


Introduction

What's in the ESKi

The Law

Things every employer should know.

Whether you're hiring staff for the first time, or have been
an employer for a while, it's important that you understand
what the law requires you to do. This section provides

the resources to help you understand your rights and
responsibilities.

+ Pastoral Award 2020

+ National Employment Standards.

Payroll
Nuts and bolts

There are many things to think about when you're hiring staff.
This list will help you get started.

+ Their classification under the Pastoral Award 2020

* Their minimum pay

+ Whether the position will be full-time, part-time or casual
» Breaks, maximum hours of work and overtime.

+ Record keeping

- Pay slips

+ Tax

+ Superannuation

+ Time keeping.

Annualised salary

How to pay an annualised wage or salary instead of an
hourly rate

The Pastoral Award 2020 has been varied to enable
employers and employees to agree in writing for the
employee to be paid an annualised wage or a salary instead
of being paid an hourly rate. This is similar to the Individual
Flexibility Arrangement (IFA) and may be useful for farmers
provided they keep excellent time records.

Termination

Handle employee separation carefully

Regardless of whether the employee is leaving because

of resignation, redundancy or dismissal, following the right
procedures minimises the risk of legal action and protects
the reputation of both your business and you as an employer.

Pastoral Award 2020

What is the Pastoral Award 2020?
What are the National Employment Standards?

Employing someone

Hiring and keeping staff is much more than compliance
with the law.

For an employment relationship to work, both employer
and employee must share the same expectations about
the job. To make sure you are both ‘on the same page’,
there are three documents you can't live without:

+ The position description

+ The employment contract

+ The employee details form

Leave

What are employees’ leave entitlements?

The National Employment Standards (NES) apply to all
employees in the national workplace relations system.
Casual employees get only some of the entitlements. There
are seven types of leave entitlements in the NES:

+ Annual leave

+ Personal and Carers leave

+ Compassionate leave

+ Family and domestic violence leave

+ Community service leave

- Long service leave

+ Parental leave.

Individual flexibility arrangement
How to pay a flat rate for all hours worked

The Pastoral Award 2020 includes a flexibility term which
enables employers and employees to agree on a flat rate
of pay for all hours worked, using an Individual Flexibility
Arrangement. The employer must ensure the employee is
better off overall under the agreement as compared with
the Pastoral Award 2020.

Safety
How safe is your farm?

You can use our dairy farm safety checklists to make sure
you're meeting your obligations.

Resources include the Farm Safety Starter Kit and Farm
Safety Manual.

Information provided in this folder is also available at dairyaustralia.com.au/people
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Getting started

The aim of the Employment Starter Kit Initiative (ESKi) is to make it
straightforward for farmers to employ staff and to minimise business risk
around getting it wrong.

The ESKi provides easy access to the documents you need to start
employing someone. Starting off on the right foot markedly increases the
chance that staff will be retained and more productive.

The entire resource is based around 8 topics that appear on the previous
page. Each topic starts with explanatory notes, followed by the relevant
documents and templates.

Many templates are self-explanatory. Others are preceded by notes, a
sample and a blank template. Be sure to take copies of the blank templates
before you use them.

Use the checklists at the end of each section

A good starting point is the tick list at the end of each section, which
signposts the relevant samples, checklists and templates.

Buy yourself a ring binder
Use it to keep all your employee files in one place.

Make extra copies of the templates you use all the time (scan and keep
electronic copies of all documents).

Test your knowledge

In the Payroll Section, you'll find a Fair Work Self-audit checklist for business.

This is designed to find out how compliant your business is with certain key
requirements of the Fair Work Act and associated other laws.

Don't stress if you can't complete the checklist on the first go — consume
your ESKi contents, and then try again. This time you'll be home
and hosed!

Introduction
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[tems marked with a flag are required
by law.

</

[tems marked with a big tick are
Best Practice Tips (although not
required by law).

If a phrase is in bold, it refers to a
document or template in the ESKi.
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Look for this icon throughout your
folder to indicate pages you should
check and update (as required).
This is just a guide but will make
updating a bit easier!

Visit the ESKi at
dairyaustralia.com.au/people and
stay up to date.

ESKi updates and further support

The ESKi is designed to help you get started and is supported by the
comprehensive resources available on the Dairy Australia website.
Throughout the ESKi, you'll find links to practical tools, templates and
guidance to help you effectively manage people on your farm.

It's your responsibility to keep your ESKi up to date.

The Fair Work Commission reviews wages annually. This may impact on pay
rates payable from the first pay period commencing after the 1 July each
year. In addition, workplace laws and awards change from time to time.

Industry Reports

People in Dairy

Dairy Australia provides support with employing and managing people, and building skils for successful caraers in doiry farming

The team is ready to help

Melva Tyson

Paopla Expariance Leod

Sahab Sabri

Hatienal Pacple Sarvice: Lead

Sarah Cornell
National Capability Lead

Follow us
O o X in
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Introduction

ESKi glossary

Annuadlised salary: An agreement that enables employers and employees to
agree in writing for the employee to be paid an annualised wage or a salary
instead of being paid an hourly rate. This is similar to the IFA and may be
useful for farmers provided they keep excellent time records.

Apprentice: An employee that is employed under a ‘training arrangement’.
A "training arrangement’ is a combination of work and training that is
subject to a training agreement or a training contract between the
employee and employer that takes effect under a State or Territory law
relating to training employees.

Allowances: Additional payments made to employees for undertaking
certain tasks, possessing a skill, using their own tools or performing work
under adverse conditions. Types of allowances in the Pastoral Award include
vehicle, tool and equipment, and allowances which recognise specific skills
and responsibilities.

Australian Business Number (ABN): A unique identifier issued by the
Australian Business Register (ABR), which is operated by the Australian
Taxation Office (ATO).

Award rate of pay: The minimum rate of pay that must legally be paid to
an employee who is covered by an award. An award generally contains

a number of rates that vary according to the age of the employee and the
employee’s classification.

Bonus: An amount of money paid to an employee when a set target has
been achieved.

BOOT: The BOOT (Better off overall test) requires that each employee
covered by an award must be better off under an enterprise agreement or
an individual flexibility agreement than they would be if the relevant award
applied to them. The BOOT allows some award conditions to be traded off
or excluded as long as the total remuneration and/or benefits received by
the employee leave them better off than if the conditions remained

the same.

Casual employees: A person is a casual employee if they accept a job offer
from an employer knowing that there is no firm advance commitment to
ongoing work with an agreed pattern of work. They receive a loading on top
of normal wages because they do not receive benefits such as paid annual
leave and paid personal (sick) leave.

Carer's leave: Leave taken to provide care or support to a member of the
employee’s ‘immediate family’ or household who requires care or support
due to personal injury or iliness or an unexpected emergency.

Casual loading: Casual loading is an amount paid on top of the base rate of
pay to casual employees. The purpose of a casual loading is to compensate
casual employees for not being paid certain entitlements that permanent
employees receive, such as paid annual leave and personal (sick) leave.

Contractor: A person or company that enters into a contract to provide
materials or do a job.
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Time in lieu: means a written agreement with an employee to take paid time
off instead of being paid overtime.

Discrimination (unlawful): When someone is not treated fairly or given the
same opportunities because of personal characteristics or attributes. It is
unlawful for an employer to discriminate against an employee or prospective
employee on the basis of race, colour, sex, sexual preference, age,

physical or mental disability, marital status, family or carer's responsibilities,
pregnancy, religion, political opinion, national extraction or social origin.

Fair Work Commission (FWC): The Fair Work Commission is the national
workplace relations tribunal, established by the Fair Work Act. It is an
independent body with power to carry out a range of functions covering:

+ the safety net of minimum wages and employment conditions
+ enterprise bargaining

+ industrial action

+ dispute resolution

+ bullying

+ termination of employment.

Family and domestic violence leave: Paid leave of 10 days per year (does
not accumulate) available to all employees (including relevant casuals) for
people who are impacted by domestic violence or people who are assisting
a close relative who is impacted by domestic violence.

Gross salary: The total amount paid to an employee before any deductions
(like income tax) have been made.

Group Certificates: see Payment Summary.
Immediate family: is defined as:

+ A spouse, de facto, child, parent, grandparent, grandchild or sibling
of the employee

+ A child, parent, grandparent, grandchild or sibling of a spouse or de facto
of the employee.

Individual Flexibility Arrangement (IFA): An agreement between an employer
and an employee, that can vary the effect of some conditions of an award.
The Individual Flexibility Arrangement (IFA) must pass the better off overall
test (BOOT).

Induction: The formal introduction to systems and procedures given to
employees when they start a new job.

Leave loading: An award condition that provides for a pay bonus to be
paid when annual leave is taken or on termination of employment when
accrued annual leave is paid out. It is calculated at 17.5 per cent of the
annual leave being paid.

Modern Award: An award made by the Australian Industrial Relations
Commission as part of the award modernisation process in 2008 and 2009.
Modern awards operate together with the National Employment Standards
(NES) to provide minimum conditions of employment for employers and
employees in the 'national system'. Modern awards supplement the NES

by setting out additional minimum terms and conditions that apply ina
particular industry or occupation including monetary entitlements such

as wages, penalty rates and allowances. The Pastoral Award 2020, which
covers most employees in the dairy industry, is a modern Award which
replaces various State and federal awards. Modern awards commenced
operation on 1 January 2010.



National Employment Standards (NES): A safety net of 11 minimum
conditions, set out by law, in the Fair Work Act, for all employees.

Net salary: The amount paid to an employee after the relevant deductions
(like income tax) have been made.

Parental leave: The entitlement of both male and female employees to take
leave when their child is born or adopted.

Part-time employees: Employees who are engaged for a numbers of hours
that are less than those for full-time employees. Part-time workers generally
receive the same entitlements and benefits as full-time workers on a
proportional (pro rata) basis.

Pastoral Award 2020: Awards are legal documents setting out minimum
rates of pay and conditions of employment which apply to employees in
a particular industry or occupation. The Pastoral Award 2020 covers and
applies to employers and employees in the dairy industry.

PAYG withholding: Pay as you go (PAYG) withholding is a legal requirement
to withhold amounts (for income tax purposes) from payments made to
employees for salary and wages.

Payment summary: You need to give those workers from whom you have
withheld tax an annual payment summary, which shows the total payments
you made to them in the financial year and how much tax you have
withheld from their payments. These payment summaries contain all of

the information needed for the employee to lodge a tax return and can be
either electronic or in paper form.

Penalty Rates: Extra money paid to employees for working at times such as
public holidays.

Personal Leave: can be taken as Sick Leave or Carers Leave. Sick Leave is
taken because the employee is not fit for work because of personal iliness

or injury. Under the National Employment Standards full time employees are
entitled to 10 days' paid personal/carer’s leave per year. Paid personal leave
accumulates from year to year.

RDO: Rostered days off

Redundancy: Occurs when an employer no longer wishes the job that an
employee has been performing to be undertaken by anyone- e.g., as the
result of a business restructure. It has nothing to do with poor performance
or misconduct.

Sick Leave : See personal leave

Introduction
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Things every
employer should
know

2

When hiring staff it is important that you understand what the law requires Resource in this section

you to do. |:| Fair Work Information Statement

The National Employment Standards (NES) are the minimum employment
entitlements that apply to most employees in Australia. As an employer,
you must ensure employees have access to the NES and provide all new 0J FAQ - Share dairy farmer
employees with the appropriate Fair Work information statement(s), or employee?

|:| FAQ — Contractor or employee?

depending on their employment arrangement. This section outlines
your obligations.

There are three different Fair Work Information Statements. You must
make sure that you give the correct statement to your employee. The
three different statements are:

+ Fair Work Information Statement (FWIS): Must be given to all new
employees. It covers basic workplace rights and the National
Employment Standards (NES).

+ Casual Employment Information Statement (CEIS): Must be given to all
new casual employees alongside the main statement. It explains casual
rules and conversion rights.

+ Fixed Term Contract Information Statement (FTCIS): Must be given to
employees starting a fixed-term job.

You must make a copy of the National

Ensure employees have access to the National Employment Standards available to
Emp|oyment Standards all employees when they commence

employment and at least annually
By law, you must make a copy of The National Employment Standards thereafter.

(also known as the NES) available to all employees. You can pin a copy to
a conveniently located noticeboard, or use electronic means, whichever
makes them more accessible. The NES are a safety net of 11 minimum
conditions, set out by law, for all employees. These are:

+ A maximum standard working work of 38 hours for full-time employees,
plus ‘reasonable’ additional hours.

+ Aright to request family friendly flexible working arrangements for
employees with caring responsibilities, parents or guardians of children
that are school age or younger, employees with disability, employees who
are 55 years or older, and employees who are experiencing family violence
or who are caring for or supporting a family or household member who is
experiencing family violence.

+ Converting from casual to permanent employment.

+ Parental and adoption leave of 12 months (unpaid), with a right to request
an additional 12 months.

+ Paid annual leave — generally 4 weeks paid annual leave for each
year of service.

ESKi July 2026 1



Best Practice Tip

Always download the latest version of
the Fair Work Information Statement
from the Fair Work Ombudsman
website to ensure you are providing
employees with the current version.

+ Ten days paid personal/carer’s leave each year, two days paid
compassionate leave for each permissible occasion; and two days
unpaid carer’s leave (once the ten paid days are used up) for each
permissible occasion; and 10 days paid domestic violence leave
(in @ 12 month period).

+ Community service leave for jury service or activities dealing with
emergencies or natural disasters. This leave is unpaid except for
jury service.

+ Long service leave.

+ Public holidays and the entitlement to be paid for ordinary hours on
those days while the employee is absent (permanent employees only).

+ Superannuation contributions

+ Notice of termination and redundancy pay.

+ The right for new employees to receive the relevant Fair Work Information
Statement/s.

Visit fairwork.gov.au/employment-conditions/information-statements

ﬁ?‘ Fair Work @ enoush ~ LOGIN  REGISTER Q

swsra (nerumen OMBUDSMAN

Home |  Employment conditions
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Information statements

Employers must give every new employee one or more information statements when
they start work.

All new employees must receive the Fair Work Information Statement, regardless of their employment type.

If the employee is:
- a casual, they must also receive the Casual Employment Infermation Statement

~ emplayed for a fixed term, they must alsa receive the Fixed Term Contract Informatian Statement

The Casual Employment Information Statement must also be provided at set times throughout an employee’s
employment.

In this section...

Fair Work Information Casual Employment

Statement Information Statement

All new employees must get a Fair Work All new casual employees must get a Casual
Information Statement. Employment Information Statement when

they start work and at other times throughout
their employment.

Fixed Term Contract
Information Statement

Employees entering a new fixed term contract
must get a Fixed Term Contract Information
Statement.

@ The Fair Work Ombudsman acknowledges the Traditional Custodians of Country throughout
Australia and their continuing connection to land, waters, skies and communities. We pay our
@ respects to them, their Cultures, and Elders past and present
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Ensure employees have access to the Pastoral
Award 2020

By law, you must make a copy of the Pastoral Award 2020 available to all
employees. As with the NES, you can pin the Award to a noticeboard or
distribute electronically, whichever gives employees the best access. As of
1 January 2010 the federal Pastoral Award 2020 covers all employees in the
dairy industry, except some managers (and some employees in WA).

Link to Fair Work - Pastoral Award 2020
Link to Fair Work - Pastoral Award 2020 PDF to download
Link to Fair Work - National Employment Standards

Key sections of the Pastoral Award include
Part 6—Broadacre Farming and Livestock Operations
31. Classifications

In this section you will find the Farm and livestock hand levels relevant to
dairy. FLH1, 2, 3, 5,7, 8.

Pastoral Award Classes

FLH1 Dairy Operator less than six months' experience
FLH2  Dairy Operator six to 12 months’ experience
FLH3  Dairy Operator more than 12 months' experience
FLHS  Dairy Operator more than 2 years' experience
FLH7  Senior Dairy Operator 1

FLH8  Senior Dairy Operator 2

321 Adult rates

Details the current minimum pay rates for adult employees in each
classification.

35. Overtime and penalty rates

Explains overtime is calculated, including the 152 hours rule, applicable
penalty rates and time off instead of payment for overtime.

Always refer to the Fair Work website for the latest Award and pay
rate information.

Ensure that you're giving your employees all their
entitlements, such as minimum wages

To make sure you're giving your employees all of their entitlements, you need
to read the Pastoral Award 2020. The Pastoral Award sets minimum wages
and conditions for dairy industry employees which apply on top of the
National Employment Standards.

Clause 32 of the Pastoral Award 2020 deals with minimum wages, which

is the lowest amount which can legally be paid to an employee. These
minimum wage rates are reviewed each year by the Fair Work Commission.
This is called the ‘annual wage review'. Any changes to minimum wages start
to apply from the first full pay period on or after 1 July.

Eh

You must make a copy of the Pastorall
Award 2020 available to all employees,
this can be via a hard copy or digital copy.

ESKi July 2026 3


https://awards.fairwork.gov.au/MA000035.html
https://www.fwc.gov.au/documents/modern_awards/pdf/ma000035.pdf
https://www.fairwork.gov.au/employment-conditions/national-employment-standards
https://awards.fairwork.gov.au/MA000035.html

\B

You must check that employees from
overseas have a valid work visa.

Your employee’s minimum wages depend on a number of things, including:
+ their age (if they're under 20)

+ their job duties, responsibilities and any qualifications they're required
to have.

Other commonly overlooked entitlements are:

+ loading for casual workers

+ minimum three-hour shift length for casual or part-time employees
+ 17.5 per cent loading for annual leave

+ paid morning tea break of 10 minutes.

Things to avoid

You should make sure you, your managers and staff understand the laws
that apply on your farm. These are a few key things that aren't okay in
the workplace:

+ Unpaid work trials. You can't ask people to work for free.

+ Cashin hand payments. It's against the law to pay an employee without
taking out tax. This is called paying someone ‘cash in hand.’ You can pay
an employee in cash as long as you deduct tax from their earnings and
send it to the Australian Taxation Office (ATO). For information on tax law,
contact the ATO.

+ Not giving employees a pay slip within 1day of being paid. You need
to give them a pay slip that has certain information on it — see Payroll
Section for details and a template.

+ Not paying employees in money — giving them goods (including food) or
services instead of pay is against the law.

+ Making unlawful deductions from employees' pay. Payroll deductions can
only be made in very limited circumstances — refer to Payroll Section.

+ Not giving employees the meal breaks or rest breaks set out in the award
or agreement.

+ Unreasonably refusing employee requests to take their leave entitlements.

+ Sham contracting. Independent contracting is where one business does
work for another business. Independent contractors usually use their own
equipment, choose what hours they work, decide how they do the work,
pay their own tax and have an ABN. Some employers try to avoid paying
minimum rates, tax and entitlements by claiming that someone is an
independent contractor when really they're an employee. This is called
‘sham contracting’, and it is illegal — refer to the FAQ — Contractor
or employee?

+ Not paying superannuation. You must pay superannuation at the same
time that you pay your employees.

Is your employee entitled to work in Australia?

It is a criminal offence to knowingly or recklessly allow someone to work in
breach of their visa conditions. To avoid penalties, ensure your prospective
employee has a valid visa to work in Australia before you employ them.
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Fair Work audits

Fair Work Inspectors regularly conduct audits and workplace visits to ensure

employers are meeting their workplace obligations.

During an audit, inspectors may review employee records, pay slips, time
and wage records, employment arrangements and compliance with the
Fair Work Act, the National Employment Standards and any applicable
modern award.

Fair Work Compliance Checklist

O

acooa o o o

O ool

Have all new employees received the appropriate Fair Work
information statement(s)?

+ Fair Work Information Statement (all employees)
+ Casual Employment Information Statement (casual employees)

+ Fixed Term Contract Information Statement (fixed-term employees)

Are the National Employment Standards (NES) available to
all employees?

Is the Pastoral Award 2020 readily available to employees covered by
the award?

Are employees being paid at least the applicable award or agreed
rate of pay?

Are compliant pay slips issued within one working day of each pay?
Are accurate employee, time and wage records being maintained?

Are casual and part-time employees engaged for a minimum of three
consecutive hours where required? (Note: an exception applies for
secondary school students.)

Is annual leave loading of 17.5% paid where required?
Do all employees have valid work rights in Australia?

Do you understand the difference between an employee and an
independent contractor?

Is the employer meeting superannuation obligations (including Payday
Super requirements)?

v/

Learn more

Visit the ESKi at:
dairyaustralia.com.au/people

ESKi July 2026
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Elimination of workplace sexual harassment

In December 2022 laws were introduced that required employers and

a 'person conducting a business or undertaking (PCBU) to take positive
steps to eliminate sex discrimination, sexual harassment and sex-based
harassment in the workplace’.

The positive duty means that employers and PCBUs can not simply react to
a complaint of sex discrimination, they must have policies and procedures in
place to stop complaints from arising in the first place.

This new duty attaches to or applies to the employer and PCBUs, and
requires these people to eliminate sex discrimination, sexual harassment,
sex-based harassment and conduct that amounts to subjecting a person to
a hostile work environment on the grounds of sex.

Sex discrimination: is when someone is treated unfairly, or is unreasonable
disadvantaged because of their sex, or a characteristic that is generally
associated with people of their sex.

Sexual harassment: is any unwelcome conduct of a sexual nature that a
reasonable person would anticipate could lead to the other person being
harassed, offended, humiliated or intimidated.

Sex-based harassment: involves unwelcome behaviour that is sexist and
demeaning in nature, but that is not necessarily sexual. It is different to, but
closely related to sexual harassment.

Hostile work environment on the grounds of sex: includes all of those
behaviours and culture that makes people feel uncomfortable on the
basis of sex. Things like nude and swimwear calendars or pornography
in break rooms, or expecting only women to clean and making
unnecessary and demeaning comments about pregnancy, lactation,
menstruation or menopause.

This duty extends past you, as the employer engaging in these types of
behaviours, it requires you to have policies and procedures to stop your
employees engaging in this behaviour with their co-workers, or contractors
or visitors to your farm, as well as stopping visitors to your farm engaging in
these behaviours with your employees and contractors.

Because this duty arises under both anti-discrimination legislation and
workplace health and safety there are significant resources available to
assist. These include a Sexual and gender-based harassment code of
practice from Safe Work Australia and a quick guide published by the
Australian Human Rights Commission (AHRC).



Sample - access the most recent document on the Fair Work website

Fair Work

Australian :;m'i-rnnwnl O M B U D S M A N

Introduction to the National Employment Standards

What are the National Employment

Standards?

The National Employment Standards (NES) are
minimum employment entitlements that have to be
provided to all employees in the national workplace
relations system. Some rules and exclusions apply.

