
Supplier Workplace Relations Training
Learn more about your rights under the Australian workplace laws.

Supplier Workplace Relations Training, learn more 

about your rights under the Australian workplace 

laws.
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Section 1: Introduction

Section 1: Introduction
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Welcome to the Supplier 
Workplace Relations 
Training module! 

Welcome to the Supplier Workplace Relations 

Training module. You are completing this training 

because you perform work, or will be performing 

work, at a Woolworths site.
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Principles in this training 
module are relevant to you!

The principles in this training module are relevant 

to you even though you may not be employed by 

Woolworths directly, and are employed by a 

contractor to Woolworths.
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Australian Workplace 
Laws and Regulations

This module contains important information about 

your rights under Australian workplace laws and 

regulations.
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Regardless of how you are employed, Woolworths wants to ensure that you know about your rights 
and entitlements in the workplace, and that you know where to go if you have questions or need help.  

Regardless of how you are employed or who you 

work for, if you are doing work at a Woolworths 

site, Woolworths wants to ensure that you know 

about your legal rights in the workplace,

6



Have questions or 

need help.

Regardless of how you are employed, Woolworths wants to ensure that you know about your rights 
and entitlements in the workplace, and that you know where to go if you have questions or need help.  

and that you know where to go if you have 

questions or need help.  
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Woolworths 

Engages Contractors

Woolworths engages contractors to perform certain 

work at Woolworths’ sites.
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Laws and 
Contractual Obligations

Contractor compliance with relevant laws and 

contractual obligations is a fundamental part of 

working alongside Woolworths, and we want to 

ensure our contractors are doing the right thing.
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Many contractors employ individuals, like you, to 

perform work at Woolworths’ sites.
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Ensure Woolworths Contractors are:

Workplace 

Entitlements

We want to ensure Woolworths contractors are 

doing the right thing by their employees and 

subcontractors - including paying correct wages and 

providing the workplace entitlements that the law 

requires.
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Workplace 

Entitlements

?

Where to seek 

further information. 

Ensuring that you understand your entitlements and 

know where to seek further information or help, is 

critical to maintaining compliance.
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Section 2: Workplace Protections
The National Employment Standards

Section 2: Workplace Protections, the National 

Employment Standards
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Fair Work 
Act 2009

Fair Work 
Regulations 

2009

The Fair Work Act 2009 and Fair Work Regulation 

2009, are the relevant Federal (national) laws that 

provide the main framework for workplace 

relations in Australia.
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These laws contain key protections for workers on a 
range of issues, including (among other things):

These laws contain essential protections for 

workers on a range of issues, including (among 

other things):
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Minimum employee entitlements (like pay and leave); 

• Minimum employee entitlements; 
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General protection of specific employee rights; and

Minimum employee entitlements (like pay and leave); 

• General protection of specific employee rights; and
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Employer’s obligations around pay and records.

Minimum employee entitlements (like pay and leave); 

General protection of specific employee rights; and

• Employer’s obligations around pay and records.
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This section of the training will look at 

these three key areas.

This section of the training will look at these three 

key areas. 
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Minimum employee entitlements; 

Employer’s obligations around pay and records.

General protection of specific employee rights; and

Let’s start with minimum employee entitlements.
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The minimum legal entitlements of employees 
in Australia are set out in the 10 National 

Employment Standards, often called the ‘NES’. 

In Australia we have ten National Employment 

Standards, they are the minimum standards you can 

expect as an employee working in Australia. 
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Usually, employees terms and conditions of 
work will be set out in an employment 

contract, or an Enterprise Agreement, or an 
industry award – but no matter what, any 

entitlements in a contract, agreement or award 
cannot be less than what is in the NES.

There are 10 National Employment Standards 
– let’s explore them. 

We will now explore each of them together and 

explain what they mean to you.
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38 Hours

Maximum weekly hours of work – 38 hours per 

week, plus reasonable additional hours. 

The maximum weekly hours of work are 38 hours, 

plus reasonable additional hours. 
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Additional
Hours

An employee may refuse to work additional 

hours if they are unreasonable. 

