




Payment of Salaries and Wages Checklist

	 
	Sequence of tasks
	 

	Frequency of payment

	 
	Decide how often wages and salaries are to be paid — up to a maximum period of one month, but may be a lesser period depending on an applicable award or enterprise agreement (e.g. weekly, fortnightly, monthly).
	 

	 
	Decide when pay day will fall, if required (consistent with any relevant industrial instrument or contract of employment).
	 

	 
	Decide the method of payment (e.g. cheque, electronic funds transfer, or as specified by an enterprise agreement or award).
	 

	Deductions

	 
	Make any required deductions. Deductions may be required by:
Law (eg. taxation);
Court orders (eg. garnishee orders in relation to child support or debt recovery); and/or
An order of the Fair Work Commission.
	 

	 
	Make authorised deductions. Deductions may be authorised by:
An industrial instrument (e.g. an enterprise agreement or award); and/or
The employee in writing.
	 

	Employee records

	 
	Make and keep records specifying:
the employer’s name;
the employee’s name;
whether the employee’s employment is full-time or part-time;
whether the employee’s employment is permanent, temporary or casual;
the date on which the employee’s employment began; and
the Australian Business Number (if any) of the employer.
	 

	Pay records

	 
	Make and keep records of:
the rate of remuneration paid to the employee;
the gross and net amounts paid to the employee;
any deductions made from the gross amount paid to the employee;
the hours worked by the employee, if the employee is a casual or irregular part-time employee who is guaranteed a rate of pay set by reference to a period of time worked; and
the details of payment of any incentive-based payment, bonus, loading, penalty rate, allowance or separately identifiable entitlement the employee is entitled to.
	 

	Overtime

	 
	If a penalty rate or loading (however described) is payable for overtime hours actually worked by an employee, make and keep records of either:
the number of overtime hours the employee worked each day; and
when the employee started and ceased working overtime hours.
	 

	Superannuation

	 
	In relation to superannuation contributions (other than for defined benefit schemes) make and keep a record of:
the amount of the contributions made;
the period over which the contributions were made;
the date on which each contribution was made;
the name of any fund to which a contribution was made; and
the basis on which the employer became liable to make the contribution, including a record of any election made by the employee as to the fund to which contributions are to be made, and the date of any relevant election.
	 

	Averaging of hours

	 
	In relation to any agreement for an averaging of hours of work, make and keep a record of the agreement (which may include a contract of employment).
	 

	Leave

	 
	If an employee is entitled to leave, make and keep a record of:
any leave that the employee takes; and
the balance (if any) of the employee’s entitlement to that leave from time to time.
	 

	
	In relation to any accrued leave which an employer and employee agrees to cash out, make and keep a record of:
a copy of the agreement; and
the rate of payment for the amount of leave that was cashed out; and
when the payment was made.
	

	Individual Flexibility Arrangement

	 
	In relation to any agreement in writing between an employee and employer for an individual flexibility arrangement, make and keep a record of:
a copy of the agreement; and
a copy of the notice or agreement that terminates the agreement.
	 

	Guarantee of annual earnings

	 
	If an employer gives a guarantee of annual earnings, make and keep a record of:
a copy of the written guarantee; and
a copy of any revocation of the written guarantee, with date noted on it.
	 

	Employee pay slips

	 
	Ensure pay slips are either in electronic form or hard copy
	 

	 
	Ensure pay slips specify:
the employer’s name;
the employee’s name;
the period to which the pay slip relates;
the date on which the payment to which the pay slip relates was made;
the gross amount of the payment;
the net amount of the payment;
any amount paid to the employee that is a bonus, loading, allowance, penalty rate, incentive-based payment or other separately identifiable entitlement; and
the Australian Business Number (if any) of the employer.
	 

	 
	For amounts deducted from the gross amount of the payment, include on the pay slip the name (or name and number) of the fund or account into which the deduction was paid.
	 

	 
	For employees paid at an hourly rate, include:
the rate of pay for the employee’s ordinary hours (however described);
the number of hours in that period for which the employee was employed at that rate; and
the amount of the payment made at that rate.
	 

	 
	For employees paid an annual rate of pay, include on the pay slip the rate as at the latest date to which the payment relates.
	 

	 
	For superannuation contributions* made for the benefit of an employee, include on the pay slip the amount of each contribution that the employer made during the period to which the pay slip relates.
Then, include either:
the name, or the name and number, of any fund to which the contribution was made; or
the amounts of contributions that the employer is liable to make in relation to the period to which the pay slip relates, and the name, or the name and number, of any fund to which the contributions will be made.
* Other than a defined benefit interest in a defined benefit fund.
	 


Note: There may be other record keeping requirements that do not directly rate to the payment of salaries and wages that are not included in the above checklist.





image1.png
AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

PAYMENT OF SALARIES &
WAGES CHECKLIST

An overview

This Payment of Salaries & Wages Checklist Template is a useful tool that aims to assist employers to
address payment and record-requirements contained in the Act and the Regulations. Specifically, the
checklist addresses frequency of payment, deductions, employee records, pay records, superannuation
contributions into defined contribution schemes, and employee pay slips.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