The minimum entitlements of the NES are:

e  Maximum weekly hours of work — 38 hours
per week, plus reasonable additional hours.

e Requests for flexible working arrangements —
certain employees can ask to change their
working arrangements.

e Parental leave and related entitlements — up
to 12 months of unpaid leave and the right to
ask for an extra 12 months of unpaid leave.
Also includes adoption-related leave.

e Annual leave — 4 weeks of paid leave per
year, plus an additional week for some
shiftworkers.

e Sick and carer’s leave and compassionate
leave — 10 days of paid sick and carer’s leave
(pro rata for part-time employees), 2 days of
unpaid carer’s leave as required and 2 days of
compassionate leave as required.

e Family and domestic violence leave — 10 days
of paid leave per year.

e Community service leave — unpaid leave for
voluntary emergency activities and leave for
jury service, with an entitlement to be paid
for up to 10 days for jury service.

e Long service leave — paid leave for employees
who have been with the same employer for a
long time.

e Public holidays — a paid day off on a public
holiday (unpaid for casuals), except where
reasonably requested to work.

e Notice of termination and redundancy pay —
up to 5 weeks’ notice of termination and up
to 16 weeks redundancy pay, both based on
length of service.

Fair Work Infoline: 13 13 94

Superannuation (super) — employers must
make contributions to eligible employees’
super funds under super guarantee laws.
Super is also a NES entitlement (some
exclusions apply).

Provision of the Fair Work Information
Statement and the Casual Employment
Information Statement — the Fair Work
Information Statement must be provided by
employers to all new employees. All casual
employees must also be given the Casual
Employment Information Statement when
they start employment, and at set times
throughout their employment.

Employee choice about casual employment —
pathways for a casual employee to become a
full-time or part-time employee in some
circumstances.

Who do the NES apply to?

The NES apply to all employees covered by the
national workplace relations system, however only
certain entitlements apply to casual employees (rules
and exclusions apply).

These are:

maximum weekly hours

2 days of unpaid carer’s leave and 2 days of
unpaid compassionate leave per occasion

10 days of paid family and domestic violence
leave (in a 12-month period)

community service leave (except paid jury
service)

public holidays

receiving the Fair Work Information
Statement and the Casual Employment
Information Statement

the right to super contributions
employee choice about casual employment.

fairwork.gov.au
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Sample - access the most recent document on the Fair Work website

Fair Work
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In addition, casual employees who have been
employed for at least 12 months by an employer on a
regular and systematic basis and with an expectation
of ongoing employment are entitled to:

e make requests for flexible working
arrangements

e parental leave and related entitlements.

There are also 2 NES entitlements that apply to all
full-time and part-time employees, whether they are
covered by the national workplace relations system
or not. These are:

e parental leave and related entitlements
e notice of termination.

How do the NES apply?

Terms in awards, enterprise agreements and
employment contracts cannot exclude or provide for
an entitlement less than the NES, and those that do
have no effect. However, they can affect the
operation of the NES in certain ways.

For example, they may specify terms that deal with:

e averaging an employee’s ordinary hours of
work

e the cashing out and taking of paid annual
leave

e the cashing out of paid sick and carer’s leave

e extrasick and carer’s leave or annual leave in
exchange for foregoing an equivalent amount
of pay

e the substitution of public holidays

e super obligations

e situations in which redundancy entitlements
do not apply.

They may also supplement the NES by providing
entitlements that are more favourable for
employees.

Find out more about the NES entitlements at
fairwork.gov.au/nes

CONTACT US

Fair Work online: fairwork.gov.au
Fair Work Infoline: 13 13 94
Need language help?

Contact the Translating and Interpreting Service
(TIS) on 13 14 50

Help for people who are deaf or have hearing or
speech difficulties

You can contact us through the National Relay
Service (NRS).

Select your preferred access option and give our
phone number: 13 13 94

The Fair Work Ombudsman is committed to providing you with advice that you can rely on.
The information contained in this fact sheet is general in nature. If you are unsure about how
it applies to your situation you can call our Infoline on 13 13 94 or speak with a union, industry

association or a workplace relations professional.

Fair Work Infoline: 13 13 94

Last updated: March 2025
© Copyright Fair Work Ombudsman

fairwork.gov.au




Sample - access the most recent document on the Fair Work website

Fair W 01‘1 < Fair Work Information Statement

Employers must give this document to new employees when they start work.

Austratian Government: OMBUDSMAN Find more information at fairwork.gov.au/fwis

A Important information about your pay and conditions

@ For help inyour language visit fairwork.gov.au/language-help

Employees in Australia’s national workplace relations system have entitlements and protections at work, under:

Fair Work laws Awards Enterprise agreements Employment contracts
» set minimum » set minimum pay » set minimum pay » provide additional
entitlements for and conditions for an and conditions for a conditions for an
all employees industry or occupation particular workplace individual employee
» includes the National » cover most employees » negotiated and » can't reduce or remove
Employment Standards in Australia approved through a minimum entitlements

formal process

Find your award at fairwork.gov.au/awards. Check if your workplace has an enterprise agreement at fwc.gov.au/agreements

E Other information statements
Your employer may also need to give you other information statements.

The Casual Employment Information Statement (CEIS) must be provided to casual employees before, or as soon as possible after, the
start of employment, and at set times throughout their employment. For more information and to access the CEIS visit
fairwork.gov.au/ceis

The Fixed Term Contract Information Statement (FTCIS) must be provided to employees on a fixed term contract before,
or as soon as possible after, entering into the contract. Find the FTCIS at fairwork.gov.au/ftcis

& » Your pay

Your minimum pay rates are in your award or enterprise agreement. If there isn't an award or agreement for your job,
you must get at least the National Minimum Wage. Minimum pay rates are usually updated yearly.

National $26.44 per hour or $1004.90 per week
e < o e
From 1 July 2026 for full-time employees : e ploy

This is the adult minimum rate for employees with no award or enterprise agreement. Find out what you should get at
fairwork.gov.au/minimum-wages

Lower rates may apply to juniors, apprentices, trainees, and employees with a disability that affects their productivity. Some awards
also have lower introductory rates that might apply for a limited time after an employee starts their job. You can’t agree to be paid
less than the minimum pay rates that apply for your job.

@ Use our free calculators to check your pay, leave and termination entitlements. Visit fairwork.gov.au/pact

C][% Who can help?

Fair Work Ombudsman Fair Work Commission
» has information and advice about pay and entitlements » deals with disputes about a range of issues, including
» provides free pay and conditions calculators, templates unfair dismissal, bullying, sexual harassment,
and online courses discrimination and adverse action at work
» helps fix workplace problems » approves, varies and terminates enterprise agreements
» enforces workplace laws and seeks penalties for » makes, reviews and varies awards
breaches of workplace laws. » issues entry permits and resolves industrial disputes

» regulates registered organisations.

Visit fairwork.gov.au or call on 13 13 94. Visit fwe.gov.au or call on 1300 799 675.

Page 10of 3 Last updated: July 2026
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Sample - access the most recent document on the Fair Work website

Fair Work Information Statement

Employers must give this document to new employees when they start work.

Find more information at fairwork.gov.au/fwis

Fair Work

Austr alian?}m"elinment O M B U D S M A N

@ National Employment Standards

The National Employment Standards are minimum entitlements that apply to all employees. These entitlements include the right to
receive certain information statements, request flexible working arrangements, and get superannuation contributions from

your employer.

The table below summarises other National Employment Standards entitlements. Rules and exclusions apply, and your award or
agreement may provide more. Find more information at fairwork.gov.au/nes

Full-time and part-time employees

Casual employees

Annual leave

« 4 weeks paid leave each year.
Part-time employees get a pro rata amount.
Eligible shift workers get 1 extra week.

% No entitlement to paid annual leave.

Personal leave
(Sick or carer’s leave)

v 10 days paid leave each year.
Part-time employees get a pro rata amount.

% No entitlement to paid personal leave.

Carer’s leave

v If all paid personal leave has been used,
employees can take 2 days unpaid leave
on each eligible occasion.

« 2 days unpaid leave on each eligible occasion.

Compassionate leave

v 2 days paid leave on each eligible occasion.

v 2 days unpaid leave on each eligible occasion.

Family and domestic
violence leave

v 10 days paid leave each year.

v 10 days paid leave each year.

Community service leave
Jury duty

Voluntary emergency
management activities

v 10 days paid leave with make-up pay and
unpaid leave as required for jury duty.

« Unpaid leave to engage in eligible community
service. This includes voluntary emergency
management activities.

+ Unpaid leave as required for jury duty.
v Unpaid leave to engage in eligible community

service. This includes voluntary emergency
management activities.

Long service leave

v May be entitled to long service leave under the
National Employment Standards, an enterprise
agreement, or state or territory laws. Amount
and eligibility rules vary.

v May be entitled to long service leave under the

National Employment Standards, an enterprise
agreement, or state or territory laws. Amount
and eligibility rules vary.

Parental leave

Eligible after 12 months
employment

+ 12 months unpaid leave. Can extend up to
24 months with employer’s agreement.

« 12 months unpaid leave for regular and

systematic casuals. Can extend up to 24 months
with employer’s agreement.

Maximum hours of work

« Full-time employees - 38 hours each week plus
reasonable additional hours.

+ Part-time employees - 38 hours or the
employee’s ordinary weekly hours,
whichever is less. They may work reasonable
additional hours.

+ 38 hours or the employee’s ordinary weekly

hours, whichever is less. They may work
reasonable additional hours.

Public holidays

+ A paid day off if you'd normally work that
day. If asked to work, you can refuse if it's
reasonable to do so.

v An unpaid day off. If asked to work, you can

refuse if it's reasonable to do so.

Notice of termination

« 1to 5 weeks notice (or pay instead of notice)
based on length of employment and age.

% No entitlement to notice of termination.

Redundancy pay

Eligible after 12 months
employment

« 4to 16 weeks pay based on length of
employment. Some exclusions apply.

% No entitlement to redundancy pay.

Employee choice about
casual employment

% Not applicable.

v The right to notify an employer to change to

full-time or part-time employment in some
circumstances. Rules apply.

Page 2 of 3
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Sample - access the most recent document on the Fair Work website

Fair Work

Australian governmenl O M B U D S M A N

Fair Work Information Statement

Employers must give this document to new employees when they start work.

Find more information at fairwork.gov.au/fwis

&) Flexibility

After 12 months employment, you may have the right to
make a written request for flexible working arrangements.
This includes if you're pregnant, 55 or over, a carer, have a
disability, are experiencing family and domestic violence, are
supporting a member of your immediate family or household
who is experiencing family and domestic violence, or are the
parent of, or have caring responsibilities for, a child of school
age or younger. Employers need to follow certain rules for
responding to a request for flexible working arrangements,
including responding in writing within 21 days. Find out
more about the rules for flexible working arrangements at
fairwork.gov.au/flexibility

You and your employer can also negotiate an individual
flexibility arrangement. This would change how certain
terms in your award or enterprise agreement apply to you.
An individual flexibility arrangement must be a genuine choice,
it can't be a condition of employment. The arrangement must
leave you better off overall.

ﬁ ﬁ Right of entry

Union officials with an entry permit can enter the workplace to
talk to workers that they're entitled to represent. They can also
enter to investigate suspected work health and safety issues or
breaches of workplace laws.

They must comply with certain requirements, such as notifying
the employer, and can inspect or copy certain documents. Strict
privacy rules apply to the permit holder and their organisation.
They also apply to your employer. The rules protect your personal
information. Find out more about entry permits at
fwc.gov.au/entry-permits

[lz) Agreement making

Employers and employees (or their representatives, like a
union) can negotiate an agreement for their workplace. This
process is called ‘bargaining’ and must follow set rules. The
Fair Work Commission checks and approves agreements.

For information about making, varying, or terminating an
enterprise agreement visit fwc.gov.au/agreements

"N Transfer of business

If a transfer of business occurs, your employment with your
old employer ends. If you're employed by the new employer
within 3 months to do the same (or similar) job, some of
your entitlements might carry over. This may happen if,
for example, the business is sold or work is outsourced.

Find out about the rules for a transfer of business at
fairwork.gov.au/transfer-of-business

Page 3 0of 3

O Protections at work

All employees have protections at work. You can't be
treated differently or worse because you have or exercise
a workplace right. For example, the right to request flexible
working arrangements, take leave, or make a complaint or
enquiry about your employment.

You have the right to join a union or choose not to, and to
take partin lawful industrial activity or choose not to.

You have the right to talk about (or not talk about) your
current or past pay. You can also discuss the terms and
conditions of employment that would be needed to work
out your pay, such as your hours of work. You can ask
other employees about their pay and terms and conditions
of employment, but they don’t have to tell you.

You have protections when you're temporarily away from
work due to illness or injury. You're also protected from
discrimination, bullying, sexual harassment, coercion,
misrepresentation, sham contracting, and undue influence
or pressure.

Find out more about your protections at work at
fairwork.gov.au/protections

Find information about bullying at
fairwork.gov.au/bullying-in-the-workplace

For information about workplace sexual harassment visit
fairwork.gov.au/sexual-harassment

t—4  Ending employment
When your employment ends, your final pay should include

all outstanding entitlements. This includes wages, unused
annual leave and long service leave.

You may be entitled to notice of termination, or pay instead
of notice. If you're dismissed for serious misconduct, you're
not entitled to notice. If you resign, you may have to give your
employer notice. You can check if notice is required and what
should be in your final pay at
fairwork.gov.au/ending-employment

If you think your dismissal was unfair or unlawful, you
have 21 calendar days to lodge a claim with the Fair Work
Commission. Rules and exceptions apply. Find out more
about unfair dismissal at fwc.gov.au

© Did you know?

You can find free online courses to help you start a new job
or have difficult conversations at work.

Visit fairwork.gov.au/learning

You can access a wide range of free tools and resources.
This includes templates, best practice guides and fact sheets.
Find them at fairwork.gov.au/tools-and-resources

Last updated: July 2026
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Contractor or employee?

Frequently asked questions

Farmers may choose to engage an
independent contractor when they have
a specific job which needs to be done
by a person with a particular skill, for
instance, silage making or hay making.

It is important to be able to distinguish between an
independent contractor and an employee as the law
imposes different rights and obligations on those who
engage independent contractors and those who
engage employees.

What is a contractor?

A contractor is someone who you pay for a service. They
can choose to take the job, they can delegate who does
the task, they are responsible for getting the job done
and they supply their own equipment. They have an

ABN and are responsible for their own Workcover and
superannuation. A contractor runs their own business, for
their benefit. You are the client.

What is the difference between a
contractor and an employee?

An independent contractor is a person who works under
a written commercial contract or a written contract for
services. The independent contractor can operate as an
individual or through a partnership, company or trust.

An employee is defined as a person who works under an
employment contract or a contract of service.

If a person working on a dairy farm has nothing else to
sell other than their labour, then they will more than likely
be an employee, not a contractor. Someone does not
become a contractor simply by supplying an ABN.

For more information visit dairyaustralia.com.au/people
This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Can | employ a relief milker as
a contractor?
It is unlikely that a relief milker would be a contractor

because they typically perform the same work as
employees under the direction and control of the farmer,

using the farm's equipment and working scheduled shifts.

Simply having an ABN or submitting invoices does not
make someone a genuine contractor. The Fair Work Act
looks at the true nature of the working relationship, and
incorrectly classifying an employee as a contractor can
result in significant legal and financial consequences.

Further reading

Read about independent contractors, including
a draft contract for services on dairy farm
template and understanding criteria to qualify as
an independent contractor vs employees - visit
dairyaustralia.com.au/people

Want to know more?

Visit dairyaustralia.com.au/people and use the search
box at the top right of the screen. Type in a keyword,
click Search to bring up a list of related topics.

July 2026
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The Law

Sham contracts

The federal industrial laws make it an offence to do any of
the following and significant penalties apply:

+ dismiss an employee for the purpose of engaging them
as an independent contractor;

+ represent an employment relationship as
independent contracting;

+ make a false statement for the purpose of influencing
or persuading an individual to enter into an
independent contract

Common law

Employment is regulated by state and federal industrial
relations laws including awards. An employee does not
have the right to control how and when work is performed
and cannot delegate work to others.

Some laws such as workers compensation and
superannuation laws as well as some taxation laws

deem workers to be employees regardless of the common
law definition.

Because industrial laws about employment do not apply
to independent contractors some people think that if they
call a person a contractor they will be able to avoid these
responsibilities. This is not the case.

Calling a person an independent contractor, when the
true nature of their engagement is as an employee, does
not avoid these laws applying.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Contractor v. employee

The law about independent contractors has
changed and whilst it is still important that there

be a comprehensive written contract which details
the parties’ obligations, how the contract is actually
performed in practice is a key consideration.

The totality or true nature of the relationship is key to
deciding if a personis in practice an employee or an
independent contractor.

There are a number of questions which can be asked
to help decide whether a person will be considered to
be an independent contractor at common law.

+ Control - how much control does the principal have
over the work done by the contractor? A Contractor
will be able to control how and when work is done.

-+ Delegation - can the contractor delegate alll
or some of the work or do they have to do it
personally? A contractor will usually have the right
to delegate the work to another person or entity.

+ Canit be said that the contractor is working in their
own business? A contractor will be running their own
business.

» Does the contract provide for payment by fixed
fee related to outcome or achievement of a
satisfactory result rather than a time based pay
rate? It would be unusual for a contractor to be
paid by the hour for their labour alone.

+ Does the contractor have invoicing systems,
standard terms of trade, insurance, debt collecting
systems, appropriate financial records etc. which
businesses commonly use?

The following questions can also be asked to help to
decide if the true nature of the relationship is one of
employee and employer or contractor and principal.

+ Is the person doing similar work for other people?

- Do they advertise their services to the public?

+ Does the work lead to an ability to make a profit or
is the work the same as an employee would do for
wages?

+ Was the contract price negotiated commercially?

» Does the person bear the risk for poor performance?

+ Does the person use their own assets, tools and
equipment to do the work?

+ Does the person benefit from good will?

- Has the person agreed to provide a particular
outcome or result and when the result has been
achieved will they leave?

If the answers to these questions are no then it

is unlikely that the person will be found to be a

contractor.

July 2026
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Share dairy farmer

or employee?

Frequently asked questions

If the share farmer has no control over the
way work is performed, they are likely to

be considered at law to be an employee
regardless of whether they are called a share
farmer. This means that the entitlements and
responsibilities of an employment relationship
will apply, e.g. benefits such as annual leave,
personal leave and long service leave.

What is the difference between a share
farmer and an employee?

It is essential to determine whether the person you are
seeking to engage is a true share farmer or an employee
at common law. The distinction is important as the law
imposes different rights and obligations on those who
engage independent contractors and those who engage
employees. An employer is required by law to provide
benefits such as annual leave, personal leave and long
service leave, whereas there is no such obligation to
provide these benefits to an independent contractor.

A true share farmer will:
+ have a comprehensive written contract with you

« be responsible for a fair proportion of the costs of the
business, bring assets (or have the ability to accrue
assets) such as machinery, mobile plant and stock to
the arrangement

+ have the ability to increase wealth as a result of the
work he or she performs under the share farming
agreement. (It is important that this be recorded in the
financial records of each party)

+ have the ability to make relevant management
decisions

+ be able to delegate or employ others to do some or all
of the work even if they do not do so

-+ be responsible for their mistakes and be required to
rectify them at their own cost

+ decide how some or all of the work will be performed
and when.

Further reading

The Model Code of Practice for Share Dairy
Farming has guidelines and 4 tools for
assessing and establishing share farming
arrangements. Use this with a dairy advisor
- visit dairyaustralia.com.au/people

What about paying a share of the
milk income?

Paying a person a share of the milk income does not
make the person a share farmer. A person will be an
employee unless they have some control of the farm
business, contribute significant capital or assets and have
a choice in the way the business is operated. This should
be recorded in a written contract.

Employees covered by the award must be paid the award
rates of pay and other entitlements.

For more information visit dairyaustralia.com.au/people
This leaflet is a guide only and professional advice should be sought about your specific circumstances.

July 2026
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How do | calculate the share?

Discussing and developing a share farming arrangement
is best done with the help of a consultant or dairy adviser.

Once an agreement has been reached then get the
financial and legal aspects checked by an accountant
and solicitor.

Your state dairy farming organisation can also
provide advice on share farming arrangements:
australiandairyfarmers.com.au/national-dairy-
advocates-australia/

How can | avoid trouble?

The following areas historically seem to create conflict
within share farming situations and need to be clarified at
the commencement of any arrangement:

+ longer term goals and direction of the farm business, eg
which dairy company to supply and make decisions on
stocking rate;

+ general farm presentation and standards;

+ responsibility for decision making around daily
activities, eg what grain mix to feed, which cows to cull,
which calves to keep, which bulls to choose, feeding
and grazing decisions, when to irrigate;

+ expectations about labour provision, especially if the
share farmers are a ‘couple’;

+ expectation on the quality of herd records;

+ ownership and payment issues for fodder and fertiliser
(also needs to be clarified for termination);

+ dealing with stock and machinery upon termination of
the agreement.

Discussing and developing a share farming arrangement
is best done with the help of a consultant or dairy adviser.

The Model Code of Practice for Share Dairy Farming.

Visit dairyaustralia.com.au/people

Share farming agreement basic principles

Make sure at the start that both parties share a
common picture of the farm’s future

The discussion that occurs between an owner and
a share farmer in developing a share arrangement
often tests the common understanding about

the direction of the farm business and, hence, the
potential success of the arrangement.

Make sure that the income and cost splitting
arrangement provides a fair and reasonable
outcome for both parties

There must be a fair distribution of income and
costs between the owner and share farmer so that
they each obtain a fair and reasonable return on
the resources they are providing and the risks they
are taking. Other benefits such as the provision of a
house, utilities, calves to rear for their own use, etc.
should be valued in the agreement discussions.

Calculate anticipated returns jointly

Having discussed a possible splitting of income
and costs, based on what is being provided by
both parties, both parties need to calculate jointly
the anticipated returns to each party (not just
themselves) using long-term milk and supplement
prices, and with an expectation of average
seasonal conditions.

Model the effect of extremes in price and

seasonal variation

Once both parties have examined the potential
average returns (if possible from historical actual
data), it is important to model the effect of extremes
in price and seasonal conditions to get an indication
of variation in returns to each party. It is common for
disputes regarding the ‘fairness’ of agreements to
arise in difficult years due to the financial pressure on
both parties; if the fairness is established at the start
it reduces the chance of disputes in difficult years.

Ensure returns on labour and capital are fair

The return to a share farmer for labour should be
higher than the amount the share farmer could receive
as an employee, since this amount may include
superannuation, holidays, personal leave and, in some
cases, workers compensation. Some return may be in
growth in equity rather than cash return.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026
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Hiring and
retaining staff

is more than
compliance with
the law

With changes in the industry over the past 25 years, we can't do all the work
on our farms without help.

Farms that have been successful in growing their business often have the
right people for the right jobs. This doesn't happen by luck. Having a clear
understanding of the role and type of person you want gives employers a
better chance of finding and keeping the right people.

There are some good resources available to help make the recruiting and
engagement process comprehensive but still pretty straightforward.

For an employment relationship to work, both employer and employee must
share the same expectations about the job. To make sure you are both ‘on
the same page’, there are three documents you can't get by without:

+ A position description
+ An employment contract

+ An employee details form.