You may refuse to work additional hours if they are 

unreasonable. 
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• the needs of the workplace;

Factors that must be taken into account in 
determining whether additional hours are 
unreasonable include:

Factors that must be taken into account in 

determining whether additional hours are 

unreasonable include:
• the needs of the workplace;
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• the employee's personal circumstances, 
including family responsibilities;

• the employee's personal circumstances, 
including family responsibilities;
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• any risk to employee health and safety 
from working the additional hours;

• any risk to employee health and safety from 
working the additional hours;
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• the usual patterns of the industry and 
whether the employee receives 
additional compensation, for example 
overtime penalty rates;

• the usual patterns of the industry and whether 
the employee receives additional compensation, 
for example overtime penalty rates;
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• the nature of the employee's role, and 
the employee's level of responsibility;

• the nature of the employee's role, and the 
employee's level of responsibility;
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• whether the additional hours are in 
accordance with averaging terms 
included in a modern award or 
enterprise agreement that applies to 
the employee; and

• whether the additional hours are in accordance 
with averaging terms included in a modern 
award or enterprise agreement that applies to the 
employee; and
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• any other relevant matter.

• any other relevant matter.
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Can you work 

additional hours now?

Sorry, I can’t as I have 

my child to pick up 

from school.

It may not be reasonable to ask an 
employee to work additional hours if they 
need to pick their children up from school 

immediately after their usual finishing time.

This is one example of how it could be 

unreasonable for you to work additional hours - the 

main reason would be you haven’t had time to 

make other arrangements. 
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Can you work 

additional hours next 

week?

Sure, I can do that!

However, it may be reasonable to ask this 
employee to work additional hours if they 

are given adequate notice of the request (so 
they could make arrangements for someone 
else to pick up their children) and this was a 

one-off request.

We all have to have a bit of give and take with our 

employer / employee relationship, but it must be 

reasonable. 
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A good working relationship keeps everyone happy.
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Balance
Work

Life

Certain employees have the right to make a request to their employer for a flexible work arrangement, 
for example, a change to hours of work, patterns of work or work location. The employer can only 

refuse the request on “reasonable business grounds”. The request must be made in writing.

Flexibility within the workplace is a fine balance. 
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An employee may request a change in their working arrangements 

from their employer if they require flexibility because they:

• are the parent, or have responsibility for the care, of a child who is of 

school age or younger;

• are a carer (within the meaning of the Carer Recognition Act 2010);

• have a disability;

• are 55 years or older;

• are experiencing violence from a member of their family; or

• provide care or support to a member of their immediate family or 

household, who requires care or support because they are 

experiencing violence from their family.

Your request has to be reasonable and made in 

writing to your employer. 
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I am sorry but this is not 

possible as your role requires 

you to be in our store.

Could I please work from 

home, as it will save me 

paying for parking? 

A request for flexible working arrangements must 
be made in writing. The employer must respond 
within 21 days, and if the request is refused, the 

employer must provide the reasons why.

Sometimes due to the operational requirements / 

reasonable business grounds, your request may not 

be granted. Your employer must provide you 

reasons why your request is not approved. Work life 

balance is important!
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Unpaid Parental Leave

12 Months

All employees in Australia are eligible for up to 12 

months unpaid leave per employee, 
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+ Additional
12 Months

Unpaid Parental Leave

plus a right to request an additional 12 months 

unpaid leave, plus other forms of maternity, 

paternity and adoption-related leave, 
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Continuous
Service

Unpaid Parental Leave

if they have completed at least 12 months of 

continuous service with their employer. 
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This includes casual employees, but only if:

• they have been employed by the employer on a regular and systematic 
basis for a sequence of periods over at least 12 months;

Unpaid Parental Leave

This includes casual employees, but only if:

• they have been employed by the employer on a 
regular and systematic basis for a sequence of 
periods over at least 12 months; and
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Includes casual employees, but only if:

• they have been employed by the employer on a regular and systematic 
basis for a sequence of periods over at least 12 months;

• had it not been for the birth (or expected birth) or adoption (or 
expected adoption) of a child, they would have a reasonable 
expectation of continuing employment by the employer on a regular 
and systematic basis.

Unpaid Parental Leave

• had it not been for the birth (or expected birth) or 
adoption (or expected adoption) of a child, they 
would have a reasonable expectation of continuing 
employment by the employer on a regular and 
systematic basis.
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Paid Parental Leave

Parental Leave Pay from the Australian Government

Eligible employees may receive Parental Leave Pay 

from the Australian Government.
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Paid Parental Leave

18 Weeks’ Leave Pay

Eligible employees who are the primary carer of a 
newborn or adopted child may receive up to 18 
weeks' leave paid at the national minimum wage.
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Paid Parental Leave

These payments are made to the employer first, 

who then pays them to the employee. These 

payments can be paid before, after or at the same 

time as other entitlements such as annual leave and 

long service leave.

