complaint and Grievance Form  This form provides a means for employees to put their complaint or 
grievance in writing.

 This form is referred to by the following policies:
• Anti-discrimination and Equal Opportunity Policy;
• Personal Grievance Policy; and
• Workplace Bullying Policy

Once a complaint or grievance has been filed with management, it 
should be acted on promptly and investigated.

All Employers 

 Individual Development Plan  
An Individual Development Plan (IDP) is a useful tool to maximise 
employee development and productivity leading to greater gains for 
organisations. Use of an IDP can foster development for improved 
performance in an employee’s present role, or preparation for a 
role of greater responsibility.

All Employers 

 Performance Appraisal Form The Performance Appraisal Form is used to conduct the 
performance appraisal process (also referred to as a performance 
review). This process is a means of informing your employees of the 
quality of their work and identifying areas of their performance 
which may require improvement.

All Employers 

Pay & Conditions Leave Form Employees have a range of entitlements in relation to certain types 
of leave. The types of leave covered in this form are annual leave, 
personal (also known as 'sick leave') / carer's leave, long service 
leave, compassionate leave, community service leave, and leave 
without pay. The Parental Leave Form available on HR Advance 
should be used for any requests for parental leave.

All Employers 

New South Wales Statutory Declaration - 
Compassionate Leave 

Recently the laws have changed concerning how a Statutory 
Declaration and Affidavit must be sworn or affirmed in New South 
Wales All Employers 

New South Wales Statutory Declaration - 
Personal/Carers Leave 

Recently the laws have changed concerning how a Statutory 
Declaration and Affidavit must be sworn or affirmed in New South 
Wales.Before witnessing a New South Wales Statutory Declaration 
or Affidavit three additional steps must take place. These are 
outlined below.

All Employers 

Pay Slip The Pay Slip is a useful tool that will help HR Advance users comply 
with the record-keeping provisions of the Fair Work Act 2009 (Cth) 
and its corresponding regulations.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice first.

Request for Parental Leave Form Not all employees have a legal entitlement to take parental leave. In 
order to be eligible for parental leave, employees must satisfy 
certain eligibility criteria. An employee will be eligible for parental 
leave if he/she has (or will have) completed at least 12 months’ 
continuous service with the employer, or if he/she is a ‘long term 
eligible casual employee’, at the following relevant time:
• for birth-related leave/maternity leave — immediately before the 
expected date of birth of the child; and
• for paternity leave and adoption leave — immediately before the 
first day on which the parental adoption leave is taken or is 
proposed to be taken.
 

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice first.

Request for Part-time/Flexible Work 
Arrangements 

This form can be used by all employers throughout Australia, except the 
following excluded employersnon-constitutional corporation employers in 

Western Australia;
• State public sector employers; and

• Local Government employers — except in Tasmania and Victoria.
If any of the excluded employers wish to use this form they should seek 
legal advice, as the form complies with federal legislation which may be 

more or less generous than that which applies to those employers.

Request to Cash Out Leave The option whether or not to be paid out is at the absolute 
discretion of the individual employee. The employer must not force 
or coerce an employee to make such an election.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
Non-constitutional corporation employers in Western Australia;

• State public sector emloyees — except in Victoria (ie employees of a 
Minister, the Governor, or the Crown); and

• Local Government employers — except in the Northern Territory, Victoria 
and Tasmania

Excluded employers may, however, wish to use this document, but they 
should first obtain legal advice as cashing out annual leave may be 

prohibited.

HR Advance - Forms
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Request to Vary Parental Leave The following is a brief commentary on some aspects of the Request 
to Vary Parental Leave form. The Fair Work Act 2009 (Cth) (‘the 
Act’) enables certain employees to request a variation to their 
period of parental leave. 

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
Non-constitutional corporation employers in Western Australia;

• State public sector emloyees — except in Victoria (ie employees of a 
Minister, the Governor, or the Crown); and

• Local Government employers — except in the Northern Territory, Victoria 
and Tasmania

Excluded employers may, however, wish to use this document, but they 
should first obtain legal advice as cashing out annual leave may be 

prohibited.

Statutory Declaration - Compassionate Leave Employees have an entitlement to compassionate leave under the 
National Employment Standards when an immediate family 
member or member of their household passes away or becomes 
seriously ill or injured and that illness or injury poses a threat to life. 
However, they must give their employer notice of the taking of 
compassionate leave. 

This document can be used by all employers throughout Australia, except 
the following excluded employers:In the State of New South Wales
• Non-Constitutional Corporation employers in Western Australia;

• State public sector employers (ie employees of a Minister, the Governor or 
the Crown); and

• Local Government employers (except Tasmania).

Statutory Declaration - Personal/Carers Leave Employees who are sick or who need to care for family or 
household members have an entitlement to personal/carer’s leave 
under the National Employment Standards. However, they must 
give their employer notice of the taking of personal/carer’s leave.

This document can be used by all employers throughout Australia, except 
the following excluded employers:In the State of New South Wales
• Non-Constitutional Corporation employers in Western Australia;

• State public sector employers (ie employees of a Minister, the Governor or 
the Crown); and

• Local Government employers (except Tasmania).

Timesheet Form Many employers require employees to complete and sign 
timesheets as ‘proof’ of their attendance at work. Provisions in 
industrial instruments (awards, enterprise agreements, contracts, 
etc) may set requirements in this regard. Legislation and regulations 
also require employers to keep records of hours worked for some 
employees.

All Employers 

Leave Form Employees have a range of entitlements in relation to certain types 
of leave. The types of leave covered in this form are annual leave, 
personal (also known as 'sick leave') / carer's leave, long service 
leave, compassionate leave, community service leave, and leave 
without pay. The Parental Leave Form available on HR 
Advance should be used for any requests for parental leave.

All Employers 

New South Wales Statutory Declaration - 
Compassionate Leave 

Recently the laws have changed concerning how a Statutory 
Declaration and Affidavit must be sworn or affirmed in New South 
Wales. All Employers 

New South Wales Statutory Declaration - 
Personal/Carers Leave 

Recently the laws have changed concerning how a Statutory 
Declaration and Affidavit must be sworn or affirmed in New South 
Wales. Before witnessing a New South Wales Statutory Declaration 
or Affidavit three additional steps must take place. These are 
outlined below.