Position
Description

Employee

Employment
contract

Employee
details form

~_ -

Employing someone

%

Resource in this section

|:| FAQ — What is an apprenticeship
or traineeship?

|:| Position description:
+ Example

|:I Employment contracts - casual
and permanent:
- Example (permanent)

|:| Employee details form:
+ Example

|:| Checklist for recruiting
a Production Manager

ESKi July 2026 1
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Tip

Use the Dairy Capability Guide when
preparing your position description. It
outlines the capabilities required for
common dairy roles and can help you
define responsibilities, set expectations
and identify the skills you're looking for
in a new employee.

v/

Learn more

Visit dairyaustralia.com.au/people

Start with a position (job) description

A position description (or job description) is a statement that explains a job.
Writing a position description will help clarify the skills and traits you need
the new employee to have. It should include:

+ job title and location
+ whether the position is full-time, part-time or casual

+ duties, responsibilities and tasks — what you need the person to do, who
they are in charge of and who they report to

+ any required skills, qualifications, licences and experience
+ any other requirements — such as physical demands
+ your expectations — such as production targets.

The Dairy Capability Guide can help you develop a clear position
description by identifying the skills, knowledge and behaviours required
for different roles on a dairy farm. It provides capability profiles for
common dairy positions, making it easier to define job responsibilities,
set expectations and identify training and development needs. Using the
guide can also help ensure your recruitment, induction and performance
management processes are aligned.

Anything that isn't necessary for the job such as gender, age or family
responsibilities.

Think carefully about what you really want. Do you just need a hand with the
milking (casual milker) or do you want to delegate some responsibility to a
farm manager and have some work life balance — a holiday?

Sometimes employees are hard to find. Can you train up an existing
employee or take on an apprentice or trainee — refer to the FAQ — What is
an apprenticeship or traineeship? Would backpackers suit your short-term
staffing needs?

You should also start thinking about your obligations and ask yourself the
following questions: what are the minimum wages? What other conditions
may they be entitled to? What hours do you want the employee to work?


http://dairyaustralia.com.au/people

The Dairy
Capability Guide

The Dairy Capability Guide (DCG) is a practical resource developed by
Dairy Australia to help dairy farmers attract, recruit, develop and retain
capable employees.

The guide describes the capabilities, behaviours and knowledge expected
across different dairy farming roles, providing a consistent framework for
managing employees throughout their employment. Rather than relying on
job titles or years of experience, the DCG focuses on what employees need
to know and be able to do to perform successfully in their role.

The DCG can be used throughout the employee lifecycle to:

+ plan workforce needs and define role requirements

+ develop capability-based position descriptions

+ recruit and select the right employees

+ guide induction and onboarding

- assess capability using the capability matrix

+ identify training and development needs

+ support performance and career development discussions.

This Employer Starter Kit includes references to the DCG throughout the
recruitment and induction process. Using the DCG helps ensure employees
have clear expectations, receive targeted development and can
progressively build their capability as they grow within your business.

The Dairy Capability Guide is available from the Dairy Australia welbsite.

' Communicate
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& Environment < Decisive
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Advertising

Think about where the person you want is likely to look — which isn't
necessarily where you would look, e.g. noticeboards at schools and
employment websites.

You should have a budget for all the costs of your advertising. Prices vary

from newspaper to newspaper, and website to website.

Places to consider advertising are:

How you advertise the job will also affect who applies for it. Job ads should

Australian Job Network agencies (no fees)
private employment companies that service the dairy industry

noticeboards at local shops, schools and TAFE colleges, backpacker
hostels, agricultural suppliers, sporting clubs

your local newspaper and the regional rural paper
dairy company publications
job or industry websites (see text box below).

be based on the position description and include:

a brief description of your farm

the job title and status

a brief description of duties

any required skills, qualifications or experience
your contact information

how to apply for the job and a closing date for applications.

Your job ad should also include your Employee Value Proposition (EVP) —
Why would someone choose to work for your business? Think about the

benefits you offer employees beyond pay, such as training opportunities,

flexible rosters and a positive workplace culture.

Online job sites

Here are a few of the sites and services available to get you started:
+ Dairy Australia Dairy Farm Jobs Board

-+ Maijor job sites such as Seek, Indeed, Jora, Gumtree, Harvest Trail
and LinkedIn

+ Regional and agriculture-focused job sites

+ Local social media pages and community groups, noticeboards at
local shops, suppliers and sporting clubs

+ Workforce Australia
+ Local newspapers and dairy industry publications
+ Recruitment agencies.

Employing someone

v/

Tip
Contact your Dairy Australia People

Experience Lead for support in
advertising for staff.

ESKi July 2026
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e

Under the Fair Work Act 2009,
discrimination is disadvantaging a
person in the workplace because of
individual characteristics.

e

The Pastoral Award 2020 specifically
requires you to give employees a
written statement setting out their
classification, applicable pay and terms
of engagement.

Assessing applications

First of all, you can short list applicants by comparing their skills,
qualifications and experience with the job description. Then, to assess the
short listed applications:

Do

+ Arrange an interview to get to know them and find out a little bit more
about their experience and why they want the job.

+ A skills assessment if it's relevant to the job.

+ Talk to their referees, making sure you ask specific questions about their
skills and experience.

« If they are a backpacker or on a visa, check they have a right to work
in Australia.

« If they are required to have a licence, do a licence check.
Don't
+ Ask job applicants to work an unpaid trial. You can ask them to

demonstrate a particular skill but if you ask them to do productive work,
you'll need to pay them the minimum casual hourly rate for the job.

+ Ask personal questions that are not relevant to the person’s ability to
perform the job. This includes questions about race, sex, age, disability,
marital or family status, pregnancy, religion or political beliefs. The same
applies when checking references, only ask questions that are relevant to
the role. Limited exceptions may apply where a personal attribute is an
inherent requirement of the position.

+ Farm work can be physically demanding. It is okay to require a
pre-employment medical examination.

Write an employment contract

The Pastoral Award 2020 specifically requires employers to give full-time
employees a written statement setting out their classification, applicable
pay and terms of engagement.

Refer to the Payroll section for classifications and pay rates.

Part-time employees and the employer must agree in writing on the
regular pattern of work specifying the hours to be worked each day, the
days of the week when the employee will work and the daily starting and
finishing times.

Casual employees must be told that they are employed as a casual
employee, the identity of the employer, classification level and pay rate. All
employees including casual employees should be provided with a written
employment contract.

You can look after these obligations with an employment contract.

Standard employment contract

The employment contract must not contain any terms or conditions for
work which are inconsistent with or less favourable to the employee than
the Pastoral Award 2020 and the National Employment Standards. If it does
these terms and conditions will not be enforceable.

The Contract template can be used to create an employment contract.



Employee Record Keeping

By law, all employment records must contain the following:

the name of the employer

the name of the employee

whether employment is full time or part time

whether employment is permanent, casual or temporary
the date the employment began

the ABN of the employer

rate of pay of the employee including any allowances or penalties
that are paid/payable

start and finish times of each days work (part-time employees)

if there is an averaging hours of agreement, such as an annual salary
arrangement or individual flexibility arrangement, a copy of that
agreement/arrangement

if they are working on a VISA a copy or record of their right to work
in Australia

name of superannuation fund and a record of superannuation contributions
if the employment has ended, the date of the termination of employment

if they are a permanent employee, records of what leave they have
accrued, and when they have taken leave.

Employing someone
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Induction

No employee can walk into a new job and be fully effective from the first
day - effectiveness grows with understanding of the farm and the details
of its operation.

Overall, employees perform better, and are more likely to stay in the
job longer, when they are clear about what is expected of them from
the beginning. It is important to ensure that every employee receives
appropriate induction training.

The Dairy Capability induction and Onboarding guide provides information
and templates that can be modified for use on your farm.

A thorough induction is also a critical part of meeting your work health and
safety (WHS) obligations. Providing employees with information, training and
instruction on workplace hazards, safe work procedures and emergency
processes helps reduce the risk of injury and ensures they can work safely
from their first day.

Take your time to introduce your new employee to your workplace and their
job. The Induction Checklist will help you remember the important things to
cover during the induction, including:

« Paperwork, such as completing an employee details form

+ Terms and conditions of employment — position description and
employment contract

+ Farm policies and systems

+ WHS procedures

+ Farm tour and general information

+ Introductions to farm staff (their roles and responsibilities), contractors,
suppliers, owners, management

+ A walk-through of specific job tasks.

Probationary period

When you hire someone new it's a good idea to have a 3—month probation
period - the length of the probation period should be included in the
employment contract. During probation new employees should be closely
supervised, trained and assessed to see if they're suitable for the job.

Written position descriptions are important here because they set
guidelines and expectations and should be used as the basis of
assessing performance.

A probation period doesn't affect your employees’ entitlements including
leave (see Leave Section) and notice of termination (see Termination
Section). Full and part-time employees who don't pass their probation
are entitled to at least one weeks’ notice of termination and accrued
annual leave paid out.

Employing someone checklist

[ Doall your employees have a detailed written Position Description
setting out their duties, responsibilities and tasks?

EJ Do your employees have a written statement setting out their
classification, applicable pay and terms of engagement?
(employment contract).

EJ Do you have all your employee details recorded on an
Employee Details Form?

EJ Do you provide new employees with appropriate induction training,
information and support? Use the Induction Section checklist.


https://assets.dairyaustralia.com.au/api/public/content/Induction-and-Onboarding-Guide?v=f9fd98fd
http://www.thepeopleindairy.org.au/individual-performance/performance-appraisals.htm
http://www.fairwork.gov.au/leave/pages/default.aspx
http://www.fairwork.gov.au/termination/notice-periods/pages/default.aspx

Employing someone

Before Day 1 — Employer Checklist

Use this checklist before a new employee starts to ensure all essential documents and
information are provided.

Before Day 1 — Employer Checklist

Area Action to be Taken

Employment Contract (Federal Award Template)

+ Signed by both employer and employee before or on commencement.

+ Dairy Australia template includes minimum legal requirements.

= Contract templates available on Dairy Australia’s website - Contracts and
Agreements | Dairy Australia

Tax File Number (TFN) Declaration

» Completed by employee.

+ Information entered via accounting/payroll system
Fair Work Information Statement (FWIS)

1- Employment & + Must be provided to all new employees, legal requirement on commencement.
Legal Documents » Found on the Australian Government Fair Work Ombudsman site - Fair Work Information
Statement - Fair Work Ombudsman

Pastoral Award (MAO00035) (or another applicable award)

+ Employee must have access to the Award applying to their employment. This can be
provided via a digital link or hard copy.
+ Award viewer: Pastoral Award 2020 [MAOO0035] - Fair Work Ombudsman

Superannuation Choice Form

+ Employee must be given the option to choose their own fund.
» Found on the Australian Government ATO site - Superannuation standard choice form |
Australian Taxation Office

Job Description

+ Provide employee with role description (Templates available on Dairy Australia’s
website - The position description | Dairy Australia)
» Update to reflect farm-specific duties.

2-Role & + Use the DCG to align job expectations with required capability levels for the role.
Expectations

Position Classification / Level Confirmed
+ Correct classification under the Pastoral Award documented.

Pay Rate & Hours Confirmed in Writing
Bank Details Collected
Emergency Contact Details Completed

Proof of Work Rights (if applicable)
3 - Payroll & » Visa check completed and recorded.
Administration
Super Fund Details Recorded
Copy of relevant licences provided (drivers licence, forklift licence, etc.)
Payroll System Setup Completed
Start Date and Start Time Confirmed
Work Location / Farm Address Confirmed
X Who to Report To on Arrival Confirmed
4 - First Day
Practical Contact Phone Number Provided (in case employee is delayed or lost)
Arrangements
Parking / Access Instructions Provided (gate codes, entry points etc.)
What to Bring Advised (boots, clothing, PPE, lunch, etc.)

First Day Plan Explained (induction, training, introduction to team)

ESKi July 2026


https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/legal-and-compliance/agreements-and-contracts
https://www.fairwork.gov.au/employment-conditions/information-statements/fair-work-information-statement
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000035-summary
https://www.ato.gov.au/forms-and-instructions/superannuation-standard-choice-form
https://www.dairyaustralia.com.au/people/attraction-and-employment/recruitment/hiring-process/defining-the-role
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Employing someone

What is an apprenticeship
or traineeship?

Frequently asked questions

Apprenticeships and traineeships are formall
training arrangements between an employer
and an employee. They combine work

with study for a qualification, certificate

or diploma.

They can be full-time, part-time or school-based. Anyone
who's old enough to work can do one. There are wide
variations of arrangements, particularly around pay,
support and time off. Interestingly, a degree of success

of a training arrangement depends on employers’ HR
practices and communication skills.

The training has to be registered and recognised by
your state or territory training authority. They decide
which qualifications are apprenticeships and which

are traineeships.

Why consider hiring an apprentice
or trainee?

Hiring an apprentice or trainee can be a cost-effective
way to build skills in your business while supporting
someone starting a new career.

Young workers can bring enthusiasm and new
skills to a workplace and can become loyal and
valuable employees.

You could also be eligible for financial incentives.

What am | responsible for?

Best practice employers understand their obligations to
young workers and recognise that their guidance and
support can shape young employees’ futures and their
attitudes to work.

As an employer you are also responsible for:

+ meeting legal requirements (such as employment
conditions and occupational health and safety);

+ providing appropriate supervision and support for the
apprentice or trainee;

+ lodging the required training documentation.

For more information visit dairyaustralia.com.au

This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Starting an apprenticeship or traineeship

Before someone can start an apprenticeship or
traineeship, the employer and employee need to
register with the state or territory training authority.
This is called 'signing up'.

Step 1: Contact an Apprentice Connect

Australia Provider

For your nearest provider, visit apprenticeships.gov.au
These centres advise on apprenticeships and
traineeships and can help choose the right training.

They can give you information about the paperwork
you need to fillin and the supervision, facilities and
support you'll need to give your apprentice or trainee.

They also look after Australian Government
incentive payments.

Step 2: Contact a Registered Training Organisation

Apprentices and trainees need to be enrolled for
training through a Registered Training Organisation
(RTO). RTOs are often called ‘trade schools’ and give
nationally recognised training. They can also assess
apprentice and trainees’ skills, and help work out a
training plan.

Step 3: Fill in the paperwork

The Apprentice Connect Australia Provider will help
you fill in and lodge all the paperwork, including the
training contract.

What training does the trainee complete?

While working on a dairy farm, trainees can complete

a Certificate I, lll or IV in Agriculture or Dairy Production.
Training can be delivered in a variety of ways, including
attending classes at a Registered Training Organisation
(RTO), distance or online learning, and on-farm training
and assessments, depending on the training provider
and qualification.

July 2026
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http://apprenticeships.gov.au

Can new employees be paid as trainees
while they're learning on-the-job or during
their probation period?

They can only be paid as a trainee if they are doing a
registered traineeship that is recognised in the state or
territory where they are working. They cannot be paid as
a trainee just because they are new, learning on the job
or on probation.

How long does a traineeship usually
take to complete?

Trainees in agriculture usually take 1to 2 years to
complete when working full time. Traineeships can also be
completed over a longer period for part time workers.

Can an existing employee start an
apprenticeship or traineeship with their
current employer?

Yes, provided there is no pay reduction. You will still need
to register the apprenticeship or traineeship with your
state or territory training authority.

What pay rate does an employee get
after they finish their apprenticeship
or traineeship?

They are entitled to the rate for their classification in their
modern award. This is based on their age, qualifications
and skills.

Are apprentices and trainees entitled to
paid sick leave and annual leave?

They are entitled to personal (sick) leave and annual
leave under the National Employment Standards and the
Pastoral Award 2020 the same as other employees.

Some school-based trainees get an extra loading instead
of paid annual leave, personal leave and public holidays.

Do apprentices and trainees get penalty
rates and overtime?

They are entitled to the same conditions s other
employees, including penalty rates, overtimes rates,
allowances and breaks.

Do apprentices and trainees get paid
while they are at training?

Full and part time trainees must be paid for any time
spent doing training. School-based trainees don't get
paid for training — they get an hourly rate for all hours
they work on the job.

Whilst there are guidelines for payment, the reality is that
farmers and employees usually negotiate this and make
arrangements that suit their circumstances.

Who pays for the training?

State and territory training authorities decide who pays
for training. Some modern awards require the employer to
cover the cost of training.

Often the employer will pay for all or part of the training,
even if they don't have to. Sometimes the government
covers the training costs. For more information contact
your state or territory training authority.

Visit fairwork.gov.au/find-help-for/apprentices-and-
trainees

Registered Training Organisations (RTOS)

These organisations deliver accredited courses in
Agriculture from Certificate Il, through to Advanced
Diploma and pathways to degree levels.

Certificate Il in Agriculture is offered to Year 10, 11
and 12 students as a Vocational Education and
Training in Schools program or an Australian School
Based Apprenticeship.

These progressive qualifications provide training from
the early skills of a farm hand right through to dairy
business management.

At all stages the students are involved in

dedicated vocational training - with classroom
participation for developing knowledge and on-farm
practical experience.

At the Diploma and Advanced Diploma levels,
projects are undertaken on the individual's home
farm, or in a managed work placement to ensure
relevance and extra value for their study experience.

Developing the skills, knowledge and technical
competence of people on farm is central to a
farm's success.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026
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http://fairwork.gov.au/find-help-for/apprentices-and-trainees
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Position description

templates

Suggested steps for preparing and using a
position description template

If you need more information or assistance, call your
dairy adviser or visit dairyaustralia.com.au/people

Step 1 Conduct a job analysis

Before you recruit, you need to understand the position
you are trying to fill and the type of person required to fill it.

A job analysis is the process through which you work out
the tasks you want performed and the skills, knowledge
and abilities required to perform them.

You need to think carefully about what you really want.
Do you just want a hand with the milking (casual milker)
or do you want to delegate some responsibility to a farm
manager and have some work life balance — a holiday.

Step 2 Outline the type of role or job
to done

In considering the nature of the work involved, you should
think about:

Which parts of the farm system will the employee

be working in? For example, milk harvesting, animal
husbandry and heifer rearing, feed management and
delivery, pasture production and cropping, repairs,
maintenance and development, administration and risk
management? What are the specific jobs to be done in
each of these areas?

Is the type of position you are trying to recruit for at the
level of:

+ Assistant Farm Hand
+ Farm Hand

+ Senior Farm Hand

Production Manager
+ Senior Production Manager; or

Business Manager

Position description

A detailed Position Description is an essential start
to recruiting a new employee. This will help you find
the right person for the job and explain what you
expect from your new employee. Writing a position
description will help clarify the skills and traits you

need the new employee to have. You should include:

« Job title and location

Duties, responsibilities and tasks — what you need
the person to do, who they oversee and to who
they report

.

Any required skills, qualifications and licenses
« Any other requirements, such as physical demands

ESKi July 2026
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Step 3 Create a position description

A position description should include:

+ thejob title;

+ asummary of the role and how it fits into the business;
« details of the tasks to be undertaken for the role;

+ the reporting structures and working relationships
that apply;

+ levels of performance required; and

+ may include time lines for various projects or
undertakings

Written position descriptions are important because they

set guidelines and expectations and are often used as
the basis of performance appraisals.

Once you have outlined the employee’s duties it is
important to check that you have described a 'realistic’
job. Review the list of duties and estimate the time

required to do each task. Is the overall job a realistic one?

Consult with other staff and family members to ensure
that you have identified the job well.

Step 4 Create a person specification

The person specification takes the position description
and answers the question, "What human traits and
experience are required to do this job well?’ The person
specification may be a separate section of the position
description or a separate document entirely.

Areas to describe may include some or all of the following:
+ skills — e.g. stock handling, tractor driving;
+ abilities — e.g. good people manager;

+ knowledge - e.g. feed budgeting;

- degree of initiative — e.g. can work unsupervised and
deal with unforeseen problems;

+ education and qualifications — e.g. chemical user's
certificate, Certificate Il in Agriculture;

-+ work experience - e.g. has managed staff in a large
herd system; and

+ personality traits and temperament — e.g. gets on well
with others, good ‘team player".

The person specification should have ‘essential’ and
'desirable’ components. The most important traits or
experience are usually considered essential and the less
important are desirable.

Position description templates can be found at
dairyaustralia.com.au/people


http://dairyaustralia.com.au/people
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Sample - download position descriptions at dairyaustralia.com.au/people

Farm/Company Name

Position Description

Position Title

Work Location Address, site

Assistant Farmhand (FLH 1)

O Fixed term

Reports to: Title of Manager (not person's name)
O Full-time
O Part-time O Casual

Position summary

As a Farmhand you are responsible for contributing to
the success of the dairy farm via a diverse range of tasks
such as milking, attending to livestock, pasture work and
farm maintenance. Your primary purpose is to complete
jobs on time and effectively, however as dairy farms are
diverse and complex businesses your daily tasks will vary
depending on seasonal needs.

Experience needed
+ None

+ Training will be provided on-the-job or through external
training providers.

Qualifications that are useful
+ Certificate 2 or 3in Agriculture

Certificates or licences required:
- Driver's licence preferred

To be successful in this role you will need
+ Proven problem-solving skills.

« Anhistory of effectively following instructions
and standard operating procedures, to achieve
successful outcomes.

+ Demonstrated ability to work independently,
under supervision or as part of a team to achieve
business goals.

+ A genuine interest in agriculture.

+ Atrack record of punctuality and reliability in past
roles/activities.

+ The ability and willingness to positively represent
your farm business and the dairy industry in general.

+ A demonstrated commitment to improvement
and learning.

+ The ability to effectively follow directions, policies
and procedures to contribute to farm goals, improve
sustainability and the environment and contribute
to a safe, positive work environment.

The ability to communicate effectively, displaying
professionalism and engagement with the farm team.

+ Health and safety and animal welfare is a priority of our
farm business. Health and safety and animal welfare
policies, procedures and behaviour MUST always be
adhered to.

Personal health

+ Appropriate fitness to effectively perform inherent
requirements of the position. These include, but are not
limited to, working with animals, working with chemicals
with the use of personal protective equipment, working
in the presence of crops, grains and seeds, walking
through paddocks and around the dairy, operating
farm machinery and equipment, putting cups on and
off cows, lifting, opening and closing gates and working
outdoors in all seasons.

+ Itis recommended that you speak to your doctor about
undertaking a Q Fever test and vaccination and discuss
your doctor's recommendation with your manager.

Dairy Capability Guide
This position aligns with the following level of the Dairy
Capability Guide:

Follow: You have the capability to complete guided
tasks under supervision and should be organised in how
you complete the task. Once you have proven ability
and effectiveness in work tasks, you will move towards
increased self-direction and autonomy.

ESKi July 2026
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Sample - download position descriptions at dairyaustralia.com.au/people

Key responsibilities
To achieve successful farm outcomes, you are responsible
in the following areas:

Milking, Health and Nutrition - you'll ensure the health,
safety and welfare of our livestock. Following a diverse
range of daily tasks, while ensuring safe practices and
high milk quality, through daily tasks such as:

.

Following safe milking operating procedures
and policies.

Bringing cows to and from the dairy and practicing
safe handling of livestock procedures.

