Small Business Victoria Checklist

▌Checklist for human resources policy and procedures
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Topics covered
· Policies and procedures in your human resource manual 
· Staff awareness and keeping your policies and procedures up-to-date
· Recruitment procedures
· Terms and conditions of employment 
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Does your human resources manual include these policies and procedures?:

	
	Yes
	 No
	To do
	 
	Yes
	No
	To do

	Code of conduct
	
	
	
	Leave
	 
	 
	 

	Recruitment & selection
	
	
	
	Dress code
	 
	 
	 

	Parental leave
	
	
	
	Grievance resolution
	 
	 
	 

	Performance management
	
	
	
	Termination
	 
	 
	 

	Discipline
	
	
	
	Harassment & bullying
	 
	 
	 

	Anti-discrimination
	
	
	
	Privacy
	 
	 
	 

	Internet & email
	
	
	
	Mobile phone
	 
	 
	 

	Smoking
	
	
	
	Drug & alcohol
	 
	 
	 

	Company vehicles
	
	
	
	Use of company property
	 
	 
	 

	Copyright
	
	
	
	Confidentiality
	 
	 
	 

	Training & development
	
	
	
	Travel
	 
	 
	 

	Flexible work
	
	
	
	Expenses
	 
	 
	 

	Occupational health & safety
	
	
	
	WorkSafe / return to work
	 
	 
	 


 
Staff awareness and keeping your policies and procedures up-to-date

	
	Yes
	No
	To do 

	Have all staff read, and agree to abide by, the organisation’s policies and procedures as a condition of employment?
	
	
	

	Are all staff aware of organisational policies and procedures through induction and ongoing training?
	
	
	

	Do you regularly review your policies and procedures for compliance, legislation and best practice?
	
	
	


Recruitment procedures

When recruiting new employees do you?:

	
	Yes
	 No
	To do 

	Accurately document the position; advertise the details of the position with clear selection criteria; and use an application form and make a merit-based appointment, according to the stated criteria?
	
	
	

	Inspect and copy all relevant documents, including evidence this person is authorised to work in Australia? (The employee must be either an Australian citizen or a person who is legally resident in Australia and has permission to work here. For non-citizens, it is recommended that you use Visa Entitlement Verification Online (VEVO) 
	
	
	

	Request referees and carry out a thorough reference check?
	
	
	

	Make offers of employment conditional on the outcome of pre-employment screening such as police checks and medicals (if required)?
(Pre-employment medicals should be used cautiously and not as a matter of policy but rather when the job description requires certain physical and/or mental attributes. The focus of the testing should be on the job requirements identified in the position description. They should not be used to unfairly discriminate against people with a disability 
or people who have any other attributes for which it is unlawful to discriminate. Misuse of a pre-employment medical may leave a company liable to a discrimination claim.

An employer should only ask a prospective employee to disclose 
a criminal record if a criminal record is relevant to the particular job. 

If the employer refuses a person employment because of a criminal record, and the criminal record is irrelevant to the job, the employee can make a discrimination complaint to the Human Rights Commission.)
	
	
	

	Forward a contract setting out the terms and conditions of employment?
	
	
	

	Pay male and female employees equal pay for broadly similar or equal work?
	
	
	

	Have a structured induction program for new staff?
	
	
	


Terms and conditions of employment

Do your employment contracts or letter of offer include these?:

	
	Yes
	 No
	To do 

	Job title or position
	
	
	

	Location
	
	
	

	Period of employment
	
	
	

	The award  or workplace agreement covering the employee (if any)
	
	
	

	Staff member’s employment status – full-time, casual, part-time etc.
	
	
	

	Duties
	
	
	

	Reporting line
	
	
	

	Staff member’s job description and performance expectations
	
	
	

	Performance agreement
	
	
	

	Staff member’s classification and rate of pay
	
	
	

	Pay arrangements
	
	
	

	Superannuation contributions
	
	
	

	Leave entitlements (personal/carers leave, compassionate leave, holidays etc) 
	
	
	

	Requirements for reporting absences
	
	
	

	Hours of work, including overtime and shift work expectations
	
	
	

	Reference to particular company standards and policies
	
	
	

	Confidentiality and intellectual property requirements
	
	
	

	Male and female employees receive equal pay for broadly similar or equal work
	
	
	

	Part-time and fixed-term employees enjoy the same benefits pro-rata to full-time/permanent staff
	
	
	

	Information about induction training if required; how, when, how long, where and the expectations of the employee following training
	
	
	

	Details of any probationary period
	
	
	

	Summary (instant) dismissal provision
	
	
	

	Period of notice required for termination of employment
	
	
	



(





▌More information 





The Business Victoria website business.vic.gov.au


has the following helpful information and resources: �


Getting started helps you plan for and get the best staff for your business�


Recruiting and interviewing resources to help you select the best person for your business�


Staff planning calculators are interactive tools to help assess where poor staff planning is costing your business �


Free onsite assist provides you with free advice and assistance on how to attract and retain skilled staff�


Tools and templates �a tool kit of human resource staff-planning documentation�


Step-By-Step: Staff planning is an interactive guide to help you decide if your business is ready for extra staff business.vic.gov.au/�stepbystep


�


��





▌Helpful Online Resources�


Visa Entitlement Verification Online (VEVO) For non-citizens, it is recommended that you use VEVO – Visa Entitlement Verification Online to make sure the person you’re hiring has the right to work in Australia (�HYPERLINK "http://www.immi.gov.au/managing-australias-borders/compliance/info-employers/evo-orgs.htm"��immi.gov.au�).


 








Disclaimer: The information contained in this publication is for general guidance only. The State of Victoria makes no representations or warranties (expressed or implied) as to the accuracy, currency or authenticity of the information. The State of Victoria, its employees and agents accept no liability to any person for the information or advice provided here. Authorised by the Victorian Government, 113 Exhibition Street, Melbourne, 3000. 
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▌More support and advice 





Your top two ways to get up-to-date information and support are:





phone Business Victoria on 13 22 15





visit the Business Victoria website business.vic.gov.au








▌Other Options�


Employing and Managing People Workshops assist with employment strategies and staff management.


 


Small Business Mentoring Service is a non-profit organisation offering to mentor small to medium business operators at minimal cost (sbms.org.au). 
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