RECRUITMENT CENTRAL
FREE WORKPLACE COMPLIANCE CHECK
A practical review of your hiring, HR and employment practices.

This Workplace Compliance Check has been designed to help you review your recruitment, HR and employment practices.

Work through each section and answer Yes, No or N/A. Any "No" responses may highlight areas that require further review or attention.

Disclaimer: This checklist is provided as general information only and does not constitute legal, industrial relations or HR advice. Specific advice should be sought based on your individual circumstances.

	BUSINESS DETAILS

	Business / Trading Name
	     

	Industry / Sector
	     

	Number of Employees
	     

	Review Date
	     

	Reviewed By
	     

	1. RECRUITMENT PROCESS
	YES
	NO
	N/A
	NOTES

	Do you have a documented recruitment and selection process?
	[bookmark: Check82]|_|
	[bookmark: Check83]|_|
	[bookmark: Check84]|_|
	     

	Do you use written job descriptions for all roles before advertising?
	|_|
	|_|
	|_|
	     

	Do you conduct structured interviews with consistent questions?
	|_|
	|_|
	|_|
	     

	Are reference checks completed before making an offer?
	|_|
	|_|
	|_|
	     

	Do you check candidates' right to work in Australia?
	|_|
	|_|
	|_|
	     

	Are pre-employment background / police checks completed where required?
	|_|
	|_|
	|_|
	     

	Do you have a formal offer letter process (written offer before start)?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:      

	2. EMPLOYMENT CONTRACTS & DOCUMENTATION
	YES
	NO
	N/A
	NOTES

	Are all employees provided with a written employment contract?
	|_|
	|_|
	|_|
	     

	Do contracts clearly state employment type (full-time, part-time, casual)?
	|_|
	|_|
	|_|
	     

	Do employees have a current Position Description or Role Overview?
	|_|
	|_|
	|_|
	     

	Are contracts reviewed and updated when roles change significantly?
	|_|
	|_|
	|_|
	     

	Do you provide all new starters with a Fair Work Information Statement?
	|_|
	|_|
	|_|
	     

	Are Casual employees provided with a Casual Employment Information Statement?
	|_|
	|_|
	|_|
	     

	Are employee records maintained in accordance with Fair Work requirements?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:      



	3. FAIR WORK & AWARDS COMPLIANCE
	YES
	NO
	N/A
	NOTES

	Do you know which Modern Award(s) apply to your employees?
	|_|
	|_|
	|_|
	     

	Are employees correctly classified under the relevant Award?
	|_|
	|_|
	|_|
	     

	Are you aware of the National Employment Standards (NES)?
	|_|
	|_|
	|_|
	     

	Are your casual employees correctly classified under current Fair Work requirements?
	|_|
	|_|
	|_|
	     

	Do you have a formal Flexible Working Arrangements Policy for part-time and casual employees?
	|_|
	|_|
	|_|
	     

	Do you have a process to stay updated with Fair Work changes?
	|_|
	|_|
	|_|
	     

	Are your pay rates at or above the applicable Award minimums?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:      

	4. ONBOARDING & INDUCTION
	YES
	NO
	N/A
	NOTES

	Do new employees receive a structured induction on their first day?
	|_|
	|_|
	|_|
	     

	Are all key policies explained to new starters during onboarding?
	|_|
	|_|
	|_|
	     

	Is there a checklist or process to ensure nothing is missed at onboarding?
	|_|
	|_|
	|_|
	     

	Are probationary periods clearly communicated and documented?
	|_|
	|_|
	|_|
	     

	Do you have a plan for reviewing performance during probation?
	|_|
	|_|
	|_|
	     

	Do you have a documented process for managing performance concerns?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:	      

	5. HR POLICIES & WORKPLACE PRACTICES
	YES
	NO
	N/A
	NOTES

	Code of Conduct
	|_|
	|_|
	|_|
	     

	Workplace Behaviour (Harassment, Discrimination & Bullying) Policy
	|_|
	|_|
	|_|
	     

	Performance Management / Disciplinary Policy & Procedure
	|_|
	|_|
	|_|
	     

	Grievances & Complaint Handling Policy
	|_|
	|_|
	|_|
	     

	Leave Policy (covering all leave types)
	|_|
	|_|
	|_|
	     

	Social Media & Internet Policy
	|_|
	|_|
	|_|
	     

	Privacy / Employee Records Policy
	|_|
	|_|
	|_|
	     

	Termination & Separation Policy
	|_|
	|_|
	|_|
	     

	Working from Home / Flexible Work Policy
	|_|
	|_|
	|_|
	     

	Do you have a clear process to follow before ending employment or managing an employee exit?
	|_|
	|_|
	|_|
	     

	Are managers aware of employee rights regarding the Right to Disconnect provisions?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:      




	6. SALARY & REMUNERATION
	YES
	NO
	N/A
	NOTES

	Have you benchmarked salaries against current market rates?
	|_|
	|_|
	|_|
	     

	Are your salary ranges documented for each role?
	|_|
	|_|
	|_|
	     

	Do you conduct regular salary reviews (at least annually)?
	|_|
	|_|
	|_|
	     

	Are employee classifications and pay rates reviewed regularly?
	|_|
	|_|
	|_|
	     

	Notes / Follow Up:      

	Not sure what your results mean?

Send us your completed Workplace Compliance Check and we’ll provide a complimentary 15-minute review to help identify any areas that may need attention.

Email this form to: admin@recruitmentcentral.com.au
Subject Line: Workplace Compliance Check Review Request