All Employers 

Pay Slip The Pay Slip is a useful tool that will help HR Advance users comply 
with the record-keeping provisions of the Fair Work Act 2009  (Cth) 
and its corresponding regulations.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice firstRequest for Parental Leave Form Not all employees have a legal entitlement to take parental leave In 

order to be eligible for parental leave, employees must satisfy 
certain eligibility criteria. An employee will be eligible for parental 
leave if he/she has (or will have) completed at least 12 months’ 
continuous service with the employer, or if he/she is a ‘long term 
eligible casual employee’, at the following relevant time for birth-
related leave/maternity leave — immediately before the expected 
date of birth of the child; and
• for paternity leave and adoption leave — immediately before the 
first day on which the parental adoption leave is taken or is 
proposed to be taken.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice first.

Request for Part-time/Flexible Work 
Arrangements 

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

If any of the excluded employers wish to use this form they should seek 
legal advice, as the form complies with federal legislation which may be 

more or less generous than that which applies to those employers
Request to Cash Out Leave The option whether or not to be paid out is at the absolute 

discretion of the individual employee. The employer must not force 
or coerce an employee to make such an election.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice first.

Request to Vary Parental Leave The following is a brief commentary on some aspects of the Request 
to Vary Parental Leave form. The Fair Work Act 2009 (Cth) (‘the 
Act’) enables certain employees to request a variation to their 
period of parental leave. 

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

If any of the excluded employers wish to use this form they should seek 
legal advice, as the form complies with federal legislation which may be 

more or less generous than that which applies to those employers
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Statutory Declaration - Compassionate Leave Employees have an entitlement to compassionate leave under the 
National Employment Standards when an immediate family 
member or member of their household passes away or becomes 
seriously ill or injured and that illness or injury poses a threat to life. 
However, they must give their employer notice of the taking of 
compassionate leave. 

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice firstStatutory Declaration - Personal/Carers Leave Employees who are sick or who need to care for family or 

household members have an entitlement to personal/carer’s leave 
under the National Employment Standards. However, they must 
give their employer notice of the taking of personal/carer’s leave.

This document can be used by all employers throughout Australia, except 
the following excluded employers: Non-constitutional corporation 

employers in Western Australia;
• State public sector employees (i.e. employees of a Minister, the Governor, 

or the Crown); and
• Local Government employers — except in Tasmania and Victoria.

Excluded employers may, wish to use this document, but they should obtain 
legal advice firstTimesheet Form Many employers require employees to complete and sign 

timesheets as ‘proof’ of their attendance at work. Provisions in 
industrial instruments (awards, enterprise agreements, contracts, 
etc) may set requirements in this regard. Legislation and regulations 
also require employers to keep records of hours worked for some 
employees.

All Employers 

Recruitment Job Application Form The purpose of a job application form is to gather sufficient 
preliminary information from an applicant to enable the employer 
to sift through the pool of candidates to gain an initial view of their 
suitability for the prospective employment. It is not meant to be an 
in-depth assessment of a candidate.

All Employers 

Job Description Form When completing the job description, care should be taken to 
properly express the key duties, responsibilities, and 
accountabilities of the position. To assist you to complete the form, 
you will be provided with examples based on a possible job 
description for a 'clerical and administrative' employee.

All Employers 

New South Wales Statutory Declaration - Health  Recently the laws have changed concerning how a Statutory 
Declaration and Affidavit must be sworn or affirmed in New South 
Wales.Before witnessing a New South Wales Statutory Declaration 
or Affidavit three additional steps must take place:See the face of 
the person making the New South Wales Statutory Declaration or 
Affidavit
 The witness must see the face of the person making the New South 
Wales Statutory Declaration or Affidavit. If the person is wearing a 
face covering they may politely ask the person to remove as much 
needed to see the person’s face. The only exception is if the witness 
believes the person making the New South Wales Statutory 
Declaration or Affidavit has a legitimate medical reason.
2. Confirm the person’s identity
 There are two ways to confirm the person’s identity:
 (a) The witness has known the person for at least 12 months; or
 (b) The witness has sighted an original or certified copy approved 
identification document such as a driver’s licence or permit with a 
photograph or an Australian passport (either current or expired less 
than 2 years ago). A full list of the approved identification 
documents is listed in the downloaded Statutory Declaration.
3. Certify on the document that these requirements have been met
 Once the witness has established the first two requirements they 
need to certify on the New South Wales Statutory Declaration or 
Affidavit they have been met. The downloaded Statutory 
Declaration ensures a witness does not omit from their obligations.

All Employers 

Reference Check Form When checking job applicants’ references from previous employers, 
it can be helpful to use a form that sets out a script to follow when 
contacting people by telephone. Note you should obtain the job 
applicant’s permission to contact any referees.

All Employers 

Statutory Declaration - Health Declaration Collection of health information will be relevant for the following 
purposes                                                                                 a. to assess a 
potential employee’s ability to perform the inherent requirements 
of the position;
b. to be alerted to the possible dangers or risks to an individual’s 
health arising from the performance of particular work; and
c. to ensure health, safety, and welfare in the workplace.

This resource can be used by all employers, except in New South 
Wales.  All Statutory Declarations sworn in New South Wales should 
use the New South Wales Statutory Declaration - Health Declaration 

form on HR Advance

Termination & 
Redundancy

Exit Interview This form is designed to enable an employer to obtain feedback 
concerning the employee’s views on a range of issues including the 
reason for leaving, management styles and effectiveness, provision 
of learning opportunities, quality of the work environment etc. All Employers 

Statement of Termination Entitlements It is good practice to give an employee whose employment has 
terminated (for whatever reason) a statement of termination 
entitlements. An employer must assess whether or not it is 
appropriate, according to the circumstances, to give a statement to 
an employee whose employment with the employer is ending. It 
also may be necessary to issue an employee with a separation 
certificate.

