
Employers Obligations  
detailed overview of the legal considerations for onboarding new employees: 

1. Fair Work Act Compliance: 

o National Employment Standards (NES): Ensure compliance with the 11 NES 
entitlements, including leave entitlements, maximum weekly hours, and 
termination notice. 

o Awards and Enterprise Agreements: Determine if the employee is covered by a 
specific award or agreement, which may include additional conditions like 
penalty rates and overtime. 

2. Employment Contracts: 

o Comprehensive Contracts: Provide detailed employment contracts covering 
job duties, remuneration, working hours, and any probationary period. 

o Key Terms: Include terms on confidentiality, intellectual property, and 
termination procedures to set clear expectations. 

3. Workplace Health and Safety (WHS): 

o Safety Inductions: Conduct thorough WHS inductions covering emergency 
procedures, hazard reporting, and safety equipment use. 

o Ongoing Compliance: Regularly update safety training and conduct risk 
assessments to ensure a safe working environment. 

4. Right to Work: 

o Verification: Use the VEVO system to confirm the work rights of non-citizen 
employees and keep records of these verifications. 

o Visa Compliance: Ensure that employment conditions comply with any visa 
restrictions or conditions. 

5. Privacy and Personal Information: 

o Data Protection: Handle employee data in accordance with the Privacy Act 
1988, ensuring secure storage and handling of personal information. 

o Consent and Access: Obtain consent for data collection and allow employees 
access to their personal information when requested. 

6. Equal Opportunity and Anti-Discrimination: 

o Legal Compliance: Ensure onboarding practices comply with laws like the 
Racial Discrimination Act 1975 and Sex Discrimination Act 1984. 

o Diversity Training: Provide training to promote a respectful and inclusive 
workplace culture. 

7. Superannuation and Tax: 

o Superannuation Setup: Ensure superannuation contributions meet the 
Superannuation Guarantee requirements and are directed to the employee’s 
chosen fund. 
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o Tax Compliance: Handle tax forms accurately, such as the Tax File Number 

Declaration, and maintain compliance with ATO regulations. 

8. Induction and Orientation: 

o Structured Programs: Develop induction programs that introduce company 
culture, values, and specific job-related training. 

o Mentorship and Support: Assign mentors or buddies to help new employees 
integrate and feel supported. 

9. Policies and Procedures: 

o Policy Communication: Clearly communicate workplace policies, including 
leave, remote work, and grievance procedures. 

o Employee Handbook: Provide an employee handbook outlining all relevant 
policies and procedures for easy access. 

10. Record Keeping and Documentation: 

o Compliance Records: Maintain accurate records of onboarding documents, 
including contracts and safety training, to ensure compliance. 

o Regular Reviews: Periodically review and update onboarding processes and 
documentation to remain compliant with changing laws. 

These comprehensive steps ensure a legally compliant and effective onboarding process, 
fostering a positive start for new employees. 

 