+ Notifying your supervisor of any cattle health concerns.
+ Following calf rearing policies and procedures.
Feed-base management - you'll help maintain a
successful feed-base for our livestock via activities

such as:

+ Preparing stockfeed and feeding cattle

« Assisting with crop and paddock duties

Soils, Water management, and Irrigation — you'll be
assisting us in maintaining effective soil management
via activities such as:

« Laying irrigation and/or drainage pipes

+ Implementing our irrigation plan

Vehicles, Machinery and Farm Maintenance - while
following Work Health and Safety procedures you will be
using farm machinery and equipment to complete farm
duties and will help with cleanliness and maintenance as
well as other farm tasks including:

+ Using all farm machinery and equipment, including
quad bikes, in accordance with Work Health and
Safety procedures.

+ Maintaining cleanliness of milk plant and following
directions to meet safe food practices.

+ Maintaining general cleanliness of farm property
and assisting with maintenance.

+ Safely applying and storing agrichemicals using
correctly fitting personal protective equipment.

Increasing general farm effectiveness through activities
which might include:

« Notifying your supervisor of any concerns or issues.

+ Using digital technology to collect and report data
as required.

Other duties as directed by your supervisor within
scope of training, skills and knowledge, or to safely
work towards increasing your capability and skills.

Other important links

Pastoral Award: FWO - Award Viewer - MAOOOO35
(fairwork.gov.au)

Fair Work Statement: Fair Work Information Statement -
Fair Work Ombudsman

Casual Information Statement (for Casual staff only):
Casual Employment Information Statement - Fair Work
Ombudsman

Dairy Capability Guide


https://library.fairwork.gov.au/award/?krn=MA000035
https://www.fairwork.gov.au/employment-conditions/information-statements/fair-work-information-statement
https://www.fairwork.gov.au/employment-conditions/information-statements/casual-employment-information-statement
https://www.dairyaustralia.com.au/people/training-and-development/dairy-capability-guide
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Sample - download position descriptions at dairyaustralia.com.au/people

Farm/Company Name

Position Description

Senior Farmhand (FLH 5)

Address, site

Position Title

Work Location

O Fixed term

Reports to: Title of Manager (not person's name)
O Full-time
O Part-time O Casual

Position summary

The Senior Farmhand is a supervisory role, where you will
lead and support team members with various duties on
farm including milking, attending to livestock, pasture
work and farm maintenance while also performing
these duties yourself. Your primary role will be the key
responsibilities listed below, but as dairy farms are
diverse and complex businesses, daily duties may vary
depending on farm needs.

Experience needed
+ Atleast 2 years experience

+ Additional training will be provided on-the-job or
through external training providers.

Qualifications that are useful
+ Certificate 2, 3, 4 or Diploma in Agriculture

Certificates or licences required:

+ Driver's licence

To be successful in this role you will need

+ Problem solving skills.

+ A history of effectively following instructions
and standard operating procedures, to achieve
successful outcomes.

+ Demonstrated ability to work independently and as
part of a team to contribute to farm outcomes.

+ Experience and a genuine demonstrated interest
in the dairy industry.

+ Atrack record of punctuality and reliability.

+ The ability and willingness to positively represent your
farm business and the dairy industry in general.

+ A demonstrated commitment to improvement
and learning.

- The ability to effectively follow directions, policies
and procedures to contribute to farm goals, improve
sustainability and the environment and contribute to a
safe, positive work environment.

+ Demonstrated effective communication skills and the
ability to effectively and professionally engage and
interact with diverse audiences.

+ Demonstrated effective leadership skills including the
ability to provide direction to and support small teams.

- Demonstrated ability to make informed decisions.

« Health and safety and animal welfare is a priority of our
farm business. Health and safety and animal welfare
policies, procedures and behaviour MUST always be
adhered to.

Personal health

+ Appropriate fitness to effectively perform inherent
requirements of the position. These include, but are not
limited to, working with animals, working with chemicals
with the use of personal protective equipment, working
in the presence of crops, grains and seeds, walking
through paddocks and around the dairy, operating
farm machinery and equipment, putting cups on and
off cows, lifting, opening and closing gates and working
outdoors in all seasons.

« Itis recommended that you speak to your doctor about
undertaking a Q Fever test and vaccination and discuss
your doctor's recommendation with your manager.

Dairy Capability Guide
This position aligns with the following level of the Dairy
Capability Guide:

Ensure and Advise: you are in a role where you may

be responsible for supervising others. You may be
required to demonstrate your capabilities in challenging
and unpredictable work situations, and you have the
capability to make recommendations for alternative
approaches when problems are identified.

ESKi July 2026
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Sample - download position descriptions at dairyaustralia.com.au/people

Key responsibilities
To achieve successful farm outcomes, you are responsible

for the following areas:

Milking, Health and Nutrition - You will demonstrate and
ensure staff are following policies and procedures when
undertaking the following tasks:

Coordinating and supervising staff to ensure safe
and effective milking operating procedures and policies
are followed.

.

Monitoring and ensuring the cleanliness of milk plant
and the application of safe food practices.

Applying reproduction practices including identifying
reproduction readiness, performing artificial
insemination and pregnancy testing.

.

Ensuring the safe handling of livestock in accordance
with procedures.

Monitoring the implementation of nutrition plans to
maintain cattle nutrition and well-being.

Ensuring calf rearing processes are implemented
according to policies and procedures and that animal
welfare concerns are followed up immediately.

Feed-base management — - You'll plan, implement
and communicate feed-base management as
directed by:

.

Ensuring stockfeed levels are appropriate and
replenished as required.

Implementing and communicating paddock rotations,
fodder crop production plans and pasture plans.

Monitoring the implementation of feed plans.

Soils, Water management, and Irrigation — You will
ensure effective plans for soil, water management and
irrigation are followed by:

+ Ensuring effective collection of soil data.

« Ensuring irrigation systems are safety and effectively
implemented.

Evaluating and taking action to repair and improve
irrigation systems.

+ Implementing plant nutrition programs and making
recommendations for improvement.

Vehicles, Machinery and Farm Maintenance - You must
comply with Work Health and Safety procedures and
ensure that other employees do the same. You are
responsible for:

Ensuring the use of all farm machinery and equipment,

including quad bikes, in accordance with Work Health

and Safety procedures.

+ Assessing risks related to farm machinery and
equipment and reporting hazards.

+ Monitoring and ensuring farm maintenance,
improvements and cleanliness is completed safely
and effectively.

+ Ensuring the safe preparation, application and storage
of agrichemicals using correctly fitting personal
protective equipment

+ Maintaining accurate records of agrichemical use.

Dairy Farm Business Performance — You'll understand
the farm vision, goals and targets and act to positively
contribute to achieving these by:

+ Monitoring data and reporting areas for improvement in
farm operations that you are involved with.

Modelling financially responsible behaviours and
reporting opportunities for cost reductions and
improvements to farm operations you are involved with.
Sustainability and Environment - You'll ensure the
implementation of farm plans to improve environmental
impacts by:

+ Making recommendations to improve environmental
impacts.

Monitoring the implementation of water management
plans to ensure water use efficiency.

« Ensuring biodiversity and conservation behaviours are
implemented on farm.

People Management - You'll assist in building a great
work environment by:

« Coordinating workplace tasks and supporting the team
to complete day to day operations.

+ Monitoring team performance and providing
constructive feedback.

+ Ensuring farm policies and procedures including Work
Health and Safety are implemented.

Digital Technologies — You'll plan and support the
implementation and use of technology on farm by:

+ Implementing technology in farm operations and
supporting team members with technology application.

« Supporting the collection, analysis and interpretation of
data to maintain and improve farm practices.

Professionalism - You will demonstrate and ensure
expected standards of behaviour through:

« Demonstrating safe, ethical workplace behaviours
+ Ensuring staff are aware of their WHS obligations.

+ Leading a small team with guidance and positive
communication

- Effectively resolving disputes.

Communicate Effectively - You will communicate
effectively by:

+ Tailoring communication to diverse audiences.

+ Clearly explaining concepts and creating opportunities
for others to be heard.

+ Utilising communication channels to share information.
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Sample - download position descriptions at dairyaustralia.com.au/people

Leadership - you will help provide direction and a positive Other important links
mpact on farm business goals by: Pastoral Award: FWO - Award Viewer - MAOOOO35
+ Embracing a leadership role and providing direction to (fairwork.gov.au)

achieve farm and team goals. ) . .
Fair Work Statement: Fair Work Information Statement -

+ Giving constructive feedback to encourage Fair Work Ombudsman

positive change. )
Casual Information Statement (for Casual staff only):

Casual Employment Information Statement - Fair Work
Critical Thinking for Decisive Action - You'll think critically Ombudsman

regarding farm business challenges by:

+ Prioritise the well-being of yourself and others.

Dairy Capability Guide
+ Seeking team input to develop and apply innovative

new directions.

+ Identifying issues that hinder farm performance and
seeking appropriate solutions.
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Employing someone

Full time/Permanent
employment contract

template

Updated November 2025

Step 1 Have all the paperwork ready that
you'll need

Before you can complete the contract template, you
must read the example contract and accompanying
notes. The contract makes reference to both the Pastoral
Award and the National Employment Standards, so you
might like to have those handy. You'll need the Position
Description to make sure the contract matches the job.

Step 2 Complete the contract by filling in
the detail where indicated in red

This contract caters for both full-time and part time
employees - fill in the detail, where indicated in red. There
is a separate contract for casual workers.

Step 3 Attach the position description

A position description should include:

+ the job title;

« asummary of the role and how it fits into the business;
- details of the tasks to be undertaken for the role;

+ the reporting structures and working relationships
that apply;

« levels of performance required

Step 4 Detail other benefits

Clause 19 allows you to detail other benefits, such
as accommodation.

Step 5 Meet with the new employee and
provide employment contract

Meeting face to face with your new employee to provide
the contract and talk about the contents is a good
opportunity for:

+ you to explain the terms and conditions of employment
- the employee to ask questions, and

+ you to describe your expectations for the job.

Key messages

The Pastoral Award 2020 specifically requires
employers to give full-time employees a written
statement setting out their classification, applicable
pay and terms of engagement.

+ Part-time employees and the employer must agree
in writing on the regular pattern of work specifying
the hours to be worked each day, the days of the
week when the employee will work and the daily
starting and finishing times. A part-time employee
who works outside of these agreed hours must be
paid overtime.

+ Casual employees must be told that they are
employed as a casual employee, the identity of
the employer, classification level and pay rate.
Employers are not required under the Pastoral
Award 2020 to provide a written statement to
casual employees but this is advisable.

The employment contract must not contain any
terms or conditions for work which are inconsistent
with or less favourable to the employee than the
Pastoral Award 2020 and the National Employment
Standards. If it does these terms and conditions will
not be enforceable.

Step 6 Give your new employee time to
consider the employment contract

You should give the person enough time to consider the
contents of employment contract and seek their own
advice (if they want it) before they accept the offer. When
providing the contract you should give a date by when
you'd like the person to let you know whether the offer is
accepted. Also, it is good practice to give the employee
your contact details in case they have more questions.

For more information visit dairyaustralia.com.au

This leaflet is a guide only and professional advice should be sought about your specific circumstances. Nov 2025
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Sample only - For full and current contract templates visit dairyaustralia.com.au/people

<insert business name>

EMPLOYMENT CONTRACT

(For Permanent Award Employees of National System Employers)

This is an employment contract
BETWEEN <insert company name/partnership/other name > the Employer
AND

<insert employee’s full name> the Employee

1 Commencement Date

This employment contract commences on the <insert commencement date>.

Probation (See Note 1)
21 Employment is subject to the satisfactory completion of a three-month probation

period.

22 The purpose of the probation period is to enable the employer and the employee to

assess their suitability and capability to work together.

2.3 During the probation period the employer or the employee has the right to terminate

the employment with one week’s notice for any reason and without any repercussions.

3 Award
The Pastoral Award 2020 and the federal industrial laws govern this employment

contract.

Employment Category (See Note 2)

41 The employee is employed as a full-time permanent/part-time [delete where not
applicable] <insert position title> to undertake the duties as outlined in the attached
position description, and such further or other duties reasonably required by the
employer in respect of which the employee has the skills to perform and which may
include working for an affiliate or related entity of the employer. [aftach position

description.]

4.2 By signing this employment contract, the employee agrees that s/he has disclosed to
the employer all information including medical and workers’ compensation information
that could reasonably be held to be relevant to his/her ability to perform the role and
duties as described in this clause and the attached Position Description safely and

competently.

5 Employment Classification (See Note 4)
The employee is classified as a <insert classification>.

For more information visit dairyaustralia.com.au
This leaflet is a guide only and professional advice should be sought about your specific circumstances.



Employing someone

6 Ordinary hours of work (See Note 3)
[full-time employees]
The ordinary hours of work are <insert ordinary hours of work>.
OR
[part time employees]
The days of work and the daily starting and finishing times will be presented on fortnightly rosters
and will be rostered within the following regime:
<insert expected days and hours of work and starting and finishing times>
Work performed in accordance with the fortnightly rosters and subsequent submission of a
completed timesheet will be taken to indicate agreement pursuant to clause 10.3 of the Pastoral
Award 2020.

7 Overtime/Additional hours (See Note 3)

71 The employee will be expected to work reasonable additional hours.

7.2 This contract anticipates that the employee will work <insert number of
overtime/additional hours anticipated to be worked >

8 Remuneration (See Note 4)

8.1 The rate of pay is <insert pay rate> per hour/per week [delete where not applicable].

8.2 The rate of pay for overtime is <insert pay rate>.

8.3.  The employer will pay the employee weekly/fortnightly [delete where not applicable]
into a bank account/by cheque/in cash [delete where not applicable].

9 Annual Leave (See Note 5)

[full-time employees]

9.1 The employee is entitled to four weeks paid annual leave for each completed year of
service with the employer. Annual leave accrues throughout the year and from year
to year.

OR
[part-time employees]
The employee) is entitled to annual leave of four weeks per year calculated on a pro-
rata basis according to the number of hours worked each week. Annual leave accrues
throughout the year and from year to year.

9.2 The employee is entitled to an annual leave loading of 17.5% for all annual leave taken

or paid out upon termination of employment.

For more information visit dairyaustralia.com.au
This leaflet is a guide only and professional advice should be sought about your specific circumstances.

ESKi July 2026
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10

10.1

10.2

10.3

10.4

10.5

1"

Personal/Carer’s leave and Compassionate Leave (See Note 6)

“Immediate family” is defined as follows:

a) A spouse, child, parent, grandparent, grandchild or sibling of the employee;

b) A child, parent grandparent, grandchild or sibling of a spouse of the employee.
[full-time employees]

The employee is entitled to 10 days’ paid personal/carer’s leave per year for personal

injury or iliness. Personal/carer’s leave accrues throughout the year and from year to

year.
OR

[part-time employees]

The employee is entitled to paid personal/carer’s leave of 10 days per year calculated

on a pro-rata basis according to the number of hours worked each week.

Personal/carer’s leave accrues throughout the year and from year to year.

The employee can use their personal/carer's leave as paid carer’s leave for the
purpose of caring for a member of the employee’s immediate family or household who
requires care or support because of personal injury, illness or an unexpected

emergency.

The employee is entitled to two days unpaid personal/carer’s leave per occasion for
the purpose of caring for a member of their immediate family or household who
requires care or support because of personal injury, illness or an unexpected
emergency.

The employee is entitled to two days’ paid compassionate leave per occasion for the
purpose of attending the funeral of a member of the employee’s immediate family or
a member of the employee’s household or for spending time with a member of the
employee’s immediate family or a member of the employee’s household who has a
personal injury or iliness which poses a serious threat to his or her life.

The employer may require medical evidence or a statutory declaration for any period

of personal/carer’s leave or compassionate leave.
Public Holidays (See Note 7)
[full time employees]

In accordance with the National Employment Standards, the employee is entitled to a
day’s paid leave for public holidays which fall on days when the employee would

ordinarily work.

OR

For more information visit dairyaustralia.com.au
This leaflet is a guide only and professional advice should be sought about your specific circumstances.



Employing someone

[part time employees]
In accordance with the National Employment Standards, the employee is entitled to
be paid for the hours they would ordinarily work on public holidays which fall on days

when the employee would ordinarily work.

11.2  If the employee works on a public holiday he/she is entitled to be paid at double time.

12 Community Service Leave (See Note 8)
The employee is entitled to 10 days’ paid jury service leave or unpaid leave to attend
a voluntary emergency management activity as provided for in the NES. The
employee must provide evidence of the need for the leave if required to do so by the
employer.

13 Long Service Leave (See Note 9)
The employee is entitled to long service leave as provided for in the National
Employment Standards or state legislation.

14 Parental Leave (See Note 10)

15

16

17

The employee is entitled to Parental Leave in the form of Maternity, Paternity or

Adoption Leave as provided for in the National Employment Standards.

Flexible Working Arrangements (See Note 11)

The employee is entitled to make a written request for flexible working arrangements
once the employee has completed 12 months continuous service.

Family and Domestic Violence leave (See Note 12)

The employee is entitled to leave to deal with family and domestic violence in

accordance with the National Employment Standards.

Superannuation
The employer will make superannuation contributions to a fund nominated by the
employee. The superannuation contribution will be not less than that required under

the Superannuation Guarantee (Administration) Act.

For more information visit dairyaustralia.com.au
This leaflet is a guide only and professional advice should be sought about your specific circumstances.
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18 Termination (See Notes 13 & 14)
18.1  The following minimum notice periods apply to termination of employment:

Employee’s period of continuous service with  Period
the employer at the end of the day the notice

is given
1 Not more than 1 year 1 week
2 More than 1 year but not more than 3 years 2 weeks
3 More than 3 years but not more than 5 years 3 weeks
4 More than 5 years 4 weeks

18.2 If the employee is over 45 years of age and has worked at least two years of
continuous service with the employer the period of notice will be increased by one

week.

18.3 Payment in lieu of notice will be made if the appropriate notice period is not required

to be worked.

18.4 The employee is required to give the employer the same amount of notice as a
minimum. This does not include the extra week based on age of the employee. If the
employee does not give the employer notice and the employee is over 18 years of
age, the employer can deduct up to one week’s pay from the employee’s termination
payments.

18.5 If the employee has been given notice of termination he/she is entitled to up to one
day off without loss of pay to look for work.

18.6  The period of notice to be given by the employer will not apply in the case of dismissal
for serious misconduct that justifies instant dismissal, including conduct which causes
imminent and serious risk to the health or safety of a person or the reputation, viability
or profitability of the employer’s business; attendance at work under the influence of
alcohol or drugs; sexual harassment, theft, fraud, assault in the course of employment

or refusal to carry out a lawful and reasonable instruction.

19 Other Benefits

[Other benefits e.g. accommodation can be listed here.] (See Note 15)

SIGNED
........................................................................................... THE EMPLOYER

........................................................................................... THE EMPLOYEE

For more information visit dairyaustralia.com.au
This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Visit dairyaustralia.com.au/people for current contracts and resouces.
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Employing someone

Employee details form

Step 1 Arrange a time with your new
employee to complete the employee
details form

Give the employee a copy of the form in advance so they
know what information you are going to need. Ask them
to bring along their:

+ Completed tax file number declaration

+ Passport and visa (if applicable)

+ Superannuation standard choice form

+ Copies of any licences and certificates

+ Copies of any qualifications and training certificates.

Step 2 Meet with your new employee to
complete the employee details form
Provide the employee details form to your new staff

member to complete before they commence employment
or on their first day.

Step 3 Attach the position description
Meeting face to face with your new employee to
complete the form and talk about the detail required is a
good time to:

+ explain the terms and conditions of employment,
including giving them a copy of the Fair Work
Information Statement and pointing out where to find
the Pastoral Award 2020. This may require discussion of
a hearing test (see below)

+ identify any training required

+ allow the employee to ask questions, and

+ describe your expectations for job

Key messages

All employment records must contain the following:
+ the name of the employer

« the name of the employee

» whether employment is full time or part time

» whether employment is permanent, casual
or temporary

« the date the employment began
« the ABN of the employer

rate of pay of the employee including any
allowances or penalties that are paid/payable

- start and finish times of each days work (part-
time employees). If there is an averaging hours of
agreement, such as an annual salary arrangement
or individual flexibility arrangement, a copy of that
agreement/arrangement

« if they are working on a VISA a copy or record of
their right to work in Australia

name of superannuation fund and a record of

superannuation contributions

« if the employment has ended, the date of the
termination of employment

« if they are a permanent employee, records of what

leave they have accrued, and when they have

taken leave

ESKi July 2026
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Hearing tests (audiometric testing)

A person conducting a business (includes all employers,
sole traders, principal contractors, incorporated
associations, partnerships, franchises and volunteer
organisations that employ people) have obligations
under the Work Health and Safety Regulations to
manage the risks of hearing loss associated with noise at
the workplace, including:

+ ensuring the noise a worker is exposed to at the
workplace to does not exceed the exposure
standard for noise

+ providing audiometric testing to a worker who is
frequently required to use personal hearing protectors
to protect the worker from hearing loss associated with
noise that exceeds the exposure standard

keep records for such testing in accordance with the
Privacy Act.

Audiometric Testing

The VIC OHS Regulations and the TAS, SA, NSW, QLD and
WA WHS Regulations all have obligations regarding PPE
and Audiometric Testing:

+ This regulation applies in relation to a worker who
is frequently required to use personal protective
equipment to protect them from the risk of hearing
loss associated with noise that exceeds the exposure
standard for noise.

+ The person conducting the business who provides the
personal protective equipment as a control measure
must provide audiometric testing for the worker within
three months of the worker commencing work.

Starting the audiometric testing before people are
exposed to hazardous noise (such as new starters or

those changing jobs) provides a baseline as a reference

for future audiometric test results.

Regular follow-up tests must be carried out at least
every two years. These should be undertaken well into
the work shift so that any temporary hearing loss can
be picked up.

Managing the risk

To manage risk under these Regulations, you must:

identify reasonably foreseeable hazards that could
give rise to the risk and eliminate the risk so far as is
reasonably practicable

if you can't eliminate the risk = minimise the risk so far
as is reasonably practicable by implementing control
measures, i.e. provide personal protective equipment
maintain or replace hearing protection as necessary
review, and if necessary revise, risk control

measures so as to maintain, so far as is reasonably
practicable, a work environment that is without risks
to health and safety

For further information

Call your dairy adviser or visit
dairyaustralia.com.au/people


http://dairyaustralia.com.au/people

EMPLOYEE DETAILS FORM

Please complete all sections in BLOCK LETTERS.