All Employers 

Approved Contractors Register When the Contractor Pre-Qualification Checklist has been reviewed 
and on the basis the proposed contactor meets requirements, their 
details can be entered into the Approved Contractor Register. As 
part of this process, an appropriate date to review this Contractor 
should be entered into the Register and the appropriate person 
notified of the review date. Contractors should be removed from 
this register if they do not continue to meet required standards, 
particularly if there have been any changes to the relevant 
requirements in the workplace

All Employers 
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Document Amendment Register Employers should regularly review and update their policies and 
procedures for compliance with relevant awards, agreements and 
legislation The Document Amendment Register on HR Advance can 
be used to keep track of any changes made by your company to its 
policies and procedures. The company should ensure that it keeps 
proper records of what documents have been  amended, why they 
were amended and how the employees were notified of the 
amendments as such information can be particularly significant if 
there incident or injury in the workplace. Employers should take 
steps to ensure all their employees are aware of the amendments 
which may include emailing a copy to all employees, attaching it to 
employees’ payslips, attaching the document on a notice board 
and/or providing additional training. 

All Employers 

Document Register The document register outlines the documents and records that 
comprise the WHS manual. This register identifies when documents 
are used, when they are due for review, the position in the 
organisation that is responsible for them, how long they are to be 
kept and where they are to be held  

All Employers 

Hazard Report Form The Hazard Report form can be used by all personnel to document 
hazardous situations. Ensure the report form is readily available to 
all personnel and that everyone understands how to rate the risk 
and identify appropriate risk control measures Refer to the Risk 
Management Procedure that outlines the steps involved in this 
process. 

It is best practice to implement a system which ensures that any 
reported hazards are kept in a central file and are regularly 

i d

All Employers 

Incident and Investigation Report Incidents should be reported and investigated as soon as practical 
after the event. The aim of incident investigation is to identify what 
were the contributing factors that led to the event and to reduce 
the likelihood of the incident recurring. For example, did the 
incident occur as a result of poor maintenance, safe work 
procedures not being followed, lack of training and supervision, etc

All Employers 

Job Safety Analysis A Job Safety Analysis (JSA) breaks down a job into steps and 
identifies the hazards associated with each step. It also assesses the 
risks associated with that task and the control measures that need 
to be implemented. You need to ensure that staff who perform the 
job are consulted during this process as they will often know the 
hazards they are exposed to and will assist in identifying the safest 
way to perform the job

All Employers 

Meeting Agenda Template The chairperson of the committee or safety meeting should plan a 
draft agenda for the proposed meeting. In developing the agenda it 
is important to review the minutes from the last meeting and check 
the status of outstanding issues. Members of the committee should 
be consulted to determine if there are any issues that need to be 
included on the agenda. An Agenda also provides adequate notice 
to committee members when and where the meeting will be held.

All Employers 

Meeting Minutes Template Issues that are discussed and outcomes agreed from the meeting 
should be documented through the meeting minutes. The minutes 
should outline WHS issues, establish action item and 
responsibilities.Once the minutes are written up, they should be 
distributed to the committee members and made available to all 
employees

All Employers 

Plant Register The Plant Register is designed to document plant used and stored 
on site. The register will list a description of plant, risk assessments 
performed, documented safe work procedures available, 
maintenance requirements and registration requirements with the 
appropriate authority

All Employers 

Register of Noise Sources The Noise Register is used to document plant and equipment that 
are noisy when used on or off the worksite. The register should 
include a list of all noise sources, the frequency of use, the average 
duration of use, the age and condition of the pant and equipment

All Employers 

Resolution of a WHS Problem Flow Chart The WHS Problem Flow Chart attempts to identify matters that may 
pose a risk to health & safety and how they should be resolved 
between a Person Conducting a Business or Undertaking ('PCBU') 
which includes an employer and its workers. The procedure 
outlined in this flowchart is as follows. A worker should initially 
report a WHS problem to their respective Supervisor/Manager.
• If the issue is not resolved in a timely manner the worker should 
refer the issue to their WHS representative or committee member. 
In attempting to resolve the matter the WHS representative/WHS 
Committee will use the applicable WHS consultation arrangements 
and formally refer the matter to the PCBU.
• The PCBU must consider the matter and respond in a timely 
manner. The worker and WHS representative/WHS committee 
should agree on an appropriate timeframe for the PCBU to respond 
to the matter.
• If the matter is not resolved within this timeframe, the WHS 
representative/WHS Committee can request an investigation by the 
WHS Statutory Authority.

All Employers 

Return to Work Plan When a worker returns to work on restricted duties the 
Rehabilitation Provider/Coordinator will develop a plan. The Return 
to Work Plan should take into consideration the medical 
restrictions, suitable duties, hours worked, supervision 
arrangements and treatment times and dates.

All Employers 
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Risk Management Register The Risk Management Register allows for all workers to monitor 
action taken for identified hazards. The hazard risk rating/risk level, 
control measures and workers responsible can be documented. The 
register is a means where everyone can review action undertaken 
for each hazard.An example of a register is the hazardous chemical 
register. The register of hazardous chemicals is a list of the product 
names of all hazardous chemicals used, handled or stored at the 
workplace accompanied by the current Safety Data Sheet (one that 
is not more than five years old) for each hazardous chemical listed. 
It must be updated as new hazardous chemicals are introduced to 
the workplace or when the use of a particular hazardous chemical is 
discontinued. Ensure the register is readily available for all workers. 

To determine the risk rating and appropriate control measures go to 
the Risk Management Procedure and use the risk assessment matrix 
and hierarchy of hazard control.

All Employers 

Safe Work Procedure Template Safe Work Procedures are developed following a job safety analysis. 
It is a document where the risks associated with the job are 
identified, incorporating risk control measures identified into a 
sequence of steps so that the job can be performed safely.

All Employers 

Training Record of Attendance Keep detailed records of all training and instruction provided, 
whether internally or externally. The training record of attendance 
allows you to record people who attend training courses. This 
information should be kept in a central file or in personnel files and 
referred to as part of reviewing your WHS management system

All Employers 

WHS Training Plan Once Workplace Health & Safety (WHS) training requirements have 
been determined, general and specific WHS training courses can be 
scheduled by using the Training Plan form. All Employers 

Workplace Substance Register The Workplace Substances Register is used to document chemicals 
used and stored on site. The register should include a list of all 
workplace substances (including hazardous substances/dangerous 
goods) used and stored on site; a copy of material safety data 
sheets (not more than five years old) and completed risk 
assessments (where appropriate). The register must be updated as 
new hazardous chemicals are introduced to the workplace or when 
the use of a particular hazardous chemical is discontinued. Ensure 
the register is readily available for all personnel exposed to 
workplace substances and to anyone els who s lkelyt be affected by 
a hazardous chemical in the workplace.