45



Paid Parental Leave

Parental Leave Pay from the Australian 
Government doesn't change paid parental leave 
from an employer – an employee can be paid both.
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Paid Parental Leave

These payments do not affect or replace unpaid 
parental leave. Employees who get paid parental 
leave are still entitled to unpaid parental leave.
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Paid Parental Leave

Visit Centrelink for more information regarding the 

Parental Leave Paid Leave Scheme.
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Annual Leave

An employee (other than a casual employee) accumulates four weeks of paid annual leave for each 
year of service with the employer. 

In Australia every employee (except casual 

workers) are entitled to 4 x weeks annu.al leave.
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Annual Leave

5 Weeks Annual Leave Per Year Of Service

and shiftworkers are entitled to 5 x weeks annual 

leave. 
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Annual Leave

1Year

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day + 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day + 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

+ 1 Day

An employee’s entitlement to annual 

leave accumulates continuously based 

on the number of ordinary hours they 

work. Annual leave continues to 

accumulate when an employee takes a 

period of paid annual leave or paid 

personal/carer’s leave, but generally 

will not accumulate on unpaid leave.

An employee classified as a 

‘shiftworker’ is entitled to five weeks 

paid annual leave.

Your leave will accumulate during the year. You 

may apply to take your leave at any time, however, 

there may be peak times that your employer may 

need you to work, we call this ‘operational 

requirements’.
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Annual Leave and You
Annual leave is typically paid at your base pay rate for all ordinary hours worked. 

Ordinary hours under the NES cannot exceed 38 hours in a week. 

The base rate does not include:

• overtime rates;

• penalties;

• allowances;

• bonuses.

Awards and registered agreements can set out:

• a different method of payment for annual leave;

• that annual leave loading is paid for annual leave.

On termination of employment, an employer must pay an employee for any period of 
untaken annual leave. The payment for the untaken leave has to be the same as what the 
employee would have been paid if they took the leave.

Contract

If you are employed under a Modern Award or 

Enterprise Agreement it will have details regarding 

overtime payments, penalties and allowances if you 

work over and above 38 hours in a week.
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Personal/Carer’s Leave and Compassionate Leave

• An employee’s entitlement to paid personal/carer’s 
leave accrues progressively during a year of service 
according to the number of ordinary hours worked, 
and accumulates from year to year.

• The term ‘personal/carer’s leave’ covers both sick leave and carer’s leave. The 
minimum entitlement to paid personal/carer’s leave for an employee (other than a 
casual employee) is 10 days per year.

Personal and Carers leave is used if you or your 

immediate family are ill or injured or you have a 

family emergency, you are entitled to ten days per 

year. 
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Personal/Carer’s Leave and Compassionate Leave
An employee may take paid personal/carer’s leave:

• if they are unfit for work because of their own personal 
illness or injury (including pregnancy-related illness); or

• to provide care or support to a member of their immediate 
family or household, because of a personal illness, injury or 
unexpected emergency affecting the member.

A member of the employee’s immediate family means a spouse, 
de facto partner, child, parent, grandparent, grandchild or sibling 
of an employee; or a child, parent, grandparent, grandchild or 
sibling of the employee’s spouse or de facto partner.

You will be required to provide medical certificates 

or other forms of evidence if requested by your 

employer.
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Unpaid Leave

Employees are also entitled to:

• two days of paid compassionate leave when an 

immediate family or household member gets an 

injury or illness that threatens their life, or dies, 

and 
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Unpaid Leave

• two days of unpaid carer’s leave (if all of their 

paid carer’s leave has been used) when an 

immediate family or household member, 

requires care or support because of personal 

illness or injury or an unexpected emergency.
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Unpaid Leave

No Leave 
Left!

