Employment Compliance

The Right Employment Paperwork and Procedures are required by law.
If you'd prefer to leave it to CMSolutions, we will assist with your employment compliance.

Register as a Provide an Be Properly Provide a Safe &

employer Itemised Pay Insured Secure Workplace
with the ATO Statement Environment
Group Employer Pay Slips Employers Liability Employers Health &
Registration ATO Payment Summaries  Building and Contents Safety Responsibility
Employment Group Certificate Public Liability WHS Audit
Declaration Form ATO Payroll System Professional indemnity

Audit Insurance

Provide Maternity, Flexible Working
Holidays Paternity and Arrangements For
Adoption Leave Parents and Carers

Guide to Holidays Guide to Parenting Flexible Workforce
& Entitlements Entitlements Practices
Time In Lieu

Telecommuting

Happy Staff & Workplace

Providing well for the
employees is the first
step to a healthy and
productive workplace.
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Recruitment Checklist

The Right Recruitment Processes determine the calibre and performance of employees.
If you'd prefer to leave it to CMSolutions, we will assist with your recruitment procedures.

Write A Job Determine Write Your Advertise the Assess
Description Rate Of Pay Job Advert Role Candidates

R4

Go into great depth Check Awards What are the best Paid Services Use criteria to filter fast
with this critical first Check Marketplace aspects of the role Free Services Send letters to all but
step as it determines Who do you want to Internally the shortlisted
the success or attract candidates
otherwise of the List Criteria For
whole recruitment Selection
process
Provide A Select Complete Pre Ensure They Interview
Written Candidate and Employment Are Eligible To Candidates
Statement of Offer the Job Checks Work In
Employment Australia
@ & 19
5 - . . e 1Y

Statement of Job Offer Subject to Police Check View Passport Avoid Discrimination
Role, Responsibilities, Orientation, Suitability Checklist
Reporting and Documentation and

reference to Policies Probation

and Procedures

Recruitment Process Completed

Following a structured
Recruitment Process will
ensure the right criteria
and candidate selection.
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Onboarding Checklist

Onboarding and Orientation Processes determine from the outset what's expected of employees.
If you'd prefer to leave it to CMSolutions, we will assist with onboarding & orientation procedures.

Provide A Provide Describe the Settle In for a
Job Policies and reporting day or two
Description Procedures responsibilities
Document

Provide a written Recruits need to know When and to whom Allow Recruit the
Statement of what is acceptable and expectations of opportunity to
Employment, with unacceptable reporting experience aspects of
probationary period. behaviour. For the role
instance lying or
stealing will
necessitate instant
dismissal.
Pass Or Reject Document Provide An
During Probation Progress Employment
Period Contract
> e
Advise recruit of Keep file notes of the Candidate to sign
acceptance or progress or otherwise Employment Contract
otherwise when of the recruit, record and sign off on Policies
probationary period dates and notes of sub and Procedures.
nears its end. par performance if
applicable.

Orientation Process Completed

V Following a structured

Orientation Process will
ensure the right match of
performance and
expectations.
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Employment Records

Having the correct paperwork and procedures in place for
staff can be a headache for many organisations. With
industrial laws and employer requirements changing all the
time, documenting all aspects of staffing contracts is crucial.

If you'd prefer to leave it to CMSolutions, we will handle all
of your employment paperwork & reporting requirements.

Recruitment
Stage

Specific acceptance
that they have read,

Include probationary understood and had
period, reporting the opportunity to ask
requirements. questions.
Contract of Employment- Signed acceptance of

Policies and Procedures

Signed.

Er?ploym.ent Provide Pay Slips and
g’tao,[g&ag;?[g . Group Certificates
Job Description E SS€ nt 1a l
paperwork
for each
. employee Timesheets
Determination With start and
of Rate of Pay finish times
Keep a record of the
calculation, and
references.
Documented Documented Warnings
Performance (if applicable)
Reviews
Also make note of
any discussions, Employment
time, date and place. Stage
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Raising Staff Morale

Staff engagement is the key to high productivity, staff
retention and minimum workplace disruption. The
right pay, conditions, communication and systems
4 . % at work are important elements to have in place.
. Raising Staff Morale
;s everymanagers
i responsibility, but a
H ‘leader’s role’ is to
v develop leadership
. traits and skills in 3
3 your staff.
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Root out
Problem Areas

Ensure A Safe and
Comfortable
Workplace, with
minimum stress from
people and
environment you have
control over.

Encourage &
Reward Open
Communication
& High
Performance

Deliver on Staff
expectations

Consistent Weekly
Meetings assist with
open communication.

Ensure Pay and
Conditions match or
exceed requirements, and
that staff roles are within
normal range of
expectations.

Recognise Positive
Performance in
meetings and ensure
everyone has the
chance to shine.

Having documented
Policies and
Procedures assists
with transparency and
ease of performance
management.
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Asking for
suggestions & getting
staff's views on issues

is an important step
towards them owning
arole or responsibility.

With responsibility
comes pride of
ownership and

investment in getting
the job done right.
Make sure you allow
sufficient resources to
ensure a successful
outcome for assigned
tasks.



GO
wws  Recruitment Process

replacement
position

Recruiting new staff can be a headache for many

organisations. With industrial laws and employer
requirements changing all the time, getting the right

2 award, pay and conditions of engagement is crucial.

thg a IVIal 'agel _l ent If you'd prefer to leave it to CMSolutions, we will
b . .
Deseription Pre pa ration handle all of your recruitment requirements.

3.- S.

Determine

Rate of Pay Write a Advertise 7.
appropriate Award/ Job Advert the role

Industrial Agreement
Active Shortlist
8 Recruitment ' ©@ndidates

Interview
candldates
Ensure Conduct Pre-
eligibility- Employment
citizenship Checks

4.

Can we recruit
internally?

SA.

Follow Internal 11-
Recruitment

Procedures- see
separate guide.

Documentation Protocols

Select
candidate and
offer them a
job.

15.

Follow Performance
Management
Procedures- see
separate guide.

Another Operational Guide from
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