All Employers 
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Heading Title Description Who can use this checklist
Conduct & Performance Christmas Party Letter to Employees This letter is designed to be provided to all employees prior to their attendance at 

employer Christmas party functions, in order to remind them of the employer's 
expectations concerning their standard of conduct at the function. It also provides 
important information concerning transport to and from the function in order to 
adhere to Work Health and Safety obligations.

All employers

Letter Advising Stand Down During 
Investigation 

It is often prudent for an employer to stand down or suspend an employee in 
situations involving misconduct, or allegations of misconduct, while an investigation 
is being undertaken.

All employers

Notice of Discrimination or Harassment 
Complaint 

When a complaint of discrimination, harassment, or bullying is made against an 
employee, he or she should be notified about the complaint and be given an 
opportunity to respond to the allegations in full. 

All employers

Notice of Meeting This document should be given to an employee as far in advance of any meeting as 
possible. Failure to provide an employee with appropriate notification of a meeting 
may have adverse consequences for an employer where the meeting leads to 
termination of employment (eg a finding that the terminaton was procedurally 
unfair).To ensure procedural fairness, an employer should also provide the employee 
with the option to bring a person of their choice to the meeting as the employee’s 
support person.

All employers

Record of Meeting A record of meeting should be created as soon as possible after a meeting with an 
employee where their poor conduct or performance is discussed. This correspondence can be used by National 

System Employers and Non-National System 
Employers.

Relocation or Promotion Letter to Employee The need to provide an employee with this letter may arise in the following -
situations the employer has a number of work sites and wants the employee to 
relocate to another work site; or
• the employer is changing premises and accordingly the employee will be moving to 
a new premises.

All employers

Warning Letter - WHS Compliance Failure A warning letter represents the outcome of a disciplinary procedure. As part of the 
disciplinary procedure, the employer should give the employee an opportunity to 
respond to the allegations of failure to comply with an occupational health and safety 
requirement. All employers

EEO & Privacy Discrimination and Harassment Complaint 
Response 

When an employee lodges a complaint of discrimination, harassment and/or bullying 
with their employer, it is important that the employee is told what will happen as a 
result of the complaint. That explanation is normally provided in the initial interview 
with the employee. It is also good practice to confirm that procedure in writing so 
that the employee has an understanding of what will happen concerning their 
complaint

All employers

Letter Advising Access to Employee Records Although the federal privacy legislation exempts employee records from the 
provisions of the legislation, employers may wish to grant reasonable access to an 
employee's personnel records as a positive aspect of good staff relations.

All employers

Notice of Discrimination or Harassment 
Complaint 

When a complaint of discrimination, harassment, or bullying is made against an 
employee, he or she should be notified about the complaint and be given an 
opportunity to respond to the allegations in full. 

All employers

Warning Letter Before an employee is given a warning letter, the employer should give the employee 
an opportunity to respond to the allegations of unacceptable conduct against them.

All employers

Work Camera Surveillance Notice Employers in NSW and the ACT must comply with the requirements of the NSW Act  
and the ACT Act in order to implement workplace surveillance by camera. This document can be used by all employers 

who operate in NSW and the ACT.  The 
document you will create is based on the 

requirements in both the Workplace 
Surveillance Act 2005 (NSW) ('the NSW Act') 

and the Workplace Privacy Act 2011 (ACT) (‘the 
ACT Act’), so it may not be appropriate for 

circumstances outside NSW or the ACT. 
Professional advice should be obtained before 

implementing any camera surveillance in 
premises outside NSW and ACT.

Pay & Conditions Acknowledgement of Terms of Parental Leave 
Letter 

It is good practice for an employer to confirm with an employee who is going on 
parental leave (birth-related leave or adoption leave), the relevant dates of the leave, 
and the leave conditions. Some of the conditions may include contact during the 
leave period, requests for variations to the period of leave, and prohibition on other 
employment during the leave period. Some of the relevant conditions for eligible 
employees who take parental leave are detailed below.

This correspondence can be used by all 
employers throughout Australia, except the 

following excluded employers:Non-
constitutional corporation employers in 

Western Australia
• State public sector employers (ie employees 
of a Minister, the Governor or the Crown); and

• Local Government employers — except in 
Tasmania and Victoria.

Induction Letter This letter is designed to be included in induction materials and given to the 
employee on the first day of employment, or earlier if possible.

All employers
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Letter Advising Access to Employee Records Although the federal privacy legislation exempts employee records from the 
provisions of the legislation, employers may wish to grant reasonable access to an 
employee's personnel records as a positive aspect of good staff relations.

All employers

Letter Advising Personal/Carers Leave Expired This letter can be used to inform employees who are currently absent from work due 
to illness or injury that they have exhausted all of their accrued personal leave. The 
letter enables employers to offer an employee the option of using their accrued 
annual leave or long service leave. Alternatively, an employer can offer an employee 
unpaid personal leave in circumstances where they do not have accrued paid leave.

All employers

Letter to Employee Advising Shut Down Federal workplace law allows non-excluded employers to direct their employees to 
take accrued annual leave if the business (or part of the business) shuts down for a 
period, for example over the Christmas–New Year period. This letter assists 
employers with how to inform their employees of a shut down period. If an employer 
has multiple shut downs during a year then they should seek advice as to whether 
they can require employees to take leave during each shut down period.

This document can be used by all employers 
throughout Australia, except the following 

excluded employers:non-constitutional 
corporation employers in Western Australia

• state public sector employees (ie employees 
of a Minister, the Governor, or the Crown) and

• local government employers — except in 
Tasmania.Excluded employers may however, 
wish to use this document, but they should 

first obtain legal advice.

Letter to Employee Advising Stand Down This letter will assist non-excluded employers to inform their employees of a stand 
down under the Fair Work Act 2009 (Cth) ('the Act').

This document can be used by all employers 
throughout Australia, except the following 

excluded employers:non-constitutional 
corporation employers in Western Australia

• state public sector employees (ie employees 
of a Minister, the Governor, or the Crown) and

• local government employers — except in 
Tasmania.Excluded employers may however, 
wish to use this document, but they should 

first obtain legal advice.

Letter to Employee Concerning Incapacity When seeking to use and adapt the letter to the particular circumstances of the ill or 
injured employee, you should be aware of a range of issues.