• If your leave allocation has been exhausted and 

you have carers responsibilities or are ill, you 

could also discuss with your employer whether 

you can take a further period of unpaid leave. 
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Community Service Leave

Employees who engage in eligible community 

service activities are entitled to be absent from 

work in certain circumstances. 
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Community Service Leave

This includes when an employee is required for jury 

duty and certain volunteer activities - for example

the SES or Defence Force.
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Community Service Leave

The period of leave includes reasonable travel and 

rest time. 
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Community Service Leave

LEAVE

REQUEST

Employees must provide reasonable notice and 

evidence for each period of leave and the leave 

must be ‘reasonable in all the circumstances’. 
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Community Service Leave

First 10 Days

For jury service only, an employer must pay an 

employee their base rate of pay, minus any jury 

service pay received by the employee, for their 

ordinary hours of work for the first 10 days only. 
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Long Service Leave

An employee gets long service leave after a long 

period of working for the same employer.

63



Long Service Leave

?
?

Long service leave is governed by the State or 

Territory that you work in and sets out:

• how long an employee has to be working to get 

long service leave (e.g. after 7 years); 

• how much long service leave the employee gets.
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Long Service Leave

Long service leave agency in your state or territory:

• ACT - WorkSafe ACT

• NSW - NSW Industrial Relations

• NT - NT Government

• QLD - Queensland Industrial Relations

• SA - SafeWork SA

• TAS. - WorkSafe Tasmania

• VIC. - Business Victoria

• WA - Commerce WA

In some states and territories long serving casuals 

are eligible for long service leave. To find out about 

long service leave entitlements, contact the long 

service leave agency in your state or territory.

ACT - WorkSafe ACT

NSW - NSW Industrial Relations

NT - NT Government

QLD - Queensland Industrial Relations

SA - SafeWork SA

TAS. - WorkSafe Tasmania

VIC. - Business Victoria

WA - Commerce WA
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Public Holidays

A public holiday is a paid day off on a “gazetted” 

public holiday. Public holidays are set by the state 

or territory you work in.
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Public Holidays
If you work on a Public Holiday you will get paid at least your base rate of pay for all 
the hours you have worked. Some awards and enterprise agreements can provide 
entitlements for working public holidays, including extra pay or an extra day off in lieu.

If you work on a Public Holiday, you will get paid 

at least your base rate of pay for all the hours you 

have worked. Some awards and enterprise 

agreements can provide entitlements for working 

public holidays, including extra pay or an extra day 

off in lieu.
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Public Holidays

New Year’s Day, Christmas Day, Boxing Day, Good Friday and Easter Monday.

Typical public holidays include New Years’ Day, 

Christmas Day, Boxing Day, Good Friday and 

Easter Monday.
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Notice of Termination

Generally, an employer who terminates 

the employment of an employee (other 

than a casual employee) must give them 

written notice. 

The minimum period of notice that needs 

to be given depends on the length of the 

employee's continuous service with the 

employer (calculated from the end of the 

day the notice is given).

Your employer must give you written notice if your 

employment is terminated unless you are a casual 

employee. 
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Notice of Termination

Continuous
Service

The period is increased by one week if the employee is over 45 years 

old and has completed at least two years of continuous service.

The notice period your employer gives you is 

dependent on the amount of continuous service you 

have with your employer and if you are over the 

age of 45. 
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Notice of Termination

Period of continuous service Period of Notice

Less than 1 year 1 week

More than 1 year but less than 3 years 2 weeks

More than 3 years but less than 5 years 3 weeks

More than 5 years 4 weeks

Employees terminated during a probationary period are entitled to notice 

of one week. In certain circumstances (such as where the employee is 

terminated for serious misconduct), the employer will not need to give 

notice of termination or pay in lieu of notice.

Your employer may pay you your notice period, but 

not require you to work during this time.
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Redundancy Pay

Redundancy happens when an employer either:

• doesn't need an employee’s job to be done by anyone; or 

• becomes insolvent or bankrupt.

Redundancy happens when an employer either:

• doesn't need an employee’s job to be done by 

anyone; or 

• becomes insolvent or bankrupt.
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Redundancy Pay
Period of continuous service Amount of redundancy 

pay in weeks

At least 1 year but less than 2 years 4 weeks

At least 2 years but less than 3 years 6 weeks

At least 3 years but less than 4 years 7 weeks

At least 4 years but less than 5 years 8 weeks

At least 5 years but less than 6 years 10 weeks

At least 6 years but less than 7 years 11 weeks

At least 7 years but less than 8 years 13 weeks

At least 8 years but less than 9 years 14 weeks

At least 9 years but less than 10 years 16 weeks

Over 10 years 12 weeks

If your position is made redundant, the amount of 

redundancy pay payable to you is based on the 

length of your continuous service with your 

employer at the time of termination.