Employing someone

Employer Name

Employer ABN

1. Employee Details

First Name

Last Name

Preferred Name

Date of Birth

Start Date

Address

Suburb / State / Postcode

Mobile / Email

Emergency Contact Details

Name:
Relationship:

Phone:

2. Position Details

Position Title

Award / Agreement

Employment Status

O Full Time O Part Time [ Temporary [ Casual

Hours per Week

Ordinary Days (if applicable)

O Mon O Tue O Wed O Thu O Fri O Sat O Sun

3. Payroll & Superannuation Details

Tax File Number (TFN)

Bank / Branch

BSB / Account Number

Account Name

Super Fund

Member Number

ESKi July 2026
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4. Licences & Certificates

Licence/Certificate

Yes

Expiry

Driver Licence

Forklift

First Aid

Chemical User

Welding

Other

oo g o oo

o o ga| o ald

5. Qualifications & Training

Qualification

Training

Organisation

Date Completed

6. Australian Work Rights

Australian Citizen OYes ONo
Permanent Resident OYes ONo
Working Visa OYes ONo

Visa Type: Expiry:
Restrictions
7. Declaration
Employee Signature Date:
Manager Signature Date:
Office Use Only
Contract Signed OYes O No Date: Visa / Passport Sighted O Yes O No

TFN Declaration Received

O Yes O No

Induction Completed

OYes OO No Date:

Employment Status

Uniform / PPE Issued

[ Yes O No

Classification / Level

Probation Review Due

Employment Status

[0 Permanent FT [J Permanent PT [ Casual 0 Temporary

Notes




Employing someone
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Australia

Recruitment checklist

Area Element Date

The position description

Short listing applicants
Sample acknowledgement letter

Interviewer/s

Sample interview questions

Reference checking

Questions to ask referees and
a sheet for recording their
comments.

Employment offer

Use this Offer of Employment to
draft one of your own. Include: a
copy of the Employment Contract
and Position Description
Probationary period

4 checklists to use for your
probationary reviews:

1 Monthly review

2 End of probationary period
review

3 Code of Conduct
4 Induction checklist

Notes:

Outline the type of job to be done

Create a position description and person specification
Consider salary packaging options

Prepare farm background document

Create a job application form

Create job advertisement

Plan advertising approach

Place advertisements

Put feelers out locally

Send acknowledgement letter

Contact short-listed applicants to set up interviews
Set up interview panel

Prepare interview questions
+ Include open-ended questions
« Include behaviour questions

Prepare interview guidelines

+ Interview space - free from interruptions

+ Make copies of candidate's application, farm background
document, position description and person specification

+ Agree on who will ask questions and who will to take notes

- Allow plenty of time for questions and farm tour

Conduct interviews
Prepare questions and record sheet for referees

Contact referees

Prepare offer of employment

Prepare employment contract and acceptance of offer details

Contact unsuccessful applicants

Prepare code of conduct
Plan induction procedure
Prepare monthly probationary period review checklist

Prepare end of probationary period review checklist

ESKi July 2026 30
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Payroll nuts
and bolts

There are many things to think about when you're hiring staff for the first
time. This list will help you get started:

+ Check which classification under the Pastoral Award 2020 applies to them
+ Check the minimum pay

+ Decide whether the position will be full-time, part-time or casual

» Learn about breaks, maximum hours of work and overtime

- Give the employee a copy of the Fair Work Information Statement

+ If the employee is a casual give them a copy of the Casual Employment
Information Statement

« If the employee is a seasonal or fixed term employee give them a copy of
the Seasonal/Fixed term Employment Information Statement.

+ Record keeping
+ Pay slips

+ Tax

+ Superannuation

+ Time keeping
Pastoral Award 2020

Determine employee classification

All employees must be given a classification which accurately reflects their

skills and experience and the work they do. As a minimum, wages paid to the
employee should meet award rates of pay which apply to their classification.

There are currently six employee classifications applying to the dairy industry

in the Pastoral Award, which are set out in the table overleaf.

Payroll

4

Resource in this section

|:| FAQ — How do | tackle pay
rates? factsheet

|:| Overtime and Ordinary Hours
fact sheet (inc. example rosters)

|:| FAQ: Backpackers — what do |
have to pay them? factsheet

|:| FAQ: Part time vs casual workers?
|:I Model Pay slip

|:| Choosing a super fund
Standard Choice

|:| Timesheet
|:| Time and wages book example
|:| Roster notes and template

|:| Fair Work self-audit checklist
for businesses

g//{

Information in the Payroll section —
specifically pay rates — will require

you to update your ESKi. Look for this

icon throughout your folder to indicate
pages you should check and update (as
required). This is just a guide but will make
updating a bit easier!

ESKi July 2026 1



Pastoral
Award 2020
classification

FLH1

Farm and
Livestock
Hand Level 1

FLH2

Farm and
Livestock
Hand Level 2

FLH3
Farm and

Livestock
Hand Level 3

FLH5

Farm and
Livestock
Hand Level 5

FLH7
Farm and

Livestock
Hand Level 7

FLH8

Farm and
Livestock
Hand Level 8

Award-Free
Business
Manager

Typical role

Assistant Farm Hand

Assistant Farm Hand

Farm Hand

Senior Farm Hand

Production Manager

Senior Production Manager

Business Manager

Job category

Dairy operator grade TA. Works under
supervision. Suitable for new entrants to

the dairy industry with less than 6 months'
experience. Performs routine farming tasks
such as milking, livestock handling, haymaking
and fencing under supervision. Progress to
FLH2 after 6 months' industry experience.

Dairy operator grade 1B. Works under
supervision. Suitable for dairy operators
with 6—12 months' industry experience.
Performs a broad range of farming tasks
under supervision. Progress to FLH3 after
12 months’ industry experience.

Dairy operator grade 1B. Works under limited
supervision. Suitable for dairy operators with
more than 12 months' experience. Performs
skilled farming operations independently or
as part of a team. Progress to higher levels
based on competency and role.

Dairy operator grade 2. Skilled employee who
works independently or as part of a team.
Uses technical knowledge and problem-
solving skills across dairy operations.

Senior dairy operator grade 1. Implements farm
policy and sets tactics. Manages production
activities on the farm and demonstrates
advanced technical and industry knowledge.

Senior dairy operator grade 2. Supervises staff
and reports to management. Responsible for
production activities, business management
tasks, WHS, budgeting and staff supervision.
Uses extensive technical knowledge and
solves complex problems.

Sets business policy and has significant
responsibility for ensuring the dairy enterprise
operates successfully. Demonstrates extensive
industry knowledge, technical expertise and
business management capability.

Indicative
Training level

Certificate Il

Certificate Il

Certificate Il

Certificate IV

Diploma

Diploma

Advanced
diploma



The following table has the pay rates which apply
from 1 July 2026 — 30 June 2027.

Pastoral Award Weekly Hourly Part-time Adult Full-Time
Classes or Full-time Weekly rate
FLH1 $978.10 $25.74 $32.18
Dairy Operator

less than

six months’

experience

FLH2 $1,004.90 $26.44 $33.05

Dairy Operator
six to 12 months’
experience

FLH3 $1,006.80 $26.49 $331
Dairy Operator

more than

12 months’

experience

FLH5 $1,046.90 $27.55 $34.44
Dairy Operator
more than 2 years
experience

FLH7 $119.10 $29.45 $36.81
Senior Dairy
Operator1

FLH8 $1,202.50 $31.64 $39.55
Senior Dairy
Operator 2

Check the minimum pay

Reminder: The pay rates in the Pastoral Award 2020 apply to all national
system employers across Australia, regardless of award coverage prior
to 1 January 2010.

The minimum pay rates for each employee classification is listed in the
Pastoral Award 2020.

For full-time and casual employees, all time worked in excess of 152 hours
over a 4 week period is overtime. Overtime is paid at time and half, except
on a Sunday when the rate is double time. If the overtime on the Sunday is
feeding and watering of stock, then the overtime rate is only time and a half.
Milking is not regarded as ‘feeding and watering stock’. Part-time employees
are paid overtime when they work in excess of their agreed hours.

In WA pay rates depend on how your business entity has been set up..
Read more about WA state industrial laws and pay rates at:
dairyaustralia.com.au/people

Payment of wages

The Pastoral Award 2020 requires wages to be paid weekly or fortnightly
by cash, cheque or EFT. On termination of employment, wages due to an
employee must be paid on the day of termination or forwarded to the
employee by post on the next working day.

g///

Payroll

Pay rates are reviewed every year
and likely to change — check at

dairyaustralia.com.au/people

ESKi July 2026 3
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You must keep written or electronic time
and wages records for your employees
for 7 years.

Record keeping — what records do you have to keep?

Under the Fair Work Act employers have to keep time and wages records for

their employees for 7 years.

Who and when
+ the employer's name and the employee’s name
+ your Australian Business Number

+ the date the employee started work.

Type of employment, hours and rates of pay
- if the employee is full-time or part-time
+ whether the employee is permanent, temporary or casual

+ the employee’s pay rate, including gross and net amounts and any
deductions from the gross amount

+ loadings, allowances, bonuses, incentive-based payments, penalty rates

or other paid entitlements that can be singled out
+ if a penalty rate or loading must be paid for overtime hours:
+ start and finish times of each days work (part-time employees)
+ the number of hours of overtime worked, or
+ when the employee started and finished working overtime.

« if the employee works casual or irregular part-time hours and has a
guaranteed pay rate for a set period worked:

+ number of hours worked.

« if you and your employee have agreed to an individual flexibility
agreement: a copy of the agreement.

Leave (all types)
- leave taken

 leave balance.

Superannuation
+ amount paid

+ pay period

- datel(s) paid

+ name of super fund

+ arecord of the employee's super fund choice and the date they made
that choice.


http://www.fairwork.gov.au/employment/flexible-working-arrangements/pages/default.aspx
http://www.fairwork.gov.au/employment/flexible-working-arrangements/pages/default.aspx

Rosters

Employee details
+ Employment
contracts o
- Employee
details form

Timesheets/
Time and wages
records

Leave forms

Pay slips

Employers also have to give all their employees a pay slip within one day of
paying their wages. Pay slips can be issued electronically or on paper. If you
keep good written time and wages records, producing a pay slip becomes

fairly simple.

What information must be on the pay slip?

This list looks daunting. However, if you have all the source documents you
need, and use our Model Pay Slip and/or a spreadsheet or manual sheet
from your accountant, the process is fairly simple.

Employer's name

Employer's Australian Business Number

Employee's name

Date of payment

The pay period (the period the payment is for e.g. 15/3/24-22/3/24)
The gross pay and net pay

Loadings, allowances, bonuses, incentive-based payments, penalty rates
or other paid entitlements that can be singled out

If the employee is paid an hourly rate:
— the ordinary hourly rate
- the number of hours worked at that rate

- the amount of pay at that rate.

Payroll

e

You have to give all your employees a pay
slip within 1 day of paying their wages.

v

Best practice tip

Talk to your accountant or bookkeeper
about setting up a computerised
accounts package, such as MYOB or
Quickbooks.

Farmers who use electronic payroll say
that the time saved in keeping employee
pay and leave records out weighs the
cost tenfold.

ESKi July 2026 5



+ If the employee is paid an annual rate (salary), the rate as at the last day in
the pay period

— if the employee has worked outside of the agreed limit on hours in that
pay period, the overtime hours and overtime rate that is being paid.

+ Any deductions from the employee’s pay, including:
— amount and details of each deduction
- name and number of the fund/account the deduction was paid into

+ Any superannuation contributions paid for the employee's
benefit, including:

— the amount of contributions made during the pay period (or the amount
of contributions that need to be made)

- the name and number of the superannuation fund the contributions
were made to.

What happens if | don't give my employees pay slips?

Fair Work Inspectors can give employers a fine (infringement notice) for

not giving employees proper pay slips or keeping the right records. Fair
Work Inspectors can also take employers to court if their failure to meet the
requirements is serious, willful or repetitive.

Should leave balances be on pay slips?

While it's best practice to show employee’s leave balances on their pay slip,
it's not a requirement. Employers need to tell employees their leave balance
if they ask for it. Leave balance for Family and Domestic Violence Leave
must NOT be shown on payslips.

Deductions

Employers can only deduct money from an employee'’s pay in certain
circumstances, i.e. the employee is over 18 and agrees in writing and the
deduction is principally for their benefit.

Electronic pay slips

Electronic pay slips must have the same information as paper pay slips.
They need to be given to each employee by email. They cannot just be
stored electronically.



How much tax to take out of wages

When you pay employees, you need to withhold tax from their pay and
send these amounts to the Australian Taxation Office regularly via your
Activity Statements.

For each new employee, you will need to:

+ give them a Tax file number declaration (NAT 3092) to complete and return
to you

+ complete Section B of your employee’s Tax file number declaration
« register for PAYG withholding (if you haven't already)

-+ forward the completed original of the Tax file number declaration to the
ATO within 14 days of the employee's start date or submit your TFN
Declaration electronically through your payroll software

+ keep records of all hours worked, gross wages paid, tax deducted and the
superannuation due to the employee.

+ at the end of the financial year, employers need to advise the employee
and the Australian Taxation Office of the gross wages and withholding tax.

+ employers are transitioning to Single Touch Payroll — this will mean
no requirement to produce physical “Group Certificates” or
"Payment Summaries”.

Single Touch Payroll requires an employer to maintain their payroll in an
approved payroll software product, and each pay run, payroll data is
lodged with the ATO.

At the end of the financial year, after reconciling payroll, the step known as
“Finalisation” is required, and the payroll data is submitted. Employees will
then access their “Income Statement” via their My Gov account or should
they see a Tax Agent for their Taxation affairs, their payroll. Information will
be flagged as "tax ready” and accessible by their Accountant.

Tax file number declaration

+ Use the information provided in the Tax file number declaration
(NAT 3092) to work out how much tax to withhold from payments made
to your employee.

* the Tax file number declaration (NAT 3092) is made up of two parts:

- the first part is the instructions

+ the second part is the form you need completed by your employee.

+ You can obtain extra paper copies of the Tax file number declaration
(NAT 3092), including both the instructions and form:
— through online ordering: ato.gov.au/forms/tfn-declaration
- by phoning 1300 720 092
— take note of the name Tax file number declaration (NAT 3092) before

ordering the product.

As noted above, it may be more efficient to have some blank copies
(not necessarily the duplicated format), and submit the TFN Declaration
electronically via a payroll system.

Be sure to check that the TFN Declaration being used is up to date - there
is now reference to “Working Holiday Makers”, which requires a further
registration process by employers, if engaging working holiday makers for
the first time.

Payroll
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You must withhold tax from employees'
pay and send it to the ATO.
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Tax tables for Regular payments

The Australian Taxation Office produce a range of tax tables to help
you work out how much to withhold from payments you make to
your employees.

A tax withheld calculator that calculates the correct amount of tax to
withhold is also available on ATO welbsite.

Weekly tax table — for employees who are paid weekly, including NAT 1005
instructions for calculating monthly and quarterly withholding

Fortnightly tax table — for employees who are paid fortnightly NAT 1006
Monthly withholding table — for employees who are paid monthly NAT 1007
Tax table for daily and casual workers NAT 1024

Taxation of wages for working holiday makers are taxed at a flat rate of 15
per cent, providing their earnings are below the prescribed limit.

Note: With all aspects of withholding tax, it is strongly recommended that
you seek professional advice as to the tax obligations for such employees.

How to obtain copies of these tables

You can download a printable version of these tax tables (NAT 1005,
NAT 1006, NAT 1007, NAT 1024) from the ATO website.

If you cannot view the PDF publication, use the Tax withheld calculator. It
provides an accessible alternative for most situations.

If you don't have access to the internet, or need more information about
the correct amount of tax to withhold, phone the Australian Taxation office
on 13 28 66.

Tax withheld calculator
ato.gov.au/Calculators-and-tools/Tax-withheld-calculator

The Tax withheld calculator helps employers work out the tax you need
to withhold from payments you make to employees. To use the calculator,
you need the information your workers supply in their Tax file number
declaration (NAT 3092).


http://www.ato.gov.au/Calculators-and-tools/Tax-withheld-calculator/
http://www.ato.gov.au/Rates/Monthly-withholding-table/
http://www.ato.gov.au/uploadedFiles/Content/MEI/downloads/BUS00319019N10050512.pdf
http://www.ato.gov.au/Calculators-and-tools/Tax-withheld-calculator/
http://www.ato.gov.au/Calculators-and-tools/Tax-withheld-calculator
http://www.ato.gov.au/Business/PAYG-withholding/In-detail/TFN-and-withholding-declarations/TFN-declaration/
http://www.ato.gov.au/Business/PAYG-withholding/In-detail/TFN-and-withholding-declarations/TFN-declaration/

Superannuation

Under the superannuation guarantee law you must pay super contributions
for your eligible employees, at a minimum rate of 12 per cent of their
qualifying earnings for the payroll year, so they can enjoy the benefits of
super in their retirement.

Working out if you have to pay super

Generally, you have to pay super for an employee if they're over 18 years old
(inclusive). It doesn't matter whether the employee is full time, part time or
casual. Employees who are under 18 years old must work at least 30 hours
per week to be entitled to the super guarantee.

You also do not have to pay super guarantee for domestic or private workers

who work less than 30 hours in a week.

As of 1 July 2022 the $450.00 per calendar month threshold has been
abolished and super guarantee must be paid on all earnings.

You also have to pay super for contractors if the contract is wholly or mainly

for their labour, and for employees who are temporary residents of Australia.

Setting up super for a worker

You must pay contributions into a complying super fund and pass on your

employee’s tax file number to their super fund where you are asked to do so.

Your eligible employees are entitled to choose their own super fund — you
must provide them with a Standard Choice Form enabling them to make
their choice.

How much to pay and when to pay

From 1 July 2025, the minimum super you must pay is 12 per cent of each
eligible employee’s '‘qualifying earnings' — basically 12 per cent of the
amount they earn for their ordinary hours of work (excluding overtime). You
can usually claim a tax deduction for super contribution, so long as they are
paid on time.

From 1 July 2026, you must make your super payments at the same time as
you pay your employees.

Date Change (%)
1 July 2002 - 30 June 2013 9

1 July 2013 - 30 June 2014 9.25
1July 2014 - 30 June 2015 9.5
1 July 2015 - 30 June 2016 9.5
1 July 2016 — 30 June 2017 9.5
T July 2017 - 30 June 2018 9.5
1 July 2018 = 30 June 2019 95
1 July 2019 - 30 June 2020 95
1 July 2020 - 30 June 2021 9.5
1 July 2021 - 30 June 2022 10

1 July 2022 - 30 June 2023 10.5
1 July 2023 - 30 June 2024 n

1 July 2024 - 30 June 2025 n.5
1 July 2025 - 30 June 2026 and onwards 12

Payroll
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By law, your eligible employees are
entitled to choose their super fund — you
must provide them with a Standard
Choice Form enabling them to make
their choice.

Single Touch Payroll (STP) is a

new way of reporting tax and super
information to the Australian Tax Office.
Read more at
ato.gov.au/business/single-
touch-payroll
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Stapled super funds

From 1 November 2021, if a new employee starts with you, and they don't
choose their own super fund, you must approach the ATO to find out the
employee’s stapled super fund, and pay super into that fund. This can
be avoided by the employee nominating a fund in their Superannuation
standard choice form.

Time keeping

By law employers have to keep written time and wages records. However,
keeping accurate time records is about far more than compliance with
the law.

The hours a person works on average each week has a significant impact
on their work-life balance.

A common reason for poor retention on some farms is having employees
work unreasonable additional hours. The Pastoral Award 2020 and
National Employment Standards provide details on ordinary and overtime
hours of work. An overtime and ordinary hours fact sheet is included later in
this section.

There are a variety of electronic time keeping apps available and ways of
keeping track of employees’ hours of work:

- Keep a time and wages book (available for around $10 in newsagents); or
+ Use our timesheet template

Rosters

Aroster is a list or a plan that shows when people who work on the farm will
be on duty. Rosters are typically used to schedule time off and to schedule
tasks. A roster can be in an app that is accessible to employees, a formal
computer-generated spreadsheet or written on a year planner, calendar,
whiteboard or a roster template.

The success of a roster depends on the planning that goes into it and
commitment by everyone to make it work. It needs to be fair for everyone
and to be stuck to except in exceptional circumstances.

It is important to consider how many hours each person on the farm is
requested to work (not just employees, but family members too). Sustainable
rosters take into consideration timing that best suits the individuals, including
breaks between shifts and start and finish times. Under the National
Employment Standards, certain employees (including parents with children
under school age) have the right to request flexible working arrangements.

Include time for taking breaks and going on leave in the roster. Make sure
that people are covered for when they are on a break or leave. Breaks are
important for providing rest time as well as an opportunity for the team

to get together and chat. See the Pastoral Award 2020 and National
Employment Standards to read about entitlements for meal breaks, rest
breaks and leave.

Clause 27 of the Pastoral Award 2020 requires employers to consult with alll
employees when they propose to make changes to regular rosters or hours
of work.


https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/pay-and-packages/awards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/national-employment-standards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/national-employment-standards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/national-employment-standards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/pay-and-packages/awards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/national-employment-standards
https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/national-employment-standards
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Are you paying at least minimum wages?

Are your employees classified correctly according to their skills
and experience?

Do you give your employees written payslips within 24 hours of them
being paid?

Do you include the following details on the employee's pay slip:
+ Employer ABN and legal and/or trading name

+ Employee name

+ Date of payment and period of payment

+ Gross and net amount of pay

Are you keeping written time and wages records?
(Electronic time keeping app, Timesheets, Time and Wages Book,
Employee Details Form)

Are you paying superannuation? (Superannuation Standard
Choice Form)

Are you deducting tax? (Tax file number declaration)
Do casual employees receive the correct loading?

Are part-time and casual employees engaged for a minimum of
3 hours? (Note: exemption for secondary school students)

Do you keep time and wages records for 7 years?

Are your rosters prepared well in advance so that all involved can plan

off-farm activities?

Do you genuinely consult with employees about changes to their
regular roster and ordinary working hours?

SELF-ASSESSMENT TASK

Here's a way to test what you've learned so far.

Have a go at completing the Fair Work self-audit checklist for
businesses (designed to help employers conduct a self-audit of their
compliance with various Acts and Regulations).

Payroll
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Learn more

Visit the ESKi at:
dairyaustralia.com.au/people
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Overtime and
ordinary hours

(includes example roster)

The Pastoral Award 2020 provides Clause 35.1and 35.2

as follows: “All time worked by an employee in excess of the ordinary

hours in clause 34 —Ordinary hours of work and rostering
Clause 34.2 will be regarded as overtime.”
“The ordinary hours of work of farm and livestock hands

(other than station cooks) will not exceed 152 hours in any

consecutive period of 4 weeks.".

Unlike many other awards, the Pastoral Award 2020 does
not provide for penalty rates for work on weekends or
outside of standard working hours.

Overtime payments involve an additional percentage of
the ordinary rate of pay to compensate the employee for
working in excess of ordinary hours.

The effect of these two clauses is that for full time and
casual employees work on Saturdays and Sundays is
paid at the overtime rate ONLY once 152 hours have been
worked in a 4 week period.

Farmers can therefore roster around the final Sunday
in the 4 week cycle and effectively never have to pay
double time (200%).

We have included two example rosters so you can see how
overtime can apply over a 4 week period. The differences
between the two rosters are in Week 4.

Note: this does not apply to part-time employees who are
paid overtime for all hours worked in excess of the agreed
part-time hours.

ESKi July 2026 13



Roster example 1

George and Fiona own a 550 cow dairy farm in South West Victoria. They both work on the farm & they employ Peter on
a full time basis as a FLH5 as well as casual relief milkers. Peter works regular 50 hour weeks.