All employers

Remuneration Review Letter - Salary Increase When your business increases an employee's remuneration, you will want to inform 
the employee about the increase. The letter you will create can be used for this 
purpose. All employers

Remuneration Review Letter - Salary Stays the 
Same 

This letter can be used when an employer has decided during the remuneration 
review process not to increase an employee’s remuneration, in circumstances where 
there are no specific concerns in relation to the employee’s performance. If there are 
performance issues, you will need to amend the letter. All employers

Response to Request for Flexible Work 
Arrangements 

The purpose of this form is to enable Employers to provide it to eligible employees 
who wish to submit a request for flexible working arrangements (for example, part-
time work). This is a complex and newly developing area of the law which, if not 
handled correctly, could lead to a number of legal claims, including underpayment, 
breach of award/agreement, discrimination, general protections claim, breach of 
contract, and unfair dismissal.The commentary which follows is not intended to be 
comprehensive and does not address all legal issues which should be considered and 
addressed in dealing with requests for flexible working arrangements.

All employers

Response to Return to Work After Parental 
Leave 

A parent returning to work after parental leave will often request to return to work in 
a part-time capacity, to enable them to care for their child. This is also known 
commonly as a request for flexible working arrangements. This is a complex and 
newly developing area of the law which, if not handled correctly, could lead to a 
number of legal claims including underpayment, breach of award/agreement, 
discrimination, adverse action, breach of contract, and unfair dismissal.

This document can be used by all employers 
throughout Australia, except the following 

excluded employers:non-constitutional 
corporation employers in Western Australia

• state public sector employees (ie employees 
of a Minister, the Governor, or the Crown) and

• local government employers — except in 
Tasmania.Excluded employers may however, 
wish to use this document, but they should 

first obtain legal advice.

Recruitment Completion of Probation Letter A ‘probationary period’ is the term used to refer to an initial trial period when an 
employee is first employed by an organisation.  The probationary period is an 
opportunity for the employer to ascertain whether the employee is suitable for the 
role.Employers may wish to confirm in writing that an employee has successfully 
completed their probationary period. This may also be a requirement of a particular 
employee’s contract of employment. It is important to ensure the quantum of the 
probationary period is consistent with the probationary period in the employee’s 
contract of employment or other industrial instrument (eg enterprise agreement) 
which governs the employee’s employment. 

This correspondence can be used by all 
employers in respect of employees (excluding 
casual employees) engaged for an indefinite 

period.

Letter Advising Access to Employee Records Although the federal privacy legislation exempts employee records from the 
provisions of the legislation, employers may wish to grant reasonable access to an 
employee's personnel records as a positive aspect of good staff relations.

All employers

No Vacancies - Keep Application on File The collection, use, storage, and disclosure of all personal information which is 
collected from job applicants is regulated by the Privacy Act 1988 (Cth) (the 'Act'), 
which requires employers (including Australian, ACT and Norfolk Island government 
agencies and certain private sector organisations) to comply with the Australian 
Privacy Principles (APPs).

All employers
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No Vacancies But Could Fit Elsewhere Letter The collection, use, storage, and disclosure of all personal information which is 
collected from job applicants is regulated by the Privacy Act 1988 (Cth) (the 'Act'), 
which requires employers (including Australian, ACT and Norfolk Island government 
agencies and certain private sector organisations) to comply with the Australian 
Privacy Principles (APPs).

All employers

Thanks for Application Letter This courtesy letter is intended to inform job applicants that their application has 
been received and that it will be considered. All employers

Unsuccessful Candidate Letter The letter can be used to advise job applicants that they were unsuccessful in 
applying for a vacant position advertised by the employer. All employers

Termination & Redundancy Abandonment of Employment - Confirmation 
Letter 

An employee’s continuing failure to attend work, and his or her failure to respond to 
enquiries from the employer about his or her non-attendance, may constitute a 
termination of the employee’s employment at the initiative of the employee through 
abandonment of employment. The circumstances of a particular case must show that 
the employee intended to end the employment by not reporting for work. It is 
important therefore, if abandonment of employment by an employee is to be 
established, that the employer be able to demonstrate that the employee knew, or 
ought to have known, that his or her unexplained or unauthorised continued absence 
from work meant that he or she was terminating their employment.

All employers

Abandonment of Employment - Warning Letter An employee’s continuing failure to attend work, and his or her failure to respond to 
enquiries from the employer about his or her non-attendance, may constitute a 
termination of the employee’s employment at the initiative of the employee through 
abandonment of employment. The circumstances of a particular case must show that 
the employee intended to end the employment by not reporting for work. It is 
important therefore, if abandonment of employment by an employee is to be 
established, that the employer be able to demonstrate that the employee knew, or 
ought to have known, that his or her unexplained or unauthorised continued absence 
from work meant that he or she was terminating their employment.

All employers

Confirmation of Retirement Letter This letter can be used to confirm retirement details with an employee in writing. All employers

Letter Advising of Future Redundancies Termination of employment due to redundancy is a form of dismissal by the 
employer. It carries with it the concept of involuntary termination of the employee’s 
employment. However, rather than being a fault-based dismissal, redundancy is 
usually caused by factors such as economic conditions, business efficiency, or 
technological development.

This document can be used by all employers 
throughout Australia However, the following 

employers Non-constitutional corporation 
employers in Western Australia;

• State public sector employees (ie employees 
of a Minister, the Governor or the Crown); and 

• Local Government employers — except in 
Tasmania

should first obtain legal advice as the letter is 
based on legal regulation in Federal legislation, 
awards, enterprise agreements, employment 

contracts, and policies. 

If any employer is not aware of its specific legal 
obligations, advice in relation to its 

circumstances should be sought when 
contemplating the use of this letter.

Letter Enclosing Deed of Release This document will help you to create a ‘without prejudice’ letter to an employee 
enclosing a deed of release. It will assist you to maintain the negotiations with the 
relevant employee on a ‘without prejudice’ basis.

All employers

Letter of Reference - Departing Employee Employees may seek a letter of reference from their employer on termination of 
their employment. The contents of the reference will be particular to the 
circumstances of each employee but will usually include details about the employee’s 
employment, such as length of employment and position(s) held, as well as a 
comment about such things as the person’s skills, experience, and ability to work as 
part of a team etc.