• At least 1 year but less than 2 years  - 4 weeks

• At least 2 years but less than 3 years  - 6 weeks

• At least 3 years but less than 4 years  - 7 weeks

• At least 4 years but less than 5 years  - 8 weeks 

• At least 5 years but less than 6 years  - 10 weeks 

• At least 6 years but less than 7 years  - 11 weeks 

• At least 7 years but less than 8 years  - 13 weeks 

• At least 8 years but less than 9 years  - 14 weeks 

• At least 9 years but less than 10 years  - 16 weeks

• Over ten years - 12 weeks
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Redundancy Pay

A small business is one that employs fewer than 15 

employees. Some small businesses don’t have to 

pay redundancy pay when making an employee 

redundant.
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Fair Work Information Statement

An employer must give each employee a “Fair 

Work Information Statement” before, or as soon as 

is reasonably practicable after, the employee starts 

employment. 
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Fair Work Information Statement

Fair Work 
Information Statement

Click here for a copy 

A copy of the Fair Work Information Statement can 

be obtained from the website of the Fair Work 

Ombudsman. The Fair Work Information Statement 

is available in 30 different languages.
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Section 3: Employment Protections
General Protections under the Fair Works Act

Section 3: Employment Protections. General 

protections under the Fair Works Act.
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General Protections

The Fair Work Act contains a number of “general protections” which relate to certain 

workplace rights, discrimination and union membership.

The Fair Work Act contains a number of “general 

protections” which relate to certain workplace 

rights, discrimination and union membership.
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Unlawful Dismissal

It is unlawful for your employer to dismiss you from your employment, threaten to 

dismiss you, change your position or duties or cause you any disadvantage because:

• you have a workplace right;

• you make a complaint or enquiry in relation to your employment or workplace rights;

• you join a union or take part in union activities;

• you perform a representative role in your workplace (such as OH&S Representative, 

Harassment Officer or a union delegate);

• of your race, colour, sex, sexual preference, age, physical or mental disability, marital 

status, family or carer’s responsibilities, pregnancy, religion, political opinion and 

national or social origin.

It is unlawful for your employer to dismiss you from 

your employment, threaten to dismiss you, change your 

position or duties or cause you any disadvantage 

because:

• you have a workplace right;

• you make a complaint or enquiry in relation to your 

employment or workplace rights;

• you join a union or take part in union activities;

• you perform a representative role in your workplace 

(such as OH&S Representative, Harassment Officer 

or a union delegate);

• of your race, colour, sex, sexual preference, age, 

physical or mental disability, marital status, family 

or carer’s responsibilities, pregnancy, religion, 

political opinion and national or social origin.
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I’m sorry but you know I 

have to leave at 3.30pm 

everyday to pick up my son 

from school. You agreed to 

this when I started work here!

We have a team meeting 

at 4pm today and you 

must be there!

It is unlawful for an employer to place undue 

influence or pressure on you to agree to change 

certain employment arrangements.
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What, this can not be 

expected. I have given plenty 

of notice for my leave and 

taking it all in one month is 

not fair!

Your leave can only be taken 

in January every year!

It is unlawful for an employer to coerce you to 

exercise your workplace rights in a particular way. 

For example, your employer can not pressure you 

not to take leave to which you are entitled.
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Who should I speak to? 

If you believe that a “general protection” has been 

breached, you should speak to your employer, the 

Fair Work Ombudsman or the Fair Work 

Commission.
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Section 4: Employer’s Obligations 
Around Pay Slips and Records

Section 4: Employer’s Obligations Around Pay 
Slips and Records.
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Thank you!Here is your pay slip. 

You are entitled to receive a 

pay slip every time you get 

paid, and that pay slip must 

contain particular details.

Pay slips must be provided by employers to 

employees so they can ensure they are getting the 

correct pay and entitlements. Pay slips also allow 

employers to maintain their own accurate records of 

payments made. You are legally entitled to receive a 

pay slip every time you get paid, and that pay slip 

must contain particular details.
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Pay Slip Date____

John Smith

Earnings: $---------

1 Working Day 
of Pay Week

Pay Slips

Pay slips are required by law to be given to each 

employee within 1 working day of pay day – even 

if the employee is on leave. 
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Pay Slips

Many employers issue pay slips electronically, but 

pay slips may also be provided as a hard copy.