Week Rostered hours Ordinary hours or overtime Total hours for 4 week period
Week 1
Monday Day off
Tuesday Day off
Wednesday 10 hours Ordinary hours
Thursday 10 hours Ordinary hours
Friday 10 hours Ordinary hours
Saturday 10 hours Ordinary hours
Sunday 10 hours Ordinary hours
50 hours 50 hours
Week 2
Monday Day off
Tuesday Day off
Wednesday 10 hours Ordinary hours
Thursday 10 hours Ordinary hours
Friday 10 hours Ordinary hours
Saturday 10 hours Ordinary hours
Sunday 10 hours Ordinary hours
50 hours 100 hours
Week 3
Monday Day off
Tuesday Day off
Wednesday 10 hours Ordinary hours
Thursday 10 hours Ordinary hours
Friday 10 hours Ordinary hours
Saturday 10 hours Ordinary hours
Sunday 10 hours Ordinary hours
50 hours 150 hours
Week 4
Monday Day off
Tuesday Day off
Wednesday 10 hours 2 ordinary hours 152 hours
8 overtime hours at 150%
Thursday 10 hours 10 overtime hours at 150%
Friday 10 hours 10 overtime hours at 150%
Saturday 10 hours 10 overtime hours at 150%
Sunday 10 hours 10 overtime hours at 200%
(unless feeding and watering
stock)
50 hours 200 hours

Based on this roster, overtime starts to apply after 2 hours on the Tuesday of the last week of the 4 week period.

Overtime is paid at time and a half (150%) for the remaining 38 hours worked this week and double time (200%) is paid for
all of the work on Sunday except for hours spent feeding and watering stock.

As these hours are overtime, you have to keep a time record of when the overtime started (on Thursday) and finished.



Roster example 2

George could vary the roster so that the final Sunday of the month is not worked as follows:

Week
Week 1
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 2
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 3
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 4
Monday
Tuesday

Wednesday
Thursday
Friday
Saturday
Sunday

Rostered hours

Day off

Day off

10 hours
10 hours
10 hours
10 hours
10 hours
50 hours

Day off

Day off

10 hours
10 hours
10 hours
10 hours
10 hours
50 hours

Day off

Day off

10 hours
10 hours
10 hours
10 hours
10 hours
50 hours

Day off
10 hours

10 hours
10 hours
10 hours
10 hours
Day off

50 hours

Ordinary hours or overtime

Ordinary hours
Ordinary hours
Ordinary hours
Ordinary hours

Ordinary hours

Ordinary hours
Ordinary hours
Ordinary hours
Ordinary hours

Ordinary hours

Ordinary hours
Ordinary hours
Ordinary hours
Ordinary hours

Ordinary hours

2 ordinary hours
8 overtime hours at 150%

10 overtime hours at 150%
10 overtime hours at 150%
10 overtime hours at 150%

10 overtime hours at 150%

Payroll

Total hours for 4 week period

50 hours

100 hours

150 hours

152 hours

200 hours

Based on this roster, overtime starts to apply after 2 hours on the Tuesday of the last week of the 4 week period.

Overtime is paid at time and a half (150%) for the remaining 38 hours worked this week.

George has rostered Peter so that he has a day off on the final Sunday of the 4 week period and thus avoids paying
double time for that last Sunday. Peter also gets 3 days off in a row at the end of each cycle.

As these hours are overtime, you have to keep a time record of when the overtime started (on Wednesday) and finished.

ESKi July 2026
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Backpackers

Frequently asked questions

Backpackers — what do | have to
pay them?

Backpackers can provide short term staff at times of the
year when extra help is needed.

Backpackers are entitled to the same minimum standards
as any other employee, including correct pay rates for
their classification, superannuation, overtime and penalty
rates. It is important they are employed correctly, as the
Fair Work Ombudsman DO prosecute and people who do
not follow the rules give the industry a bad name.

Recruiting backpackers

One farmer who is very successful at recruiting
backpackers advises doing up a flyer highlighting

the tourist destinations in your area and sending it to
backpackers' hostels in your local area, major cities and
centres. Ask departing workers to pass the flyer onto their
friends. You could also advertise online and on the Dairy
Farm Jobs Board at dairy.com.au/careers/find-a-job.

It's a good idea to do as much of the recruiting as
possible by email, rather than answering constant
call enquires.

The challenges

Language can be a barrier, but there are ways to work
around this. Before hiring backpackers, talk to them over
the phone and get an idea of their level of English. To get
the job, they should have at least some basic English — so
they can understand you and you can understand them.

Although demonstration is often the best training,

have your farm procedures written out in a variety

of languages. A tip is to ask backpackers to rewrite

your procedures in their language, noting you are still
responsible for their safety and ensuring they understand
the procedure/process.

The other main challenge is paperwork. It is the
employer's responsibility to ensure people from overseas
hold a valid working visa.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Payroll

You should ask backpackers to provide hard copies

of their working visa, tax file number, superannuation,
Australian bank account and drivers licence. If they
don't know what you are talking about in terms of tax
and super, they haven't worked in Australia before. That
means you'll have to help them get a bank account,
explain about super, etc. It's much easier for you if they
already have this paper work set up.

Most backpackers only want short term work, and that
can fit with seasonal workload. You can also help out

with their visa because it can be extended if they work

in agriculture for at least three months. It gives them an
incentive to stay and it's worth your time in training them if
they stay that long.

Often backpackers come in pairs, so it's good to structure
their work requirements around that. Give them some
time off together, and some apart. And putting them on
split shifts gives them time off in the middle of the day to
explore the area.

Backpackers generally entertain themselves but it can

be nice tell them what's happening in the area, such as
major events and point them to websites with local

tourist information.

Under the Fair Work Act, your legal
responsibilities when hiring a backpacker
are the same as for any other employee.

July 2026
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Backpackers — know your
workplace rights!

All people working in Australia, including foreign workers,
are entitled to basic rights and protections in the
workplace. There are 11 basic minimum entitlements
known as the National Employment Standards (NES).

The Fair Work Ombudsman provides education,
information and advice for employees and has produced
a Fact Sheet entitled Foreign workers — Know your
workplace rights! For more information, visit the Fair Work
website fairwork.gov.au or call their infoline: 13 13 94.

You can also read more at dairyaustralia.com.au/people

Checking prospective employee's
entitlement to work in Australia

Work rights can be checked by asking to see a person’s
passport or other evidence of Australian citizenship, such
as a birth certificate or certificate of citizenship, as well as
appropriate photo identification.

The free Visa Entitlement Verification Online (VEVO)
service is the safest and easiest way to check work
entitlements of all new workers from overseas, providing
you with current visa information: immi.homeaffairs.gov.
au/visas/already-have-a-visa/check-visa-details-and-
conditions/check-conditions-online

For more information visit dairyaustralia.com.au/people

Visa requirements for backpackers

Backpackers in Australia can be a source of short-
term, seasonal labour for dairy farmers but Australian
employers need to make sure backpackers they
employ have the appropriate visa. It is the employer’s
responsibility to ensure the paperwork is in order and
to pay award wages.

Employers are responsible for checking every worker
from overseas has a valid Australian visa with work
rights. The free Visa Entitlement Verification Online
(VEVO) service is the safest and easiest way to
check work entitlements of all new workers from
oversedas, providing you with current visa information:
immi.homeaffairs.gov.au/visas/already-have-a-
visa/check-visa-details-and-conditions/check-
conditions-online The working holiday maker
program is a cultural exchange program which
allows visa holders to supplement their holiday funds
through short-term work. Working holiday maker visa
holders working in the dairy industry can work full-
time for a period of 12 months with one employer.

Working holiday visa holders who performed
‘specified work’, in an eligible regional Australian area
for a minimum of three months (88 days) while on
their first working holiday (subclass 417) visa may be
eligible for a second working holiday visa. ‘Specified
work' can include working on a dairy farm.

Holders of a second working holiday visa may return
to work for a further twelve months for an employer
with whom they worked on their first working holiday
visa. This means if you employed a working holiday
visa holder for twelve months on their first working
holiday visa and they successfully obtained a second
working holiday visa, they would be able to return to
your employ for another twelve months.

Changes announced to the Working Holiday Maker
(WHM) visa program apply from 1 July 2019. Second
holiday year visa holders (417 and 462) may be eligible
for a third year working holiday visa, allowing visa
holders to stay in Australia and work for an additional
12 months if they have worked for 6 months in a
specified field or industry in a designated area of
regional Australia.

More information is available at: immi.homeaffairs.
gov.au/visas/getting-a-visa/visa-listing

(Updated July 2026)

This leaflet is a guide only and professional advice should be sought about your specific circumstances.
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Part-time vs casual workers

Frequently asked questions

What is the difference between
part time and casual workers?

Employees may be engaged as permanent full-time,
permanent part-time, casual or seasonal employees. It
is important to understand the difference between these
different categories as the various entitlements and
responsibilities are different for each category.

Failure to categorise the employee correctly and
therefore to adhere to legal and award requirements
can lead to misunderstandings and possibly legal action
for underpayment of entitlements and prosecution for
breach of the award.

What is the definition of a
part-time employee?

Part-time employees are employed for fixed hours

every week and have the same entitlements as full-time
employees calculated on a pro-rata basis depending on
the number of hours worked. Part- time employees are
also entitled to notice of termination and to redundancy
pay. If public holidays fall on days usually worked, the
employee is entitled to payment for that holiday. See over
the page for overtime rates. Part-time employees have
a written agreement, entered into when they start, that
details the starting and finishing times of each day that
they will work.

What is the definition of a
casual employee?

Casual employees are employees who have been
offered employment on the basis that there is no firm
commitment to continuing and indefinite work according
to an agreed pattern of work. A typical casual employee
is employed on a daily basis when the need arises and
can accept or reject work offered to them.

Casual employees are paid a loading to compensate
them for lack of entitlements such as annual leave,
personal leave and the lack of continuity of work. Casual
employees are not entitled to notice of termination or
redundancy. If casual employees are rostered to work on
public holidays, they are entitled to payment for

that holiday.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances.

Templates and tools

Download the Flat Rate calculator to work out the
hourly flat rate that takes into account overtime and
penalty rates. Visit dairyaustralia.com.au/people

Further reading

More information on the National Employment
Standards, Individual Flexibility Arrangements,
Pay rates and the Pastoral Award 2020 is
available on the People in Dairy Website.

Visit dairyaustralia.com.au/people

What is the loading for casual workers?

Under the Pastoral Award 2020 - 25 per cent. For WA
state employers — 25 per cent.

What is casual conversion?

The Pastoral Award 2020 and the National Employment
Standards provide for conversion of casual employment
to permanent employment.

Employers should note that they are required to provide
a copy of this document to all casual employees before
or as soon as possible after they start work.

July 2026
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Do | have to pay a minimum of 3 hours
each shift?

For part-time employees the award specifies that the
employer must roster the employee for a minimum of

3 hours on any shift. For casual employees, the award
specifies that on each occasion the casual attends

for work they are entitled to a minimum payment of 3
hours' work. This means that if the employee is doing two
milkings per day each milking must be paid at a minimum
of 3 hours. You can't add them together to make up the
3-hour minimum. The minimum engagement period for full
time secondary school students aged 18 years or younger
is 2 hours.

Do | have to pay casuals and part timers
overtime and penalty rates for work on
weekends and public holidays?

Under the Pastoral Award 2020 ordinary hours are 152
hours worked over a four-week period. All hours worked
over the 152 hours are paid at overtime rates. Ordinary
hours for casuals are the same as for full-time employees.

For full and casual employees, once the 152 hours have
been worked, overtime is at the rate of time and a half
for all hours worked, with double time being paid for any
work done on Sundays. Feeding and watering stock on
Sundays is paid at the rate of time and one half. Milking is
not regarded as ‘feeding and watering stock'.

Overtime for casual employees is calculated the same
way as for permanent full time employees. That is,
overtime is not payable until 152 hours have been worked
in a 4-week period regardless of the day the work is
performed.

For more information, refer to the Overtime and Ordinary
Hours fact sheet in your ESKi folder (Payroll section). Part-
time employees must be paid overtime rates for all work
performed in excess of the agreed part-time hours. All
public holidays are paid at double time. State employers
in WA do not pay penalty rates for overtime as the Farm
Employees Award which applies as of 1 July 2024 does not
provide for overtime payment.

Employees who work similar hours each week

Employees who work similar hours each week, which
are known in advance, should be hired as permanent
employees, either full time or part time and paid their
various entitlements.

Employees who work similar hours each week, which
are known in advance, should be hired as permanent
employees, either full time or part time and paid their
various entitlements. This provides employees with
greater job security and certainty of income, while
giving employers a stable and committed workforce.
It also helps ensure the employment arrangement
accurately reflects the employee's regular pattern of
work and complies with workplace laws.

What is the Pastoral Award 2020?

An award is an enforceable document containing
minimum terms and conditions of employment in
addition to any legislated minimum terms.

The Fair Work Commission has responsibility for
making and varying awards in the national workplace
relations system.

As of 1 January 2010, the only federal award which
applies to the dairy industry is the federal Pastoral
Award 2020.

Do | have to pay overtime if | pay a flat
hourly rate?

In some circumstances it may be more straightforward
to work out a package for employees, which includes a
flat hourly rate of pay taking into account overtime and
penalty rates.

As this is a variation to the award, the employer and
employee must formalise the pay rate as part of an
Individual Flexibility Agreement (IFA) or an enterprise
agreement or an annualised salary.

Individual Flexibility Agreements and enterprise
agreements must pass the Better Off Overall Test
(BOOT) to ensure that the employee is better off overall
compared with the award.

You may also consider payment of an annualised salary
which allows you to pay the same amount each week
provided certain conditions are met and the agreement
passes the No Disadvantage Test which ensures that
the employee is not financially disadvantaged when
compared to the award.

If you use an annual salary, you must pay overtime for
hours worked in excess of the agreed hours in a 4 weekly
period. You can not ‘set off’ a quiet 4 week period, where
the employee worked less hours, against a busy 4 week
period where the employee worked more hours.

The flat rate calculator will help you to work out an
hourly flat rate that takes into account overtime and
penalty rates.

For further information

Visit dairyaustralia.com.au/people

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026


https://www.dairyaustralia.com.au/people/attraction-and-employment/employment-and-reward/pay-and-conditions/pay-and-packages/awards
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Payroll

Fair Work

Government O M B U D S M A N

Pay slip template

Who can use this template?

Employers can use this template to create pay slips for their employees.

When and how do | need to issue a pay slip?

Under the Fair Work Act, pay slips must be given to an employee within one working day of pay day,
even if the employee is on leave.

Once you have filled out this pay slip you can give it to your employee electronically (by email or via a
secure online portal), or give them a printed copy.

Employers can face fines or in some cases be taken to court if they do not issue pay slips in the
required time frame, don’t provide them at all, or don't include the right information on a pay slip.

e For more information on pay slip requirements visit fairwork.gov.au/payslips

e Employers can only deduct money from an employee’s pay (other than relevant tax
deductions) in limited circumstances. If you plan to deduct money from an employee’s pay,
check if the deduction is allowed at fairwork.gov.au/deductions

e Forinformation on tax and superannuation requirements, visit the Australian Taxation Office
website at ato.gov.au

What information must not be included on a pay slip?
Pay slips must not mention paid family and domestic violence leave.

For information about how this type of leave should be recorded, see fairwork.gov.au/payslips

0 Instructions for completing this template

e The template on the following page is colour-coded to make it easier to complete.

e Replace the <red text inside the angle brackets> with details that are relevant to your
situation. Once you've filled it in, remove the brackets and change the text to black.

e Extra notes and guidance are shown [in purple text inside square brackets]. Be sure to
delete these notes before you finish.

e Remember to keep copy of the pay slip for your records.

Note: We update our templates from time to time. Make sure you’re using the latest
version from fairwork.gov.au/templates

The Fair Work Ombudsman is committed to providing you with advice that you can rely on.

The information contained in this template is general in nature. If you are unsure about how it applies to your situation
you can call our Infoline on 13 13 94 or speak with a union, industry association or a workplace relations professional.

Last updated July 2026
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4% Fair Work

Australian Government O M B U D S M A N

EXAMPLE PAY SLIP

IMPORTANT: The information contained in the below pay slip is shown as an example only.
The business, superannuation fund, bank and employee details are not real.

The figures used may not accurately reflect the current award rates and entitlements. You can
check current pay rates, as well as other entitlements like allowances and penalty rates, using
our Pay calculator at fairwork.gov.au/pact

PAY SLIP
Employer: A Pretend Business Pay period: 16/07/2026 to 22/07/2026
ABN: 12 345578 910 Pay date: 23/07/2026
Employee: lo Worker
Employment status: Part-time
Award: Fast Food Industry Award
Classification: Level 1 Annual leave balance: 47.3 hours
Hourly rate: $27.81 Personal/carer's leave balance: 23.9 hours
Entitlements
Description Hours/units Rate Total
Ordinary hours 15.0 $27.81 5417.15
Personal/carer's leave 6.5 §27.81 S$180.77
Laundry allowance (per shift) 2.0 51.28 52.56
Saturday penalty rate 2.0 56.95 $55.60
Overtime — first 2 hours 1.5 $41.72 562.58
Total gross payment $718.66
Deductions
Income tax 555.30
On-site Childcare Service Pty Ltd (employer subsidised childcare) $38.00
Total deductions £03.30
Superannuation
Employee superannuation fund Pty Ltd $86.24
Total contribution 586.24
Bank details: A Pretend Bank
BSB: 123-456
Account: 1234 5673
Total net payment | $625.36




TEMPLATE - Pay slip

<Add your business letterhead if required>

Payroll

[This template is provided as a best practice example. Information marked with an asterisk (*) must
be included on a pay slip under workplace laws. Other information is optional but encouraged. You
should check your award or enterprise agreement for any additional pay slip requirements.]

PAY SLIP

*Employer: <insert business name>
*ABN: <insert ABN>
*Employee: <insert employee name>

Employment status: <full-time/part-time/
casual>

<Award/Agreement>: <insert
award/agreement title, if applicable>

Classification: <insert classification>
*Hourly rate: $00.00
*Annual salary: [if applicable] $00,000

*Pay period: <insert date> to <insert date>

*Pay date: <insert date>

[Annual and personal leave balances are not

applicable to casual employees]
Annual leave balance: <xx days/hrs>
Sick/carer’s leave balance: <xx days/hrs>

Entitlements

Description Hours/units Rate Total

*QOrdinary hours

[This includes rostered hours worked where

penalty rates apply, for example on a Saturday

shift. It does not include overtime hours. You *00.00 *$00.00 *$00.00

must use separate rows to record any penalty

amounts paid for ordinary hours, and any

overtime worked.]

<insert any leave taken during the pay period>

[Important: Family and domestic violence 00.00 $00.00 $00.00

leave and leave balances must not be

identified on a pay slip.]

<insert name of entitlement> 00.00 $00.00 $00.00

<insert name of entitlement> 00.00 $00.00 $00.00

<insert name of entitlement> 00.00 $00.00 $00.00
Total gross payment *$00.00

[Rows should be added or deleted as required to include any amount paid to the employee as a
bonus, loading, allowance, penalty rate, incentive based payment or other separately identifiable

entitlement.]

ESKi July 2026

25



Deductions
*Income tax *$00.00
*<insert any other deductions>
[Each deduction needs to be listed separately. Rows may be added or deleted as
. . . . ) *$00.00
required to include all deductions made. Deductions must include the name, or
name and number, of the fund or account into which the deduction was paid.]
Total deductions *$00.00
*Superannuation
*<insert account/fund name (or name and number of fund)> *$00.00
Total contribution *$00.00

NET PAY

[This is the amount paid after tax and any other allowable deductions have been deducted from
the total gross payment.

Use this section to confirm the details of the bank account that wages have been paid to. If the
employee is paid by cash or cheque, delete the details below and enter ‘CASH/CHEQUE'.]

Bank details: <insert name of bank for employee’s bank account>
BSB: <insert BSB for employee’s bank account>
Account: <insert account number for employee’s bank account>
Total net payment *$00.00




Australian Government

Australian Taxation Office

Superannuation

For employers and employees

standard choice form

Use this form to choose the super fund your employer will pay your super into. Your choice of

super fund is an important decision for your future.

If you don’t complete this form, your employer can pay your super into your existing fund
identified by the ATO. If you don’t have one, your employer can pay into a new account in their
default super fund. You can find more information on page 5.

How to complete online

Save time: use the online form

- Australian Government

m
Gg;

Use the online form in myGov to choose your super fund.
Your super account details will automatically be filled
in for you.

Australian Taxation Office

1 Signinto myGov and select ATO in your services

2 In the menu select Employment, and then
New employment. You'll need your employer’s
information on page 3 to complete this form.

3 Select your preferred fund and give a copy to
your employer.

Information

For employees

Addional information about super is located at the end of
this form. You can also visit ato.gov.au/individuals/super

For employers

Use the form to offer employees their choice of

super fund. You must fill in the details of your nominated
super fund, also known as your default fund, on

page 3 before giving the form to an employee.

For more information on super, offering an employee
a choice of fund or paying super contributions,
visit ato.gov.au/employersuper

NAT 13080-03.2023

OFFICIAL: Sensitive (when completed)

Section A Your details

Full name

Employee number (if known)

IIRRENNEENENEEEN

Tax file number (TFN)

Lo e B

© You don't have to provide your TFN but if you don't, there
may be consequences such as your contributions being
taxed at a higher rate. See page 5 for more information.

I choose for my super to be paid into

Select one of the options below and complete relevant section.

>
| want my employer to pay into a

super account | have already opened.

gl section ¢

D My existing super fund

D My employer’s default
super fund

| want my employer to open a new
account for me in their default fund.

D My private self-managed
super fund (SMSF)

gl sectionD

| am a member and a trustee
responsible for managing the fund.
| may have up to 6 members in the fund.

Page 1



SectionB My existing super fund

Super fund details

© You can find your super fund details by:
« logging into your super fund member portal or online account
« contacting your super fund directly
« through ATO online services via myGov or the ATO app.

Super fund name

Super fund Australian business number (ABN)

L oo e e

Unigue superannuation identifier (USI)

INNNEEEENNEEEE

© The USlis used to identify different super funds and specific super fund products. It is different to your member account number.
You can find your USI on your super fund’s website or by contacting your super fund directly.

Your member account number

INNRENNEREREEEEE

© You can find your member account number on your member account statement, by logging into your super fund account,
contacting your super fund directly or through ATO online services via myGov or the ATO app.

Your name as it appears on your account

© This must match the name shown on your super account. This may be your current name, or a previous name.

Required documentation

You need to attach a letter of compliance of your chosen super fund to confirm it is a complying fund and can accept contributions
from your employer.

For most super funds you can find their letter of compliance on their website. For other funds, you will need to contact them for this
information.

|:| | have attached a letter of compliance from my super fund

Declaration

I hereby declare that the information | have provided in relation to the nominated super fund is true and correct and | am authorised to
provide the information requested.

Signature

Date
Month Year

nnfinnyinnnn

© I you have completed this section, this is the end of the form. Return this form to your employer as soon as possible.

OFFICIAL: Sensitive (when completed) Page 2



SectionC My employer’s default super fund

]
~

Employer to complete

© Employers must complete this section before providing the form to an employee.

