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 “Your Compliance and Payroll Professionals” 
 

IINNFFOORRMMAATTIIOONN  SSHHEEEETT 

 

PPaayy  SSlliipp  RReeqquuiirreemmeennttss  aanndd  bbeesstt  pprraaccttiicceess 

 
Employers who engage workers under federal workplace relations legislation are 
legally required to keep accurate and complete time and wages records and to issue 
pay slips to each worker. 
 
The record-keeping and pay slip requirements are designed to ensure that workers 
receive their correct wages and conditions. 

 

WWhhaatt  iinnffoorrmmaattiioonn  mmuusstt  bbee  iinncclluuddeedd  iinn  tthhee  ppaayy  sslliipp?? 
 
 the full name and trading name of the employer 
 the name of the employee 
 the date of payment 
 the period of payment (for example 24/03/06 to 30/03/06) 
 the gross and net amount of payment 
 any loadings, monetary allowances, bonuses, incentive-based payments, 

penalty rates or other separately identifiable entitlement paid 
 for employees paid on an hourly rate – the ordinary hourly rate of pay and 

number of hours worked at that rate and the amount of payment at that rate. 
 For employees paid an annual rate (salary), that rate as at the last day in the 

payment period 
 Any deductions made from the employees pay including:- 

 
 - the amount and purpose of each deduction 
 - the name, or the name and number, of the fund or account into which 
  the deductions were paid 
 - all deductions from an employees pay must be authorised in writing by 
  the employee 
 Employers who are required to make superannuation contributions for the 

benefit of employees should include the following details on the employee’s 
pay slip:- 

 
 - the amount of each superannuation contribution the employer made or 
  is liable to make during the pay period 
 - the name of the superannuation fund into which the superannuation 
  contributions were made or will be made 
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Employers who contribute a defined benefit interest in a defined benefit fund do not 
need to fulfill the reporting requirements relating to superannuation contributions. 
 

WWhheenn  mmuusstt  aa  ppaayy  sslliipp  bbee  iissssuueedd?? 
 
Employers must issue a written pay slip, containing the above information, to each 
employee within one day of the payment of wages. 
 

BBrreeaacchheess  ooff  ppaayy  sslliipp  rreeqquuiirreemmeennttss?? 
 
The Workplace Relations Regulations 2006 allows for Workplace Inspectors to issue 
an infringement notice to Employers for identified breaches of pay slip and record 
keeping requirements, as an alternative to initiating court proceedings. 
 
Breaches of a serious, willful or repetitive nature may lead to legal proceedings 
being brought against the Employer. 

 

GGeenneerraall  wwoorrkkppllaaccee  rreellaattiioonnss  iinnffoorrmmaattiioonn.. 
 
The Workplace Authority provides free information and advice on all workplace 
relations matters.  You can call the Workplace Info line for information on minimum 
pay and conditions of employment, and advice on negotiating and lodging workplace 
agreements.  The Workplace Authority is also responsible for accepting the 
lodgment of workplace agreements and conducting the fairness test.  The 
Workplace Authority can refer matters to the Workplace Ombudsman for 
investigation.  You can contact the Workplace Info line on 1300 363 264 or visit 
www.workplace.gov.au. 
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