All employers

Letter Regarding Termination This letter should only be used where an employer wants to terminate an employee’s 
employment for a reason other than serious misconduct, redundancy, or where the 
employee is employed for a specified period which is concluding. It should be used 
where the employer wants to terminate an employee’s employment as a result of 
repeated inappropriate conduct or repeated poor performance.

This correspondence can be used by all 
employers. Small business employers (with 

fewer than 15 equivalent full-time employees) 
may also wish to consult the Small Business 
Fair Dismissal Code, which is available here.

Letter to Employee - Termination Due To 
Redundancy 

Termination of employment due to redundancy is a form of dismissal by the 
employer.  It carries with it the concept of involuntary termination of the employee’s 
employment.  However, rather than being a fault based dismissal, redundancy is 
usually caused by factors such as economic conditions, business efficiency, or 
technological development.

This document can be used by all employers 
throughout Australia, except the following 

excluded employers:non-constitutional 
corporation employers in Western Australia

• state public sector employees (ie employees 
of a Minister, the Governor, or the Crown) and

• local government employers — except in 
Tasmania.Excluded employers may however, 
wish to use this document, but they should 

first obtain legal advice.

Letter to Employee Regarding Voluntary 
Redundancy 

This letter seeks expressions of interest for voluntary redundancy. However, the 
letter also reserves the employer’s right to reject particular volunteers, based on the 
operational requirements of the business. In particular situations an employer may 
have broader or lesser discretion — this letter is simply put forward as a possible 
approach.

All employers

Probation Terminated Letter Probationary employment refers to the initial period of an employee’s employment 
during which his or her performance and suitability for the position are assessed. 
Employees must be informed prior to employment of this condition of probationary 
employment.

All employers
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Redundancy Script This script is designed to be used as guide for employers who are having a discussion 
to notify an employee that their position has been selected for redundancy Before 
using this script, employers should ensure that it is in accordance with the 
circumstances of that particular redundancy. For instance, this script may be of 
limited utility where the organisation has not yet selected the particular employee/s 
whose employment may end due to a reduction in the number of positions 
required.In such a circumstance, the employer would need to first choose between 
employees using objective selection criteria

All employers

Redundancy Letter to Centrelink All employers who terminate employment due to redundancy will need to notify 
Centrelink if: 
at least 15 employees are to be dismissed due to redundancy, or

• an award, agreement, contract or policy applies and requires them to make the 
notification, or
• if you decide to terminate the employment of 15 or more employees and it is for 
reasons of an economic, technological, structural or similar nature (or if the reasons 
include any of these things) you must provide Centrelink with written notice of the 
dismissals.

All employers

Redundancy Letter to Union The Fair Work Act 2009 (Cth) (the ‘Act’) requires employers to notify and consult with 
relevant unions if they have decided to terminate the employment of 15 or more 
employees for reasons of redundancy. All employers

Resignation Acknowledgement Letter Document control is an important element of OHS/WHS management. Through good 
document control, an organisation is able to demonstrate due diligence and 
continuous improvement Document control involves managing the distribution of 
documents, recording document names, keeping a record of dates documents were 
created and when they are due for review. 
This document allows you to create a letter acknowledging receipt of an employee’s 
resignation and confirming his/her final date of employment. The letter will assist 
with record-keeping obligations

All employers

Show Cause Letter to Employee This letter will assist employers in the disciplinary processes to inform an employee 
that they have the opportunity to show cause as to why their employment should 
not be terminated. This letter supports procedural fairness.

All employers

Statement of Service A Statement of Service is a document provided to a departing employee confirming 
the employee was employed by the business, and provides brief details regarding the 
employment. These details include the employee’s position, period of service and a 
summary of the duties performed.

All employers

Summary Dismissal Letter This document should only be used in cases of serious misconduct that warrants the 
immediate termination of an employee’s employment (that is, termination without 
notice or payment in lieu of notice). If you are uncertain as to what constitutes 
serious misconduct or whether you should terminate an employee’s employment 
summarily, you should seek legal advice before taking any action.

All employers

Warning Letter Before an employee is given a warning letter, the employer should give the employee 
an opportunity to respond to the allegations of unacceptable conduct against them. All employers

WHS & Workers Comp Authority to Doctor Given the information contained in a medical report is ‘sensitive personal 
information’ covered by privacy laws (and possibly by the employer’s own privacy 
policy) an employer should obtain an employee’s express consent in order for the 
relevant doctor to: provide a medical report about the employee to the employer; 
and discuss an employee’s medical history with the employer.
It is preferable, for evidentiary purposes, for the employee’s consent to be given in 
writing. 

All employers

Letter Advising Access to Employee Records Although the federal privacy legislation exempts employee records from the 
provisions of the legislation, employers may wish to grant reasonable access to an 
employee's personnel records as a positive aspect of good staff relations.

All employers

Pregnant Employee Medical Certificate 
Request 

Employers are prohibited from discriminating against women on the basis of 
pregnancy, yet they must also comply with occupational/work health and safety 
obligations. Where an employer has well-founded concerns that an employee may 
not be able to safely perform the inherent requirements of the employee’s job 
because the employee is pregnant, an employer should ensure it is satisfied (on the 
basis of medical evidence) that the employee can safely perform the inherent 
requirements of her job.

All employers

Termination Due to Incapacity Letter Prior to any termination, an employer should obtain relevant medical evidence 
regarding the ability of the employee to perform the inherent requirements of his or 
her position. In this regard, see the 'Letter to Employee Concerning Incapacity', also 
available on the HR Advance website.

All employers
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Heading Title Description Who can use this checklist
Conduct & Performance Performance Management Checklist This checklist aims to assist an employer in performance managing an employee. 