Whether electronic or hard copy, pay slips are 

required to contain specific information. 

Many employers provide pay slips electronically –

either by email, or on a website that employees can 

log in to. However, pay slips can also still be 

provided as a hard copy sheet of paper. Regardless 

of whether the pay slip is provided in hard copy or 

electronically, all pay slips must contain specific 

information. Let’s take a look at an example of a 

pay slip. 
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Pay slips can be set out differently by different 

employers, but there is certain information that 

must, by law, appear on a pay slip. 
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For starters, some basic information such as: 

The employer’s name and employer’s Australian 

Business Number (ABN) (if applicable), shown 

here.
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The employee’s name, shown here. 
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The pay period that the pay slip relates to and the 

date of the payment, shown here. The pay period 

depends on the particular employer’s pay cycle, 

most commonly, it will be weekly, fortnightly or 

monthly. 
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Let’s take a look at some of the other information 

required. 
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The pay slip must show the amount of gross pay 

(that is, the total amount of the employee’s regular 

remuneration including allowances, overtime, 

commissions, bonuses etc., before any deductions 

are made).
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The pay slip should also show the amount of net 

pay (that is, the amount of money actually paid to 

the employee in that pay period, less any deductions 

such as income tax).
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Any deductions from the pay must be clearly 

shown. For example, here you can see Income Tax 

has been deducted.
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If the employee is on an hourly rate, the pay slip 

must also show:

• the ordinary hourly rate;

• how many hours were worked at that rate; and

• the total dollar amount of pay at that rate.
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In addition to ordinary hours of work, the pay slip 

must show any applicable loadings, allowances, 

bonuses, incentive-based payments, penalty rates or 

other paid entitlements that can be separated out 

from the employee’s ordinary hourly rate.
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For any employee who is eligible for 

superannuation, the details of the superannuation 

fund and the contribution made to the fund must be 

shown.
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Let’s recap! These are the items that must be included on pay slips:

1. Employer’s name;

2. Employee’s name;

3. Employer’s Australian Business Number (ABN) (if applicable);

4. The pay period that the pay slip relates to;

5. The date of the payment;

6. The amount of gross pay (that is, the total amount of the employee’s regular 

remuneration including allowances, overtime, commissions, bonuses etc. - before any 

deductions are made);

7. The amount of net pay (that is, the amount of money actually paid to the employee in 

that pay period, less any deductions such as income tax);

8. If the employee is on an hourly rate, the pay slip must also show:

o the ordinary hourly rate;

o how many hours were worked at that rate; and

o the total dollar amount of pay at that rate.

Let’s recap! These are the items that must be included on pay slips:

1. Employer’s name;

2. Employee’s name;

3. Employer’s Australian Business Number (ABN) (if applicable);

4. The pay period that the pay slip relates to;

5. The date of the payment;

6. The amount of gross pay (that is, the total amount of the employee’s 

regular remuneration including allowances, overtime, commissions, 

bonuses etc. - before any deductions are made);

7. The amount of net pay (that is, the amount of money actually paid to 

the employee in that pay period, less any deductions such as income 

tax);

8. If the employee is on an hourly rate, the pay slip must also show:

o the ordinary hourly rate;

o how many hours were worked at that rate; and

o the total dollar amount of pay at that rate.
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These are the items that must be included on pay slips (continued):

9. Any loadings, allowances, bonuses, incentive-based payments, penalty rates or other 

paid entitlements than can be separated out from the employee’s ordinary hourly rate.

10. The pay rate that applied on the last day of employment.

11. Any deductions that have been taken from the employee’s pay, including the amount 

and details of each deduction (for example, income tax) including the name or name 

and number of the fund or account a deduction has been paid into.

12. Any superannuation contributions paid for the employee’s benefit, including the 

amount of the contributions and the name or number of the super fund paid. 

These are the items that must be included on pay 
slips (continued):
9. Any loadings, allowances, bonuses, incentive-
based payments, penalty rates or other paid 
entitlements than can be separated out from the 
employee’s ordinary hourly rate.
10. The pay rate that applied on the last day of 
employment.
11. Any deductions that have been taken from the 
employee’s pay, including the amount and details of 
each deduction (for example, income tax) including 
the name or name and number of the fund or 
account a deduction has been paid into.
12. Any superannuation contributions paid for the 
employee’s benefit, including the amount of the 
contributions and the name or number of the super 
fund paid. 
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Pay Slip Date____

John Smith

Earnings: $---------
7 Years

Employers have to keep time and wages records for 7 years.

