	New Employee Checklist	<Insert company name>


1. Employment Letter (Permanent and Casual Staff)

Has the new employee been issued with an employment letter? 	Y [  ] N [  ]

Has the correct industrial award for the new employee been identified and added to the letter?	Y [  ] N [  ]

Has the new employee been designated as a permanent or casual employee?	Y [  ] N [  ]

2. Managerial Staff

If the role is a management position has the new employee been given a Contract?	Y [  ] N [  ]

If the role is temporary or contract has the new employee/contractor been issued with an 
Independent Contractor Contract?	Y [  ] N [  ]

3. Fair Work Australia Information Statement

Has the new employee been issued with the FWA Information Statement	Y [  ] N [  ]

4. Employee Policy Manual

Has the new employee been issued with a copy of the Employee Policy Manual and 
acknowledgement letter?	Y [  ] N [  ]

Has the new employee returned the Employee Policy Manual letter acknowledging receipt and understanding?	Y [  ] N [  ]

Are copies of the manual on the website or at the business locations for employee’s access?	Y [  ] N [  ]

5. Employee Induction

Has the employee been through a formal induction process at the worksite?	Y [  ] N [  ]

6. Work Health & Safety

Have all relevant work health and safety documentations and briefings been supplied /
conducted?	Y [  ] N [  ]

Has the Evacuation Plan been tested within the last 12 months?	Y [  ] N [  ]

7. Has the correct Probation Period been applied

12 months for small businesses (15 employees or less) 6 months for other employers	Y [  ] N [  ]

8. Are proper time sheets/payslips being issued and employee records kept?

All employees are to be issued with a payslip at least monthly and records kept of time worked and overtime worked? .........................................................................................................................Y [  ] N [  ]

9. Flexible Working Arrangements and Parental Leave Roster

Is there a register for the filing and dealing with employee applications for flexible working arrangements and parental leave? .....................................................................................................................Y [  ] N [  ]

10. Taking Paid Annual Leave in Advance of Accrual

Is there a company policy for the taking of annual leave in advance of accrual and the cashing out of annual leave entitlements? ..........................................................................................................Y [  ] N [  ]

11. Leave without Pay

Is there a company policy for the taking of leave without pay? ....................................................Y [  ] N [  ]

12. Individual Flexibility Agreements

All agreements to be in writing and agreed between the parties and records kept by the employer. 
	………………………………………………………………………………………………….Y [  ] N [  ]

Other
	Y [  ] N [  ]
	Y [  ] N [  ]
	Y [  ] N [  ]
	Y [  ] N [  ]

		
New Employee Checklist		Page 2