Performance management should be a constructive process with a fair procedure. 
The checklist will help an employer to collect the relevant informatin and evidence in 
relation to performance issues. The checkliststeps through the meeting process. All Employers

Workplace Bullying Assessment Checklist Bullying is a serious risk to the health and safety of workers. Under the relevant 
health and safety legislation (the "WHS Legislation") and associated regulations and 
codes of practice, the primary duty to eliminate or minimise, as far as reasonably 
practicable, the risks to health and safety (including psychological health) in the 
workplace is imposed on a person conducting a business or undertaking ("PCBU"). 
For the purposes of the Legislation, an employer is a PCBU and therefore bears the 
primary responsibility.While the employer has the primary duty, workers are 
reminded that under the WHS Legislation they are required to take reasonable care 
for their own health and safety, as well as that of others at the company’s workplace. 
This includes a duty to take reasonable care not to adversely affect the health and 
safety of persons in the workplace and to comply with the reasonable instructions or 
directions of the company. From 1 January 2014 new anti-bullying laws commence in 
the Fair Work Act 2009 (Cth) (“Fair Work Act”). These laws only apply to a business 
conducted by a constitutional corporation, the Commonwealth, a Commonwealth 
Authority, a body incorporated in a Territory or business or undertaking is conducted 
principally in a Territory or Commonwealth place. If you are a sole-trader or 
partnership operating in a State, the laws may not apply to your business. Under 
these anti-bullying laws, a worker may make an application to the Fair Work 
Commission to make an order for to prevent the bullying conduct complained of.  

All Employers

EEO & Privacy EEO Checklist It is important that all employers consider whether there are any policies or 
practices operating in their organisation that may result in either direct or indirect 
discrimination against workplace participants (employees or other persons such as 
contractors in the workplace).

All Employers

Pay & Conditions Payment of Salaries and Wages Checklist Employers have a range of payment and record-keeping requirements in relation to 
the payment of salaries and wages to their employees. These are mainly detailed in 
the Fair Work Act 2009 (Cth) (Act) and the Fair Work Regulations 2009  (Cth) 
(Regulations).

This document can be used by all employers 
throughout Australia, except the following excluded 

employers: Non-constitutional corporation employers 
in Western Australia;

• State public sector employers (ie. employees of a 
Minister, the Governor or the Crown); and,

• Local Government employers — except in Tasmania

Record Keeping Checklist (Fair Work Act) The Record Keeping Checklist is a useful tool that aims to assist employers to address 
what records they are required to keep under the Fair Work Act (Cth) (Act)  and 
the Fair Work Regulations 2009 (Cth) (Regulations) .

This document can be used by all employers 
throughout Australia, except the following excluded 

employers:Non-constitutional corporation employers 
in Western Australia;

• State public sector employers (ie. employees of a 
Minister, the Governor or the Crown); and,

• Local Government employers — except in Tasmania
Excluded employers may however, wish to use this 
document, but they should first obtain legal advice.

Working from Home Checklist Working from home is becoming increasingly popular as telecommunications 
technology develops at a rapid rate and workplace participants are increasingly 
requesting flexible working arrangements to help balance work and family 
commitments.

This checklist should be used in conjunction with the Working From Home Policy on 
HR Advance as a tool to ensure compliance when employees are working from 
home

All Employers

Recruitment EEO Checklist It is important that all employers consider whether there are any policies or 
practices operating in their organisation that may result in either direct or indirect 
discrimination against workplace participants (employees or other persons such as 
contractors in the workplace).

All Employers

Induction/Orientation Checklist This convenient checklist or list of prompts is designed to assist subscribers in the 
induction/orientation of new employees. The checklist highlights some of the key 
matters to consider on commencement of a new employee, such as the appropriate 
documentation to be completed and necessary training. The checklist provides a 
broad list of factors, and may need to be amended to suit your particular workplace.

All Employers

Interview Guide Checklist When interviewing job applicants, it is often helpful to prepare an interview guide to 
assist the interviewer.

All Employers

Property Return Checklist An appointed officer of the employer should be given the responsibility for ensuring 
the return of employer property before/on the employee's final day. The checklist 
should be signed by the appointed officer, and retained on the ex-employee's 
personnel file.

All Employers

Recruitment Checklist This convenient checklist or set of prompts is designed as a 'warning list' applicable 
at each stage of the recruitment process. When a possible problem is detected there 
should be further investigation to make sure that a compliance breach does not 
occur.

All Employers

Reference Checklist - Job Applicants After interviewing applicants, it is recommended that you carry out appropriate 
reference checks to:obtain a proper assessment of the applicant’s ability to perform 
the position;
• verify the credentials supplied by the applicant; and
• check the applicant’s qualifications.

All Employers

Termination & Redundancy Property Return Checklist An appointed officer of the employer should be given the responsibility for ensuring 
the return of employer property before/on the employee's final day. The checklist 
should be signed by the appointed officer, and retained on the ex-employee's 
personnel file.

All Employers

Redundancy Checklist Termination of employment due to redundancy is a form of dismissal by the 
employer.  It carries with it the concept of involuntary termination of the employee’s 
employment.  However, rather than being a fault based dismissal, redundancy is 
usually caused by factors such as economic conditions, business efficiency, or 
technological development.

This document can be used by all employers 
throughout Australia, except the following excluded 

employers:Non-constitutional corporation employers 
in Western Australia;

• State public sector employers (ie. employees of a 
Minister, the Governor or the Crown); and,
• Local Government employers — except in 

TasmaniaExcluded employers may however, wish to 
use this document, but should first obtain legal advice.
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Resignation Checklist There are several considerations for employers when an employee decides to resign. 
Some of these include the accurate calculation of employee payout entitlements, 
notification to relevant parties affected by the resignation, and arrangements for the 
return of all company property. This checklist aims to guide employers through the 
key considerations surrounding the resignation of employees.

This document can be used by all employers 
throughout Australia, except the following excluded 

employers:Non-constitutional corporation employers 
in Western Australia;

• State public sector employers (ie. employees of a 
Minister, the Governor or the Crown); and,
• Local Government employers — except in 

TasmaniaExcluded employers may however, wish to 
use this document, but should first obtain legal advice.

Termination Checklist Termination of employment involves many legal risks.  It is important to be aware 
of these risks and how they can be managed. For example, the Fair Work Act 
2009  (Cth) exposes employers to the risk of unfair dismissal claims. Excluded 
employers may also have exposure under applicable State unfair dismissal laws.

This document can be used by all employers 
throughout Australia, except the following excluded 

employers:Non-constitutional corporation employers 
in Western Australia;

• State public sector employers (ie. employees of a 
Minister, the Governor or the Crown); and,
• Local Government employers — except in 

TasmaniaExcluded employers may however, wish to 
use this document, but should first obtain legal advice.

Contractor Induction Checklist When using contractors employers have a duty to provide information on the site 
safety requirements and explain all work processes that could pose a risk to the 
health and safety of a contractor.Use this checklist as part of inducting contractors 
on your company’s site safety requirements.