Employers have to keep time and wages records for 

7 years.
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Time and wages records have to be:

• readily accessible to a Fair Work Inspector;

• legible;

• in English.

Time and wages records can’t be:

• changed unless the change is to correct an error;

• false or misleading.

Time and wages records have to be:

• readily accessible to a Fair Work Inspector;

• legible; 

• in English.

Time and wages records can’t be:

• changed unless the change is to correct an 

error; 
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• false or misleading.
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What records have to be kept and what needs to be in them?

• general information about the employee and employer - names, 

ABN, type of employment (e.g. part time, casual);

• pay information - rates of pay, gross and net amounts paid etc;

• hours of work that employees work;

• leave records - leave taken by employees, how much leave an 

employee has;

• superannuation contribution amounts paid and fund details;

• copies of any employment contracts or documents.

Record Keeping

What records have to be kept and what needs to be in them? 

Certain information needs to be kept for each employee. Here is 

a list of the records that an employer has to keep and what 

information has to be in the record.

• General information about the employee and employer -

names, ABN, type of employment (e.g. part time, casual);

• Pay information - rates of pay, gross and net amounts paid 

etc.;

• Hours of work that employees work;

• Leave records - leave taken by employees, how much leave 

an employee has;

• Superannuation contribution amounts paid and fund details; 

• Copies of any employment contracts or documents.
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Section 5: Right to Work
Immigration and Right to Work Checks

Section 5: right to work, immigration and right to 
work checks. 
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Workplace
Rights

Visa Holders and your rights to work in Australia

Migrant workers and visa holders, including 

international students, have the same workplace 

rights as all other workers in Australia.
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Visa Holders and your rights to work in Australia

If you're here on a visa, make sure it allows you to 

work in Australia and check for any conditions like 

the number of hours you can work. For example, if 

you're an international student, you may get a part-

time or casual job while studying in Australia. 
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Visa Holders and your rights to work in Australia

The number of hours you can work each week may 

be limited by your visa conditions.
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Visa Holders and your rights to work in Australia

Your employer can't cancel your visa, even if it's 

been breached. Only the Department of 

Immigration and Border Protection (DIBP) can 

grant, refuse or cancel visas. 

107



Contact: 
Department of Immigration and 

Border Protection (DIBP)

PH: 131 881 or PH:131 450 

If you believe that your employer is exploiting you, 

you should contact the DIBP on 131 881, or 131 

450 if you need a translator/interpreter.
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To learn more, visit: 
www.border.gov.au or 

telephone the Department of 
Border Protection and 

Immigration on: 131 881.

There are services available for visa holders to 

check the details and restrictions of their visa.  

These resources are available at www.border.gov.au
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Visa Entitlement 
Verification Online 

(VEVO) 

For more information, visit www.border.gov.au or telephone the Department of Border 

Protection and Immigration on 131 881.

One resource is the VEVO online system which 

enables a visa holder to check current visa details 

and conditions.
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Visa Entitlement 
Verification Online 

(VEVO) 

Your employer may also use VEVO to check your visa details - but they must request 

your permission before they can check their details in VEVO.

Your employer may also use VEVO to check your 

visa details, but they must request and retain the 

visa holder's permission before they can check their 

details in VEVO. 
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Sure, here it is!

Hi Jane, do you mind if I 

have a look at your 

passport or ImmiCard? 

Your employer may ask to see your passport or 

ImmiCard so that they can complete a VEVO check 

on you. 
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No Right to 
Work

It is illegal for an employer to employ someone 

who does not have the right to work in Australia, so 

most employers will not offer you employment 

unless your visa proves you have a current and 

valid right to work.
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Section 6: Getting Help
Where to go if you have questions or need advice

Section 6: Getting help, where to go if you have 
questions or need advice.
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Fair Work Ombudsman – Free Service

The Fair Work Ombudsman is a free service 

available to all employees and employers in 

Australia.
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Fair Work Ombudsman
The role of the Fair Work Ombudsman office role is to:

• promote harmonious, productive and cooperative workplace relations;

• ensure compliance with Australian workplace laws;

• monitor certain 457 subclass visa arrangements.

