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Overview 

 

 
This eBook contains an overview of key factors to consider if you are employing staff for the first 

time, including: 

• National Employment Standards 

• Award/agreement coverage 

• Payroll 

• PAYG 

• FBT 

• Superannuation 

• Workers compensation 

Should you have any questions in relation to the information below, please reach out to one of 

our Employment Relations experts on: 
 

Tel: 1300 887 458 
 

Email: enquiries@liquidhr.com.au 

mailto:enquiries@liquidhr.com.au
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Employing Staff 

 

 
Before you hire your first employee, you need to ensure you are set up legally and have systems 

in place to manage your employment obligations. 

 

 

National Employment Standards 

Every employee in Australia is covered by the National Employment Standards, regardless of their 

Industrial award or agreement. There are 11 minimum entitlements that apply: 

• Maximum weekly hours 

• Requests for flexible working arrangements 

• Offers and requests to convert from casual to permanent employment 

• Parental leave and related entitlements 

• Annual leave 

• Personal carers leave, compassionate leave and paid family and domestic violence 

leave. 

• Community service leave 

• Long service leave 

• Public holidays 

• Notice of termination and redundancy pay 

• Fair Work Information Statement 

For more information on the NES, refer to the National Employment Standards eBook. 
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Modern Awards 

 
Most employees in Australia are covered by a modern awards or enterprise agreement. You need 

to comply with the pay rates and conditions outlined in the modern award and keep yourself 

informed when these terms and conditions change. The easiest way to do that is to subscribe to 

the free update service to the award from the Fair Work Commission. 

You can access this by clicking here. 

Pay rates in modern awards are reviewed annually, with any increase handed down by the Fair 

Work Commission coming into operation on the first full pay period on or after 1 July. 

You are also required to provide each employee with a copy of the Fair Work Information 

Statement before or as soon as possible after they start with you. A copy can be accessed here. 

We have developed 6 employment law webinars that can be accessed: 

Modern Awards, Enterprise Agreements, Award Free Employees and the FairWork Act 

Leave and the NES 

Termination, Adverse Action and Redundancy under the FairWork Act 

Bullying, Harassment and Discrimination 

Workplace Union 

The Role of Government Agencies 

It is important to determine the correct award/s that apply to your business and employees. 

Please contact us on 1300 887 458 or via enquiries@liquidhr.com.au if you need support in 

determining the correct award coverage. 

 
 
 

Payroll 

Employing people means you need to correctly pay them on their due dates using a single touch 

payroll (STP) compliant system. Many people choose to hire a bookkeeper or have their 

accountant run the pays for them on a weekly/fortnightly and to help them set up clear record- 

keeping processes. 

Other people choose to do it themselves and use one of the many bookkeeping programs such as 

Xero, MYOB or QuickBooks to help them. If you are not familiar with these programs, discuss your 

options with your bookkeeper/accountant and have them set it up for you, and train you in their 

use. 

Liquid HR payroll can take care of all your payroll needs for a small fee per employee each month. 

For further information visit liquidhrpayroll.com.au 

https://www.fwc.gov.au/about-us/reports-publications/subscribe-updates
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards/fair-work-information-statement
https://www.youtube.com/watch?v=vY_hci3tcvY&t=6s
https://www.youtube.com/watch?v=dyeoS7b14GM&t=100s
https://www.youtube.com/watch?v=gCRIFUR1AQQ&t=68s
https://www.youtube.com/watch?v=pbYXO1030oo&t=6s
https://www.youtube.com/watch?v=r_LCZb8zkEA&t=19s
https://www.youtube.com/watch?v=gAFRBRHLt1k&t=46s
mailto:enquiries@liquidhr.com.au
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PAYG Taxation 

As an employer, you need to meet your PAYG taxation obligations for your employees. This 

means you need to deduct the correct amount of PAYG taxation from their pay each pay cycle, 

and then pay this amount to the ATO each quarter as part of your Activity Statement (or more 

frequently if you arrange it with the ATO). 

The ATO has general information on what is PAYG withholding and what you need to do to meet 

your obligations. 

You will also want to review information from the ATO on Tax File Number Declaration Forms as 

your employee will need to complete one when they commence with you. 