Business name

Australian business number (ABN)

Lo oo et

Super fund name

Super fund Australian business number (ABN)

Lo oo et

Unigue superannuation identifier (USI)

ANRRENNEREREEE

Employee to complete

© Make sure the employer default super fund details above have been completed by your employer before you use this form.
Ask your employer if it hasn’t been done.

|:| I choose for my employer to open a new account for me with their default super fund

Signature

Date
Month Year

nnfianlinnns

© I you have completed this section, this is the end of the form. Return this form to your employer as soon as possible.

Information for Employers

If an employee doesn't return this form Setting up and paying super

If your employee starts work on or after 1 November 2021, for your business
most employers must request the employee’s stapled

super fund details before making a super contribution. For more information on your super choice obligations,

including when you need to offer choice and setting up a
If an employee doesn't provide you with the correct details, default super fund, visit ato.gov.au/employersuper
or the fund can't accept your contributions, you will need to
request their stapled super fund details from the ATO.

, Help for employers
If the ATO advises the employee does not have a
stapled super fund, you can make the payment to your Phone 13 10 20 between 8am and 6pm, Monday to Friday,
nominated default super fund. For more information, to speak to a tax officer about employer super obligations.

visit ato.gov.au/stapledsuperfund

OFFICIAL: Sensitive (when completed) Page 3



SectionD My private self-managed super fund (SMSF)

SMSF details
SMSF name

SMSF Australian business number (ABN)

L oo e e

SMSF electronic service address (ESA)

@ AnESAis used so the fund can receive electronic messages and payments from your employer using SuperStream. You can find
your ESA by contacting your SMSF messaging provider or through your SMSF administrator, tax agent, accountant or bank.

Your full name as it appears on your account

© This must match the name shown on your super account. This may be your current name, or a previous name.

SMSF bank account details

BSB code (please include all six numbers)

INNEEE

T

Required documentation

Bank account name

You need to attach a document confirming the SMSF is an ATO regulated super fund. You can find a copy of the compliance status for
your SMSF at superfundlookup.gov.au

|:| | have provided evidence from the ATO this is a regulated SMSF

| hereby declare that the information | have provided in relation to the nominated super fund is true and correct and | am authorised to
provide the information requested

Signature

Date
Month Year

anlinnlinnnn

© I you have completed this section, this is the end of the form. Return this form to your employer as soon as possible.

OFFICIAL: Sensitive (when completed) Page 4



Additional information for Employees

You can choose any eligible super fund as
your chosen fund for your employer to pay
your super into. It's an important decision
that can affect your retirement savings.

If you choose not to complete this form

If you are a new employee and choose not to complete this
form, your employer will check with the ATO if you have an
existing super fund. If you do, your super can be paid into
this fund, called your ‘stapled super fund-.

« If you have multiple funds the ATO will choose one of
them as your stapled fund — it may not be the fund you
would prefer.

« If the ATO is unable to identify a stapled fund, your
employer will be advised to pay your super into their
default super fund listed in Section C.

« If you started your current employment before
1 November 2021, your employer will pay your super
into their default super fund listed in Section C.

For more information about stapled super funds,
visit ato.gov.au/individuals/super

Tools and resources

» Compare MySuper products
ato.gov.au/yoursuper

« Keeping track of your super
ato.gov.au/keepingtrack

« What to consider when choosing a super fund
moneysmart.gov.au/how-super-works/choosing-a-
super-fund

« How to combine more than one super fund
moneysmart.gov.au/how-super-works/consolidating-
super-funds

Providing your TFN

You don’t have to provide your TFN, but if your super fund
does not have it, your super contributions may be taxed
at a higher rate and you won't be able to make personal
contributions to your fund.

Your TFN also makes it easier to keep track of any super
accounts in your name so that you receive all your super
when you retire.

OFFICIAL: Sensitive (when completed)

Finding lost super

It is important to keep track of your super. If you've ever
changed your name, address or job, you may have lost
track of some of your super.

Having multiple super accounts could mean you are
paying fees you are unaware of, which could reduce your
retirement savings. Your super is your money, you should
check it regularly.

If you have more than one super fund

Having more than one super account could mean you're
paying multiple fees and charges, which may reduce your
retirement savings. You can consolidate multiple accounts
using our ATO online services through myGov.

Before you consolidate accounts, you may want to
seek advice on fees this may incur or if you will lose any
valuable insurance.

For more information, visit moneysmart.gov.au/how-life-
insurance-works/insurance-through-super

For additional support

Phone 1310 20 between 8am and 6pm, Monday to Friday,
to speak to a tax officer.

If you do not speak English well and want to talk to a tax
officer, phone the Translating and Interpreting Service on
1314 50 for help with your call.

If you have a hearing or speech impairment and have
access to appropriate TTY or modem equipment, phone
13 36 77. If you do not have access to TTY or modem
equipment, phone the Speech to Speech relay Service on
1300 555 727.

Your privacy

This form is provided as a means for employees to provide
necessary superannuation information to their employer.
The ATO does not collect this information. An employer

is authorised to collect their employee’s TEN under the
Superannuation Industry (Supervision) Act 1993. It is not
an offence for an employee not to quote their TEN. If an
employee does not provide their superannuation fund
details to their employer, the employer may request the
information from the ATO.

For more information regarding employee privacy rights
contact your superannuation fund.

Page 5
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Dairy
Australia

AN

Payroll

Roster template

Arosteris a list or a plan that shows when people who
work on the farm will be on duty. Rosters are typically
used to schedule time off and to schedule tasks. A roster
can be a formal computer-generated spreadsheet or
written on a year planner, calendar, whiteboard or a
roster template. There are also lots of rostering apps
available too.

You should notify your employees of their ordinary
hours of work in accordance with a roster which
you are required to provide to them in advance:

+ From 1January 2014, all awards include a term that
requires employers to genuinely consult with their
employees about changes to their regular roster
and ordinary working hours.

You should display rosters for your full and part-
time employees that show the starting and finishing
times of their shifts.

+ The rosters should be displayed in an obvious place
where all of your employees will see them — such as
noticeboard.

- You are required to roster a part-time or casual

employee for a minimum of three consecutive hours
on any shift.

Suggested steps for doing up a roster

Step 1 Draft your roster, with the following

points in mind

+ Ensure everyone on the farm (including yourself) have
the time and opportunity to pursue interests on a
regular basis outside of work on the farm.

Ensure the hours worked by all the people on the farm
are consistent with their expectations.

+ Roster on extra people if needed rather than allocate
too many hours to a few individuals.

+ A carefully designed roster can help avoid the need to
pay penalty rates for overtime.

Include time for taking breaks and going on leave.

Make sure people are covered for when they are
on leave.

+ Breaks are important for providing rest time as well
as an opportunity to get together and chat.

+ Adhere to the Pastoral Award 2020 and the NES for
entitlements to meal breaks, rest breaks and leave.

Under the National Employment Standards, certain
employees (including parents with children under school
age or a disabled child under 18) have the right to
request flexible working arrangements — visit
fairwork.gov.au/employment-conditions/flexibility-in-
the-workplace/flexible-working-arrangements

Step 2 Consult with employees and gain
their commitment

Step 3 Stick to your roster
+ Rosters should only be changed in exceptional
circumstances.

+ Changes should only be made after genuine
consultation with employees.

Note: If you want to change a roster for regular employees you need to consult with them.
Visit dairyaustralia.com.au/people July 2026
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Payroll

Excerpt from the Pastoral Award - find the full Pastoral Award on the
Fair Work website. https://awards.fairwork.gov.au/MA000035.html

(c) If the employer acts as mentioned in clause 30.1(b)(ii), the employee is entitled to a payment of an
amount equal to the difference between the ordinary rate of pay of the employee (inclusive of all-
purpose allowances, shift rates and penalty rates applicable to ordinary hours) for the hours of
work the employee would have worked in the first role, and the ordinary rate of pay (also inclusive
of all-purpose allowances, shift rates and penalty rates applicable to ordinary hours) of the
employee in the second role for the period for which notice was not given.

30.2 Employee leaving during redundancy notice period

(@) An employee given notice of termination in circumstances of redundancy may terminate their
employment during the minimum period of notice prescribed by section 117(3) of the Act
(http://www.legislation.gov.au/Series/C2009A00028).

(b) The employee is entitled to receive the benefits and payments they would have received under
clause 30 or under sections 119 to 123 of the Act
(http://www.legislation.gov.au/Series/C2009A00028) had they remained in employment until the
expiry of the notice.

(c) However, the employee is not entitled to be paid for any part of the period of notice remaining
after the employee ceased to be employed.

30.3 Job search entitlement

(@) Where an employer has given notice of termination to an employee in circumstances of
redundancy, the employee must be allowed time off without loss of pay of up to one day each
week of the minimum period of notice prescribed by section 117(3) of the Act
(http://www.legislation.gov.au/Series/C2009A00028) for the purpose of seeking other employment.

(b) If an employee is allowed time off without loss of pay of more than one day under clause 30.3(a),
the employee must, at the request of the employer, produce proof of attendance at an interview.

(c) A statutory declaration is sufficient for the purpose of clause 30.3(b).

(d) An employee who fails to produce proof when required under clause 30.3(b) is not entitled to be
paid for the time off.

(e) This entitlement applies instead of clause 29.2.

Part 6—Broadacre Farming and Livestock Operations

31. Classifications
[Varied by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf)]

31.1 Farm and livestock hand level 1 (FLH1)
An employee at this level includes:

[31.1(a) varied by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(a) Station hand with less than 6 months’ experience in the industry;

[31.1(b) varied by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(b) Station cook with less than 6 months’ experience in the industry;

ESKi July 2026
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Sample - download Pastoral Award on the Fair Work website.

[31.1(c) varied by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(c) Station cook’s offsider with less than 6 months’ experience in the industry; and

[31.1(d) substituted by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(d) Cattle farm worker grade A who:
¢ works under direct supervision either individually or in a team environment;

¢ understands and undertakes basic quality control/assurance procedures including the ability to
recognise basic quality deviations/faults;

e understands and utilises basic statistical process control procedures; and

e has less than 6 months’ experience in the industry (after which the employee will progress to
Cattle farm worker grade B).

Indicative of the tasks which an employee at this grade may perform are the following:

e routine mustering;
e routine fence repairs;
e aerial stock sighting;
e repetitive packing and/or unpacking; and
e kitchen/cooking assistance not involving food preparation.
(e) Feedlot employee level 1 with less than 3 months’ experience in the industry.

[31.1(f) varied by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(f) Dairy operator grade 1A with less than 6 months’ experience in the industry who:

e uses their knowledge and skills to perform set procedures such as milking and attending to
livestock, haymaking, fencing.

Indicative of the tasks which an employee at this level may perform are the following:

e operate milking plant and equipment in a safe manner;

e identify and report equipment not operating normally;

e work co-operatively as part of a team;

e read and record instrument information i.e. milk vat temperatures and cow numbers; and
e understand the principles of safe working.

31.2 Farm and livestock hand level 2 (FLH2)

An employee at this level includes:

[New 31.2(a) inserted by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf)
ppc 01Apr25]

(a) Station hand with 6 to 12 months’ experience in the industry.
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[New 31.2(b) inserted by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf)
ppc 01Apr25]

(b) Station cook with more than 6 months’ experience in the industry.

[31.2(c) inserted by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc
01Apr25]

(c) Station cook’s offsider with more than 6 months’ experience in the industry.

[31.2(a) renumbered as 31.2(d) by PR781364
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc 01Apr25]

(d) Cattle farm worker grade B who:

« performs work above and beyond the skills of a cattle farm worker grade A and to the level of
their training;

e is responsible for the quality of their own work subject to routine supervision;
» works under routine supervision either individually or in a team environment; and
e exercises discretion within their level of skills and training.

Indicative of the tasks which an employee at this level may perform are the following:

e receive, check, despatch and record goods received and sent;

e assist a tradesperson;

e basic non-trades daily maintenance of equipment used by the employee;
e sort and cut out stock;

e sort and brand yarded stock;

e fence repairs;

e kitchen/cooking assistance not involving unsupervised food preparation;
e boundary riding;

o forklift, overhead crane, winch or tractor operation; and

¢ household domestic work other than childcare or child education.

[31.2(b) renumbered as 31.2(e) by PR781364
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc 01Apr25]

(e) Feedlot employee grade 1 with more than 3 months’ experience in the industry who:
o works under direct supervision with regular checking of their work.

Indicative of the tasks which an employee at this level may perform are the following:

¢ perform cattle handling procedures;

o perform cattle health and welfare procedures;

e assist with euthanasing livestock;

e assist with performance of cattle post-mortem procedures;

e transport, handle and store chemicals applicable to primary work area;
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e prepare and apply chemicals applicable to primary work area;

e operate moving plant and equipment competently and efficiently;

e perform grain processing procedures;

e perform feed manufacture and delivery procedures;

e perform hygiene and housekeeping procedures associated with the primary work area;

e perform feedlot and environment maintenance procedures;

e possess understanding of industry quality assurance programs and all site operating procedures;
and

e carry out workplace work health and safety procedures.

[31.2(f) inserted by PR781364 (https://www.fwc.gov.au/documents/awardsandorders/pdf/pr781364.pdf) ppc

01Apr25]

U]

Dairy operator grade 1A with 6 to 12 months’ experience in the industry.

31.3 Farm and livestock hand level 3 (FLH3)

An employee at this level includes:

(a)

(b)

Station hand who:

e has at least 12 months’ experience in the industry as a station hand; but

e does not conform to the definition of senior station hand (FLH5) in clause 31.5.
Dairy operator grade 1B with 12 months’ experience in the industry who:

e uses their knowledge and skills to perform set procedures such as milking and attending to
livestock, haymaking, fencing.

Indicative of the tasks which an employee at this level may perform are the following:

e operate milking plant and equipment, in a safe manner;

e identify and report equipment not operating normally;

e work co-operatively as part of a team;

e read and record instrument information i.e. milk vat temperatures and cow numbers; and

e understands the principles of safe working.

31.4 Farm and livestock hand level 4 (FLH4)

An employee at this level includes:

(a)

Feedlot employee level 2 who:
e has 2 years’ experience in the feedlot industry; and

e works under routine supervision with intermittent checking of their work.

Indicative of the tasks which an employee at this level may perform are the following:

o utilise ability to make independent work decisions at this level;

e perform cattle handling procedures;
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e perform cattle health and welfare procedures;

e euthanase livestock;

e perform cattle post-mortem procedures;

o select livestock for specific markets;

e transport, handle and store chemicals applicable to primary work area;
e prepare and apply chemicals applicable to primary work area;

e operate moving plant and equipment competently and efficiently;

e perform grain processing procedures;

e perform feed manufacture and delivery procedures;

» perform hygiene and housekeeping procedures associated with the primary work area;
o perform feedlot and environment maintenance procedures;

e possess understanding of industry quality assurance programs and all site operating procedures;
and

e carry out workplace work health and safety procedures.

31.5 Farm and livestock hand level 5 (FLH5)

An employee at this level includes:

(a)

Dairy operator grade 2 who:
e has 2 years’ experience in the industry;

e uses their knowledge and skills to multiple operations involving basic levels of problem solving
and decision making; and

e has an appreciation of the overall processes involved in a dairy farm.

Indicative of the tasks which an employee at this level may perform are the following:

(b)

e operate milking plant and equipment, undertake multiple functions, produce a quality outcome
e.g. farm machinery;

e maintain machinery, undertake adjustments and size changes;
e solve problems and make decisions within given guidelines;

e know general scientific terminology and assist with processes such as machine repair, artificial
insemination, fertiliser mix design etc,;

e operate standard measuring equipment;

e operate computerised systems using menu options;

e contribute to the team in a specific role, providing input and assisting other team members; and
e work at times without supervision.

Senior station hand is an employee who:

e has at least 2 years’ experience in the industry; and
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e is capable of performing efficiently without supervision any of the tasks reasonably required of
them.

Indicative of the tasks which an employee at this level may perform are the following:

31.6

e drive, maintain and operate farm vehicles and machinery;
¢ animal husbandry;

e stock handling;

e irrigation work; and

e use of chemicals.

Farm and livestock hand level 6 (FLH6)

An employee at this level includes:

(a) Feedlot employee level 3 who:

e has Certificate lll qualifications;
¢ has worked in the feedlot industry for at least 2 years; and

o works with limited supervision with checking of their work related to overall progress.

Indicative of the tasks which an employee at this level may perform are the following:

31.7

e utilise ability to make independent work decisions;

o utilise Certificate Il qualifications daily in the employee’s primary work area;
e perform cattle handling procedures;

e perform cattle health and welfare procedures;

e euthanase livestock;

e perform cattle post-mortem procedures;

e select livestock for specific markets;

e transport, handle and store chemicals applicable to primary work area;

e prepare and apply chemicals applicable to primary work area;

e operate moving plant and equipment competently and efficiently;

e perform grain processing procedures;

e perform feed manufacture and delivery procedures;

¢ perform hygiene and housekeeping procedures associated with the primary work area;
e perform feedlot and environment maintenance procedures;

e possess understanding of industry quality assurance programs and all site operating procedures;
and

o carry out workplace work health and safety procedures.

Farm and livestock hand level 7 (FLH7)

An employee at this level includes:
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(a)

Senior dairy operator grade 1 who:

e uses their knowledge and skills to coordinate the operation of a farm process or area of expertise
e.g. milking and animal attendance, pasture and farm maintenance, breeding programs and
artificial insemination area.

Indicative of the tasks which an employee at this level may perform are the following:

(b)

e overview of all farm operations;
e show strong planning and organising abilities, develop work plans to achieve objectives;

e operate computer equipment and software packages requiring set-up and basic function
operation;

e maintain equipment requiring modification, part replacement and overhauls;

e gather information, generate a range of options and implement a course of action to solve
problems;

e demonstrate a comprehensive understanding of the dairy industry monitoring the industry
through literature;

e use measuring equipment requiring calibration and measurement conversion;
e use established scientific processes in at least one area of specification;

e co-operate with other team members, establish priorities and work goals; and
e work with others to develop their competencies.

Feedlot employee level 4 who:

e has Certificate Ill qualifications;

e has worked in the feedlot industry for at least 2 years; and

e works with limited supervision with checking of their work related to overall progress.

Indicative of the tasks which an employee at this level may perform are the following:

o utilise ability to make independent work decisions;
o utilise Certificate Ill qualifications daily in the employee’s primary work area;
e perform cattle handling procedures (where livestock operation is the primary work area);

o perform cattle health and welfare procedures (where livestock operation is the primary work
area);

e euthanase livestock (where livestock operation is the primary work area);

o perform cattle post-mortem procedures (where livestock operation is the primary work area);
o select livestock for specific markets;

e transport, handle and store chemicals applicable to primary work area;

e prepare and apply chemicals applicable to primary work area;

e operate moving plant and equipment competently and efficiently;

e perform grain processing procedures (where feeding and milling operations is the primary work
area);
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31.8

e perform feed manufacture and delivery procedures (where feeding and milling operations is the
primary work area);

e perform hygiene and housekeeping procedures associated with the primary work area;

« perform feedlot and environment maintenance procedures (where feedlot and environment
maintenance operations is the primary work area);

e possess understanding of industry quality assurance programs and all site operating procedures;

e carry out workplace work health and safety procedures.

Farm and livestock hand level 8 (FLH8)

An employee at this level includes:

Senior dairy operator grade 2 who:

¢ under the direction of the owner or manager uses their expertise and skills in order to supervise
and maintain the operation of a dairy farm.

Indicative of the tasks which an employee at this level may perform are the following:

32.

e set and monitor work goals;

e anticipate potential problems/issues and determine the best course of action;

¢ approach the resolution of conflict using objectivity and reason, differentiating between the two;
e supervise other grades;

» where appropriate, seek to develop team performance and cohesion, taking into account
competencies and the needs of team members;

e keep abreast of dairy industry trends and changes;

e where necessary, exercise foresight in relation to farm needs and make recommendations to farm
management; and

e operate scientific processes necessary to achieve farm objectives.

Minimum rates

[Varied by PR724570 (https://www.fwc.gov.au/documents/awardsandorders/html/pr724570.htm), PR729290
(https://www.fwc.gov.au/documents/awardsandorders/html/pr729290.htm), PR729479
(https://www.fwc.gov.au/documents/awardsandorders/html/pr729479.htm), PR740716
(https://www.fwc.gov.au/documents/awardsandorders/html/PR740716.htm), PR740884
(https://www.fwc.gov.au/documents/awardsandorders/html/PR740884.htm), PR762145
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr762145.pdf), PR762308
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr762308.pdf), PR773920
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr773920.pdf), PR774088
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr774088.pdf), PR786573
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr786573.pdf), PR786739
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr786739.pdf), PR799316
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr799316.pdf), PR799473
(https://www.fwc.gov.au/documents/awardsandorders/pdf/PR799473.pdf)]

32.1

Adult rates

[32.1 varied by PR729290 (https://www.fwc.gov.au/documents/awardsandorders/html/pr729290.htm), PR740716
(https://www.fwc.gov.au/documents/awardsandorders/html/PR740716.htm), PR762145
(https://www.fwc.gov.au/documents/awardsandorders/pdf/pr762145.pdf), PR773920



Leave

What are
employees’ leave
entitlements Vi

Annual leave Resource in this section

All full-time employees are entitled to four weeks paid annual leave |:I Application for leave form
each year. Part-time employees accrue paid annual leave on a pro rata

|:| Leave record template
(proportional) basis. The Pastoral Award 2020 provides for a 17.5 per cent

annual leave loading to be paid to award employees when taking annual
leave and upon termination if any annual leave is paid out.

Leave loading is a payment of 17.5 per cent in addition to the base rate of
pay to compensate employees for the loss of overtime pay while they are on
annual leave.

Casual employees are not entitled to annual leave as the casual loading is
calculated to include a component to compensate them for loss of annual
leave entitlements.

Can employees cash out their annual leave?

Employers and employees covered by the Pastoral Award 2020 can agree
in writing to cash out annual leave. Check clause 20.12 of the Pastoral Award
2020 for conditions.

Each agreement to cash out annual leave must be in writing and the
payment must be for the full amount that the employee would have been
paid if the employee had taken the leave. A separate agreement is required
each time annual leave is cashed out.

Schedule G in the Pastoral Award 2020 has a template you can use if an
employee wishes to cash out annual leave.

Employees who are not covered by an award or enterprise agreement
(such as managers) may agree in writing with their employer to cash out
annual leave.

Can an employee request annual leave at the
busiest time of year?

The information you are looking for is contained in the National Employment
Standards. The National Employment Standards state, at section 88:

Taking paid annual leave:

+ Paid annual leave may be taken for a period agreed between an
employee and his or her employer.

+ The employer must not unreasonably refuse to agree to a request by the
employee to take paid annual leave.
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Can | make an employee take leave?

Terms about excessive leave in the Pastoral Award 2020 changed as of
29 July 2017.

Accrued annual leave is regarded as ‘excessive’ if more than eight weeks
annual leave has accrued. If employees have accrued excessive annual
leave, the employer and the employee can discuss ways to reduce or
eliminate the amount of leave owing.