The role of the Ombudsman office is to:

• promote harmonious, productive and 

cooperative workplace relations;

• ensure compliance with Australian workplace 

laws;

• monitor certain 457 subclass visa arrangements.
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This pay is wrong! 

I should be paid 

more than this!

If you believe that you have a pay and entitlement 

issue or dispute, the Ombudsman can help you. 
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Hello, I have a query about 

my pay. Could you please 

help me? 

You may contact them during office hours on 131 

394 or if you have difficulty speaking or 

understanding English, call the translating and 

interpreting service on 131 450 and they will call 

the Ombudsman for you and interpret your query. 
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Independent

The Fair Work Commission is the independent 

national workplace relations tribunal. 
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• Minimum wages

• Employment conditions

• Other workplace 
functions and regulations

It is responsible for maintaining a safety net of 

minimum wages and employment conditions, as 

well as a range of other workplace functions and 

regulations, including hearing general protections, 

unfair dismissal and workplace bullying claims. 
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The Commission cannot provide advice on 

entitlements under an award or registered 

agreements or enforce minimum pay and award 

entitlements,
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this is the Fair Work Ombudsman responsibility.
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Contact: 
Fair Work Commission on

PH: 1300 799 675 
or 

Translating and Interpreting Service on
PH:131 450

You can contact the Fair Work Commission on 

1300 799 675 or if you have difficulty speaking or 

understanding English, call the translating and 

interpreting service on 131 450 and they will call 

the Fair Work Commission for you and interpret 

your query.
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Open and honest
at all times. 

Being open and honest at all times is how we do 

business and work together.
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Woolworths “Supplier Speak Up” Service

I think a fellow workmate 

is stealing. 

That’s why it’s important that when you see 

something that is not right, you Speak Up. 
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You can report the following:

• Theft;

• Dishonesty; 

• Bullying and Harassment;

• Fraud;

• Illegal activity;

• Risk and Safety issues;

• Serious Breach of Company Policy including the Code of Conduct.

Woolworths “Supplier Speak Up” Service

Woolworths has a 24/7 “Supplier Speak Up” 

service where you can report the following:

• Theft;

• Dishonesty;

• Bullying and Harassment;

• Fraud;

• Illegal activity;

• Risk and Safety issues; 

• Serious Breach of Company Policy including 

the Code of Conduct.
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Woolworths “Supplier Speak Up” Service

Who should I speak to?

1. Line Manager; or

2. Their manager; or

3. HR Representative or 
appropriate specialist.

There are processes in place and people ready to 

listen. First talk to your line manager, or if you 

can’t talk to your line manager, talk to their 

manager, or at any time, talk to your HR 

representative or appropriate specialist e.g. Loss 

Prevention or Risk and Safety. 
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Woolworths “Supplier Speak Up” Service

Nothing has been done 

about my report. Who 

should I speak to next?1. Line Manager; or

2. Their manager; or

3. HR Representative or 
appropriate specialist;

4. Woolworths “Supplier 
Speak Up” Service.

If you are unable to escalate a serious issue through 

the normal processes, or you have strong reason to 

believe that a reported issue has not been 

investigated, you may access “Supplier Speak Up”.

128



Contact: 
Supplier SPEAKUP 24 hours a day 7 days a week 

on 
PH: 1800 334 319 

or
Website: WoolworthsSpeakUp.ethicspoint.com

Contact: Supplier SPEAKUP 24 hours a day, 7 days 
a week on 1800 334 319 or via our website at: 
WoolworthsSpeakUp.ethicspoint.com
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Your Rights

Recap

As a worker in Australia you have certain rights at 

work that are protected, including minimum pay 

rates and minimum working conditions.
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If unsure, ask 
your employer!

If you aren’t sure about the terms of your 

employment, you can speak to your employer to 

ask them for the details.
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Fair Work Ombudsman – Free Service

Click here to visit the 
Fair Work website

If you need advice or support in relation to your 

workplace rights, you can contact the Fair Work 

Ombudsman or look on their website where you 

will find lots of free information.
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Hello, I have a query about 

my pay. Could you please 

help me? 

Fair Work Ombudsman
or

Contact
Woolworths “Supplier Speak Up” 

Service on PH: 1800 334 319

If you have a concern with your pay or treatment, 

you can advise the Ombudsman or use the 

confidential Woolworths “Supplier Speak Up” 

service on 1800 334 319.
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