You will also need to report to the ATO by August 14 each year on all payments you made during 

the financial year, and the amounts withheld from those payment and submitted to the ATO. 

Here is a link to the due dates each year for PAYG. 
 
 

Fringe Benefits Tax 

If you provide fringe benefits to your support workers (e.g. allowing staff members to use your car 

for private purposes, or entertainment benefits such as theatre tickets or meals), you may be 

liable for FBT. Talk with your accountant to determine what you need to record and how to record 

it. 

 
 

Superannuation 

The Superannuation Guarantee is a complex area. We recommend you discuss this matter with 

your accountant and use the Superannuation Guarantee Eligibility Decision Tool from the ATO to 

determine if you need to pay the superannuation guarantee for your employees. 

If you are required to pay superannuation, then your employee will need to complete a 

Superannuation Choice Form from the ATO. 

There are several steps to setting up superannuation payments. You can find out more at the 

Setting up super for your business page. 

Here is a link to the due dates for super guarantee payments. 

https://www.ato.gov.au/Business/PAYG-withholding/
https://www.ato.gov.au/Forms/TFN-declaration/
https://www.ato.gov.au/Business/Reports-and-returns/Due-dates-for-lodging-and-paying/Due-dates-by-topic/Pay-as-you-go-(withholding-and-instalments)/
https://www.ato.gov.au/calculators-and-tools/super-guarantee-eligibility/
https://www.ato.gov.au/Forms/Superannuation-%28super%29-standard-choice-form/
https://www.ato.gov.au/Business/super-for-employers/setting-up-super-for-your-business/
https://www.ato.gov.au/Business/Reports-and-returns/Due-dates-for-lodging-and-paying/Due-dates-by-topic/Super-guarantee/
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Workers Compensation 

You need to take out a Workers Compensation Insurance Policy to protect your employees in case 

they injure themselves while working for you. 

As each state has different requirements, contact the below bodies for further details regarding 

your workers compensation insurance policy requirements. 

NSW - https://www.icare.nsw.gov.au/#gref 

QLD - https://www.worksafe.qld.gov.au/claims-and-insurance/workcover-insurance/types-of- 

insurance 

VIC - https://www.worksafe.vic.gov.au/insurance 

SA - https://www.rtwsa.com/ 

WA - https://www.workcover.wa.gov.au/service-providers/insurers/ 

TAS - https://worksafe.tas.gov.au/topics/compensation/workers-compensation/information-for- 

licensed-insurers/list-of-licensed-insurers 

NT - https://worksafe.nt.gov.au/forms-and-resources/bulletins/workers-compensation-insurance- 

requirements-for-employers 

ACT - https://www.worksafe.act.gov.au/workers-compensation/approved-insurers 

https://www.icare.nsw.gov.au/#gref
https://www.worksafe.qld.gov.au/claims-and-insurance/workcover-insurance/types-of-insurance
https://www.worksafe.qld.gov.au/claims-and-insurance/workcover-insurance/types-of-insurance
https://www.worksafe.vic.gov.au/insurance
https://www.rtwsa.com/
https://www.workcover.wa.gov.au/service-providers/insurers/
https://worksafe.tas.gov.au/topics/compensation/workers-compensation/information-for-licensed-insurers/list-of-licensed-insurers
https://worksafe.tas.gov.au/topics/compensation/workers-compensation/information-for-licensed-insurers/list-of-licensed-insurers
https://worksafe.nt.gov.au/forms-and-resources/bulletins/workers-compensation-insurance-requirements-for-employers
https://worksafe.nt.gov.au/forms-and-resources/bulletins/workers-compensation-insurance-requirements-for-employers
https://www.worksafe.act.gov.au/workers-compensation/approved-insurers
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Call 1300 887 458 

Email enquiries@liquidhr.com.au 

Visit www.liquidhr.com.au 

 
 
 
 

 
Level 32, 101 Miller Street, 

North Sydney, NSW, 2060 
 

enquiries@liquidhr.com.au 

mailto:enquiries@liquidhr.com.au
mailto:enquiries@liquidhr.com.au
http://www.liquidhr.com.au/
mailto:enquiries@liquidhr.com.au