All employers

Contractor Pre-Qualification Checklist The effective management of contractors requires a review of the work to be 
performed, the contractor’s qualifications to perform the work safely and whether 
they hold appropriate licenses and permitsThis checklist will assist in assessing 
specific contract requirements and the evaluation of contractors before work 
commences. Use this checklist as part of establishing a list of preferred and 
authorised contractors to perform work for your company.

All employers

Ergonomics Checklist This checklist will help you address the ergonomic/workstation issues in your 
workplace and reduce the risk of injuries. Complete this checklist for all individual 
workstations and consult with employees during this process

All employers

Fatigue Management Checklist This checklist identifies factors [without limitation] to consider as part of the risk 
management process for identifying risks associated with shiftwork operations and 
driving long distances.

All employers

First Aid Checklist This checklist will enable you to identify the first aid needs for your business. 
Complete the questions and measure the responses against the requirements in your 
State or Territory. This information is available from the website of your local 
regulator e.g WorkCover.

All employers

HR Health Check Produced by the award winning organisation of WorkplaceInfo, HR Health Check is 
an easy to use online diagnostic assessment of your HR management performance 
empowering you to review, plan and make adjustments to your HR practices so you’ll 
be able to deal with issues before they arise.

All employers

Manual Handling / Manual Tasks Checklist This checklist will help you address the manual handling issues in your workplace and 
reduce the risk of injuries due to manual handling. Complete this checklist for all 
manual handling tasks and consult with employees during this process. All employers

Noise Identification Checklist This checklist is designed to assist in conducting a risk assessment on noise in the 
workplace t will help you address the noise issues in your workplace and reduce the 
risk of illness, ie deafness due to excessive noise. Complete this checklist for all noisy 
tasks, all plant and equipment and consult with employees during this process. To 
assist you, obtain copies of all the manuals and instructions for plant and equipment 
as they should contain technical information regarding noise levels associated with 

All employers

Off-Site Induction Checklist For employees who work off-site/or on client sites this induction checklist can assist 
them in identifying the site safety rules and WHS measures implemented at the site 
e.g. emergency arrangements; first aid facilities. The induction checklist should be 
used as part of the employee’s induction into the workplace. All employers

Personal Protective Equipment [PPE] Checklist Personal Protective Equipment (PPE) refers to equipment, which is used in the 
workplace by a person, to protect them from a hazard. It is the least preferred 
method for controlling hazards, and should be used as a short term measure or in 
conjunction with other control measures. Examples of Personal Protective 
Equipment (PPE) include safety goggles; safe footwear; face shields and ear 
plugs/ear muffs. The PPE checklist will assist in identifying protective equipment and 
clothing required to perform the job safety.

All employers

Plant Risk Assessment Checklist This checklist is designed to assist in conducting a risk assessment on plant used at 
the workplace This checklist will help address plant issues in the workplace and 
reduce the risk of injuries. Complete this checklist for all plant issues and consult 
with employees during this process.

All employers

https://hradvance.com.au/Vault/Global/Checklists/Resignation-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Termination-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Contractor-Induction-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Contractor-Pre-Qualification-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Ergonomics-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Fatigue-Management-Checklist
https://hradvance.com.au/Vault/Global/Checklists/First-Aid-Checklist
https://hradvance.com.au/Vault/Global/Checklists/HR-Health-Check
https://hradvance.com.au/Vault/Global/Checklists/Manual-Handling-Manual-Tasks-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Noise-Identification-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Off-Site-Induction-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Personal-Protective-Equipment-PPE-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Plant-Risk-Assessment-Checklist


Vehicle Safety Inspection Checklist This checklist can be used as a pre-operative safety check for company vehicles. 
Vehicles are pieces of plant and need to be recorded in your plant register 
accordingly.

All employers

WHS Documents Checklist The document will assist you in creating a checklist relating to WHS reporting and 
information collection. You should consult WHS legislation and regulations in the 
State or Territory in which the business operates to ensure that your business 
continues to comply with its WHS obligations. All employers

WHS Pre-Purchase/Lease Checklist To assist in the risk assessment process, the Pre-purchase Checklist, is a tool that can 
be used to consider the type of information that is required in conducting the pre-
purchase risk assessment. In addition to using the Pre-purchase Checklist, the plant 
risk assessment checklist should also be completed as part of the process.

All Employers

Workers Compensation Checklist A basic checklist of what to provide to an injured worker when there is an injury in 
the workplace. The checklist is intended to be used as a guide in relation to 
immediate actions when there has been an injury. It does not include details of post-
injury management or return to work procedures. In the event of an injury an 
employer should take all actions necessary to ensure the health and safety of its 
employees — those actions may go beyond the actions contained in the checklist 
and will be determined on the nature of the injury.

All Employers

Workplace Health and Safety Training Matrix A WHS Training Matrix can be used to identify training requirements for your 
employees, and contractors. Training requirements can be identified through 
analysing the jobs performed by employees and conducting workplace inspections 
and audits. All Employers

Workplace Induction Checklist WHS induction of new employees and contractors is important because most new 
people to the workplace do not know the safety requirements of the workplace, and 
are at greater risk of injury as a result. All Employers

Workplace Inspection Checklist The checklist is designed to be used during a workplace inspection. It is a general 
checklist that outlines common hazards in all workplaces. You can adapt and tailor 
the checklist for different work areas/departments within your business. All Employers

Workplace Substances Checklist This checklist is designed to assist in conducting a risk assessment on chemicals used 
and stored at the workplace.

Use the checklist to review appropriate storage, use and risk control measures for 
hazardous substances and dangerous goods.

All Employers

https://hradvance.com.au/Vault/Global/Checklists/Vehicle-Safety-Inspection-Checklist
https://hradvance.com.au/Vault/Global/Checklists/WHS-Documents-Checklist
https://hradvance.com.au/Vault/Global/Checklists/WHS-Pre-Purchase-Lease-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Workers-Compensation-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Workplace-Health-and-Safety-Training-Matrix
https://hradvance.com.au/Vault/Global/Checklists/Workplace-Induction-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Workplace-Inspection-Checklist
https://hradvance.com.au/Vault/Global/Checklists/Workplace-Substances-Checklist

	Policies
	Agreements
	Forms
	Correspondence
	Checklists