1

If the employer and the employee cannot agree on the taking of leave,
clauses 20.6 — 20.8 of the Pastoral Award 2020 provide a procedure for
the employer to direct the employee to take the excessive leave and

a procedure for the employee to require the employer to grant the
excessive leave.

These provisions only apply if there is an excessive leave balance (more than
eight weeks leave accrued).

How much sick leave do | have to pay?

Sick leave is now called personal leave. Under the National Employment
Standards full-time employees (other than casuals) are entitled to 10 days
paid personal/carer’s leave for each year of service.

Casuals are not entitled to paid personal leave as there is a component on
the casual loading to compensate for this. Part time employees receive pro
rata personal leave.

Personal/carer's leave accrues on the basis of the employee's ordinary hours
of work progressively throughout the year and from year to year and there

is no cap on how much of this leave can be used for carer's leave. Personal
leave can be taken if the employee is not fit for work due to personal illness
or injury, and generally a doctor’s certificate should be provided.

Carer's leave can be taken to provide care or support for a member of the
employee’s household orimmediate family due to personalillness or injury
or an unexpected emergency. Payment for personal/carer's leave is at the
employee’s base rate of pay for ordinary hours of work. Unpaid carer's leave
may also be taken if personal leave has been used up.

What are the other leave entitlements?
Long service leave

The long service leave laws vary from state to state. Note that as 1
November 2018, long service leave entitlements changed in Victoria.

Unpaid leave

+ Parental and adoption leave of 12 months (unpaid), with a right to request
an additional 12 months.

« Community service leave, for activities dealing with certain emergencies
or natural disasters.



Leave

Family and domestic violence leave

Family and Domestic Violence Leave is a National Employment Standards
entitlement of 10 days' paid leave per 12-month period for domestic violence
victims to deal with family and domestic violence.

From 1 August 2023, all farm businesses regardless of size, are subject to the
National Employment Standard relating to this entitlement.

Family and domestic violence means

+ Violent, threatening or other abusive behaviour by a close relative of an
employee, a member of an employee's household, or a current or former
intimate partner of an employee that seeks to coerce or control the
employee and that causes them harm or to be fearful.

Close relative means the following:

+ amember of the employee’s immediate family; or

+ is related to the employee according to Aboriginal or Torres Strait islander
kinship rules.

Immediate family means

+ aspouse, de facto partner, child, parent, grandparent, grandchild, sibling
of employee;

+ aspouse, de facto partner, child, parent, grandparent, grandchild, sibling
of employee’s spouse or de facto partner;

When does family and domestic violence leave commence?

Family and Domestic Violence Leave applies in full to all employees including
part time and casual employees as of 1February 2023 or 1 August 2023 for
small business employers.

Employees who are already employed when the paid leave entitlement starts
can access the full 10 days from their start date. The leave then renews on the
anniversary of when they commenced working for their employer.

The start of a casual or seasonal employee’s employment is the start of that
employee’s first employment with the employer.

Family and Domestic Violence Leave does not accrue progressively or
accumulate from year to year but is available in full at the commencement
of each 12-month period of the employee’'s employment.

Family and domestic violence victims do not have to have exhausted other
forms of leave before accessing Family and Domestic Violence Leave..

Notice and evidence requirements

+ Notice must be given to the employer as soon as practicable which can
be after the leave has started.

+ The employee must advise employer of the expected period of the leave.

- If required by the employer, the employee must provide evidence that
would satisfy a reasonable person that the leave is:

- taken because the employee is experiencing family and
domestic violence;

— the employee needs to do something to deal with the impact of the
family and domestic violence; and

- itis impractical for the employee to do that thing outside the employee’s
ordinary hours of work.
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You must keep written time and wages
records for your employees for 7 years

/

Learn more

For information and resources visit
dairyaustralia.com.au/people

Examples of actions which an employee experiencing family and domestic
violence may undertake include arranging for the safety or relocation of the
employee or a close relative, attending court hearings, accessing police
services, attending counselling sessions and appointments with medical
financial or legal professionals.

Types of evidence

Types of evidence can include:

+ documents issued by the police service;

+ documents issued by a court;

+ family violence support service documents, or
+ a statutory declaration.

Confidentiality requirement

Employers must ensure that any information provided by the employee

with respect to Family and Domestic Violence Leave is treated confidentially.
Family and Domestic Violence Leave balances should NOT be shown

on payslips.

This confidentiality requirement does not prevent the employer from making
a disclosure if required to do so by Australian law or to protect the life, health
or safety of the employee or another person.

Which leave gets paid out on termination?

Accrued annual leave must be paid out on termination. You don't have to
pay out accrued personal/carer’s leave. Long service leave may have to be
paid out on termination depending on the laws in your state.

Record keeping

Under the Fair Work Act employers have to keep written or electronic time
and wages records for their employees for 7 years, including records of
leave taken and leave balances. Maintaining employee leave records
can take up a lot of time. If you employ a number of staff, talk to your
accountant or bookkeeper about investing in a computerised accounts
package such as MYOB or Quickbooks.

Leave checklist

El Do you have processes in place for employees to apply for annual,
personal, compassionate, parental, community service and long
service leave? See Application for Leave form

|:| Do you maintain accurate records of employee leave entitlements? See
Leave record templates


http://dairyaustralia.com.au/people

<insert name of employer>

Application for Leave

Leave

Name

Date

Leave applied for: Starting

Ending Number of
work days

Annual Leave

Personal/Carer’s Leave (including sick leave)

Compassionate Leave

Unpaid Carer’s Leave

Parental Leave

Unpaid Annual Leave

Other Leave (jury duty, long service leave,
community service)

Less Holiday and date/s

Public holidays in this period

Number of work days

Days in lieu owing

RDOs owing

Total number of annual
leave days

Signed by applicant

Date

Approved by manager

Date

Comments
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Employment record: Leave record

Annual leave

Employee name:

Leave

Date employee commenced: / / Shift worker*: [] Yes ] No
Leave accrual Details of leave taken Leave
Date Hours Leave taken Amount paid :’;:::;76
accrued From To Amount paid $ | Date paid mins)

/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours
/ / hours / / / / / / hours

Note:

1. All records must be retained for a minimum of 7 years from the date the employee ceases their

employment or an alteration to the record is made, whichever occurs first.

2. Where there is a transfer of a business from the old employer to the new employer (e.g. the business
changes hands), employee records must be transferred to the new employer for each transferring

employee.

3. An employer must ensure that employee records are not, to the extent of their knowledge, false or

misleading.
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Annualised salaries

Annualised
salaries

1

As of the first full pay period commencing on or after 1March 2020, the Resource in this section
Pastoral Award 2020 incluides a term allowing for an annualised salary to be

idt | |:| Template contract for an
paid to employees.

Annualised salary
While an IFA allows employers and employees to pay a flat hourly rate an

annualised salary allows for a flat weekly or fortnightly amount to be paid
for all hours worked.

The Pastoral Award 2020 ensures that these annualised salary
arrangements don't undermine minimum employee entitlements by
providing that the agreement to pay an annulaised salary must be no less
than the amount the employee would have received under the award for the
work performed over the year of the Agreement — or less if the employment
is terminated before a year. This is called the no disadvantage test.

What can be included in an Annualised Salary?

+ Minimum wages

+ Allowances and special allowances

+ Hours of work and rostering

+ Overtime rates

+ Penalty rates

+ Annual leave loading %
+ Payment for public holidays

What is the NO Disadvantage test? ,
You must make sure that the employee is

The No Disadvantage Test compares the Annualised Salary amount with at no disadvantage when compared with
the amount that the employee would have received if they were paid the Award.

strictly according to the Pastoral Award 2020. This involves a comparison
of the financial rewards the employee would receive if they were not on the
annualised salary with the amount they are being paid on the annualised
salary. The Annualised salary arrangement will pass the No disadvantage
test if the amount is at least the same as they would have received if they
were paid by the hour with all penalties and loadings paid in accordance
with the Pastoral Award 2020.

ESKi July 2026 1
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Learn more

Download the Annualised
Salary contract at

dairyaustralia.com.au/people

g///

Check that you are using the latest
version of the Annualised Salary Pay
calculator (the new pay rates are

updated usually on 1 July each year).

g///

The annualised salary will need to
be recalculated every time there is a

minimum wage increase and to reflect
increases due to reclassification of the

employee, e.g. moving from an FLH1
after one year to an FLH3.

</

Learn more

Download the Annualised Salary
Contract, Annualised Salary
Factsheet and pay calculator at

dairyaustralia.com.au/people

Passing the No Disadvantage Test

Using the flat rate calculator, it is relatively straightforward to work out a
flat pay rate for full-time employees that takes into account overtime and
penalty rates.

To complete the calculator you must work out the outer limit of the overtime
hours that you expect that the employee will work in a pay period or roster
cycle and include this in the figures you use so that you can be sure that you
are paying the employee for all hours which will be worked.

If an employee works more than the outerlimit of hours in any pay period,
they must be paid for these additional hours worked. You can not ‘set off’ a
quiet 4 week period, where the employee worked less hours, against a busy
4 week period where the employee worked more hours.

Once you have determined the relevant minimum amounts of pay required
by law and any other benefits which you may be able to provide, you can
begin to work out a package.

See page 3 of the Individual Flexibility Arrangement section for the Flat rate
Calculator Tool example.

The process explained

Unlike an IFA an annualised salary can be offered to the employee
either before they commence working for you or once they have started
working for you. Itis just another form of employment contract.

The Annualised Salary Contract

There are specific requirements as to what must be included in
the annualised salary contract. The template contract contains
these requirements.


http://dairyaustralia.com.au/people
http://dairyaustralia.com.au/people
http://thepeopleindairy.org.au/engagement-reward/pastoral-award.htm 
http://dairyaustralia.com.au/people

Record keeping

The annualised salary contract must contain the outer limit of overtime hours
that you expect that the employee will work in any pay or roster cycle and
you must keep accurate time record of hours worked.

If in any pay period or roster cycle the employee works in excess of the hours
specified in the contract, the employee must be paid for these hours in
addition to the annualised salary.

Annual tally

Every 12 months or on termination of the employment the employer must do
a tally of the hours worked and the amounts paid to ensure that there is no
shortfall. If there is a shortfall the employer must pay this to the employee
within 14 days.

Termination of the annualised salary contract

An agreement for an annualised salary can be terminated by either party
by giving 12 months' notice or at any time by agreement between the
employer and the employee (note that this refers to the annualised salary
agreement only and the employee would remain employed but would fall
back to payment by the hour).

Annualised salaries

g

If in any pay period or roster cycle the
employee works in excess of the hours
specified in the agreement, the employee
must be paid for these hours in addition
to the annualised salary.

Eh-

Accurate time records of starting and
finishing times and breaks taken must be
kept and signed by the employee each
pay period or roster cycle.

ESKi July 2026 3
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Annualised salaries

Full time permanent
employment contract

templates

For employees on annualised salaries - May 2026

The Pastoral Award 2020 specifically requires
employers to give full-time employees a written
statement setting out their classification, applicable
pay and terms of engagement.

The employment contract must not contain any
terms or conditions for work which are inconsistent
with or less favourable to the employee than
the Pastoral Award 2020 and the National
Employment Standards. If it does these terms
and conditions will not be enforceable.

Step 1 Have all the paperwork ready that
you'll need

Before you can complete the contract template, you must
read the example contract and accompanying notes.
The contract makes reference to both the Pastoral Award
2020 and the National Employment Standards, so you
might like to have those handy. You'll need the Position
Description to make sure the contract matches the job.

Step 2 Complete the contract by filling

in the detail where indicated in red

This contract caters for full-time permanent

employees - fill in the detail, where indicated in red.
There is a separate contract for casual workers available
at: dairyaustralia.com.au/people

Step 3 Attach the position description

A position description should include:

- the job title;

+ asummary of the role and how it fits into the business;
- details of the tasks to be undertaken for the role;

- the reporting structures and working relationships
that apply;

« levels of performance required

For more information visit dairyaustralia.com.au/people

Step 4 Detail other benefits

Clause 19 allows you to detail other benefits, such as
accommodation.

Step 5 Meet with the new employee and
provide employment contract

Meeting face to face with your new employee to provide
the contract and talk about the contents is a good
opportunity for:

+ you to explain the terms and conditions of employment
+ the employee to ask questions, and

+ you to describe your expectations for the job.

Step 6 Give your new employee time to
consider the employment contract

You should give the person enough time to consider the
contents of employment contract and seek their own
advice (if they want it) before they accept the offer. When
providing the contract you should give a date by when
you'd like the person to let you know whether the offer is
accepted. Also, it is good practice to give the employee
your contact details in case they have more questions.

Step 7 Keep a copy of the signed contract
and provide the employee with a copy
Once you have received the signed contract from the

employee, return a copy to them. This ensures you both
have a record of what has been agreed.

ESKi July 2026
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Sample only - For full and current contract templates visit dairyaustralia.com.au/people

<insert business name>

EMPLOYMENT CONTRACT

(For Permanent Award Employees of National System Employers on
an Annualised Salary)

This is an employment contract
BETWEEN <insert company name/partnership/other name > the Employer
AND

<insert employee’s full name> the Employee

1 Commencement Date

This employment contract commences on the <insert commencement date>.

Probation (See Note 1)
21 Employment is subject to the satisfactory completion of a three-month probation

period.

2.2 The purpose of the probation period is to enable the employer and the employee to

assess their suitability and capability to work together.

2.3 During the probation period the employer or the employee has the right to terminate
the employment with one week’s notice for any reason and without any repercussions.

3 Award
The Pastoral Award 2020 and the federal industrial laws govern this employment

contract.

Employment Category (See Note 2)

41 The employee is employed as a full-time permanent <insert position title> to undertake
the duties as outlined in the attached position description and such further or other
duties reasonably required by the employer in respect of which the employee has the
skills to perform and which may include working for an affiliate or related entity of the
employer. [attach position description.]

4.2 By signing this employment contract, the employee agrees that s/he has disclosed to
the employer all information including medical and workers’ compensation
information that could reasonably be held to be relevant to his/her ability to perform
the role and duties as described in this clause and the attached Position Description

safely and competently.

5 Employment Classification (See Note 4)

The employee is classified as a <insert classification>.

For more information visit dairyaustralia.com.au/people
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7.2

8.2

8.3

8.4

8.5

8.6

Annualised salaries

Ordinary hours of work (See Note 3)

The ordinary hours of work are <insert ordinary hours of work>.
Overtime/Additional hours (See Note 3)

The employee will be expected to work reasonable additional hours.

This contract anticipates that the employee will work <insert number of

overtime/additional hours anticipated to be worked >

Remuneration by Annualised Salary (See Note 4)
The rate of pay is <insert pay rate> per year which will be paid in 26 fortnightly
instalments/52 weekly instalments. [delete where not applicable].

The employer will pay the employee weekly/fortnightly [delete where not applicable]
into a bank account/by cheque/in cash [delete where not applicable].
The entitlements contained in the following clauses of the Pastoral Award 2020 are

included in the annualised salary [delete where not applicable]:

a) Clause 32 which deals with minimum wages;
b) Clause 34 which deals with ordinary hours of work and rostering
c) Clause 35 which deals with overtime;

d) Clause 35.5 which deals with payment for public holidays;
e) Clause 20.5 which deals with annual leave loading.

The average weekly hours of work will be <insert total weekly hours> which is made

up of 152 hours over 4 weeks of ordinary time (as defined in the Pastoral Award 2020)

at $<insert $ rate for ordinary hours> and <insert number of overtime hours> at

$<insert Award $ rate for overtime hours>.

The attached spreadsheet details how the annualised salary has been calculated.

<attach completed spreadsheet >

it is anticipated that the outer limit of ordinary hours and overtime hours which will be
worked in any pay period or roster cycle without being entitled to additional payment
will be <insert outer limit of ordinary/overtime/additional hours anticipated to be

worked >

This agreement to pay an annualised salary may be terminated by either the employer
or the employee giving 12 months’ notice or by agreement at any time between the

employer and the employee.

Annual Leave (See Note 5)
The employee is entitled to four weeks paid annual leave for each completed year of
service with the employer. Annual leave accrues throughout the year and from year

to year.

For more information visit dairyaustralia.com.au/people

ESKi July 2026
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9.2

10

10.1

10.2

10.3

10.4

10.5

11

The employee is entitled to an annual leave loading of 17.5% for all annual leave taken
or paid out upon termination of employment. This entitlement is included in the

annualised salary. <delete if not included in the salary>

Personal/Carer’s leave and Compassionate Leave (See Note 6)

“Immediate family” is defined as follows:

a) A spouse, child, parent, grandparent, grandchild or sibling of the employee;

b) A child, parent grandparent, grandchild or sibling of a spouse of the employee.

The employee is entitled to 10 days’ paid personal/carer’s leave per year for personal
injury or iliness. Personal/carer’s leave accrues throughout the year and from year to

year.

The employee can use their personal/carer's leave as paid carer’s leave for the
purpose of caring for a member of the employee’s immediate family or household who
requires care or support because of personal injury, illness or an unexpected

emergency.

The employee is entitled to two days’ unpaid personal/carer’s leave per occasion for
the purpose of caring for a member of their immediate family or household who
requires care or support because of personal injury, illness or an unexpected

emergency.

The employee is entitled to two days’ paid compassionate leave per occasion for the
purpose of attending the funeral of a member of the employee’s immediate family or
a member of the employee’s household or for spending time with a member of the
employee’s immediate family or a member of the employee’s household who has a

personal injury or iliness which poses a serious threat to his or her life.

The employer may require medical evidence or a statutory declaration for any period
of personal/carer’s leave or compassionate leave.

Public Holidays (See Note 7)

In accordance with the National Employment Standards, the employee is entitled to a
day’s paid leave for public holidays which fall on days when the employee would
ordinarily work.

If the employee works on a public holiday he/she is entitled to be paid at double time.

This entitlement is included in the annualised salary. <delete if not included in the

salary>

For more information visit dairyaustralia.com.au/people



Annualised salaries

12 Community Service Leave (See Note 8)
The employee is entitled to 10 days paid jury service leave or unpaid leave to attend
a voluntary emergency management activity as provided for in the NES. The
employee must provide evidence of the need for the leave if required to do so by the
employer.

13 Long Service Leave (See Note 9)
The employee is entitled to long service leave as provided for in the National
Employment Standards or state legislation.

14 Parental Leave (See Note 10)
The employee is entitled to Parental Leave in the form of Maternity, Paternity or
Adoption Leave as provided for in the National Employment Standards.

15 Flexible Working Arrangements (See Note 11)
The employee is entitled to make a written request for flexible working arrangements
once the employee has completed 12 months’ continuous service.

16 Family and Domestic Violence leave (See Note 12)

The employee is entitled to leave to deal with family and domestic violence in

accordance with the National Employment Standards.

17 Superannuation
The employer will make superannuation contributions to a fund nominated by the
employee. The superannuation contribution will be not less than that required under
the Superannuation Guarantee (Administration) Act.

18 Termination (See Notes 13 & 14)

18.1  The following minimum notice periods apply to termination of employment:

Employee’s period of continuous service with Period
the employer at the end of the day the notice

is given
1 Not more than 1 year 1 week
2 More than 1 year but not more than 3 years 2 weeks
3 More than 3 years but not more than 5 years 3 weeks
4 More than 5 years 4 weeks

18.2 If the employee is over 45 years of age and has worked at least two years of
continuous service with the employer the period of notice will be increased by one

week.

18.3 Payment in lieu of notice will be made if the appropriate notice period is not required

to be worked.

For more information visit dairyaustralia.com.au/people
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18.4

18.5

18.6

19

20

The employee is required to give the employer the same amount of notice as a
minimum. This does not include the extra week based on age of the employee. If the
employee does not give the employer notice and the employee is over 18 years of
age, the employer can deduct one week’s pay from the employee’s termination

payments.

If the employee has been given notice of termination he/she is entitled to up to one
day off without loss of pay to look for work.

The period of notice to be given by the employer will not apply in the case of dismissal
for serious misconduct that justifies instant dismissal, including conduct which causes
imminent and serious risk to the health or safety of a person or the reputation, viability
or profitability of the employer’s business; attendance at work under the influence of
alcohol or drugs; sexual harassment, theft, fraud, assault in the course of employment

or refusal to carry out a lawful and reasonable instruction.

Other Benefits

[Other benefits e.g. accommodation can be listed here.] (See Note 15)

Annualised salary calculator

Paste or attach a copy of the Annualised Salary Calculator here along with the signing

clauses

For more information visit dairyaustralia.com.au/people



Annualised salaries

SIGNATURES

THE EMPLOYER
Date

Signed

Name in full (printed)

Position

Employer address

THE EMPLOYEE
Signed

Name in full (printed)

Employee address

PARENT OR GUARDIAN (IF THE EMPLOYEE IS UNDER 18 YEARS OF AGE)
Signed

Name in full (printed)

Parent or Guardian’s address

For more information visit dairyaustralia.com.au/people
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How to pay a
flat rate for all
hours worked

The Pastoral Award 2020 includes a ‘flexibility term’ which enables employers
and employees to agree to vary the effect of some award terms and

put in place conditions of work which are tailor made to suit the needs of
your business and your employees. This is called an Individual Flexibility
Arrangement (IFA).

There are two ways you can pay ad flat rate of pay:

1 An Individual Flexibility Arrangement (IFA) allows you to pay a flat hourly
rate for all hours worked

2 An Annualised Salary allows you to pay the same amount each pay day
throughout the year - see the previous section for information about
Annualised Salaries.

The Fair Work Act ensures Individual Flexibility Arrangements don't
undermine minimum employee entitlements by requiring the employer
to make sure the employee is 'better off overall’ on the IFA compared
to the award.

What can be included in an IFA?

Individual Flexibility Arrangements can vary only the following award terms:
+ arrangements for when work is performed such as working hours

+ overtime rates

+ penalty rates

+ allowances

+ the 17.5 per cent annual leave loading.

Award entitlements relating to any of these five award matters can be varied
by agreement between an employer and an individual employee provided
that, overall, the employee is ‘better off’ under the IFA.

Individual flexibility
arrangement

2

Resource in this section

[ individual Flexibility
Arrangement example

|:| IFA letter of offer example

ESKi July 2026
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You must make sure the employee is
better off overall under the IFA, i.e. the
IFA passes the BOOT test.

v

Learn more

The Flat Pay rate calculator
can be downloaded at

dairyaustralia.com.au/people

g//{

Check that you are using the latest
verison of the Flat Pay Rate Calculator
(the pay rates are updated each year)

What is the Better Off Overall Test (the BOOT)?

The Better Off Overall Test compares the IFA with the Pastoral Award 2020.
The arrangement will pass the Better Off Overall Test if on balance the
employee is better off than they would have been if no agreement had been
entered into and they remained being paid according to the award.

This involves a comparison of the financial rewards the employee receives
before and after the arrangement is entered into.

The following is a step-by-step process you could use to work out if an
agreement passes the Better Off Overall test. There is a spreadsheet on
the Dairy Australia website (Flat Pay Rate Calculator) which performs this
calculation for you.

The process explained

1 Employer or employee decides they would like an IFA. They approach
the other party with their request in writing (IFA letter of offer). Some
employees prefer the certainty of a flat rate.

2 Both parties should ensure the IFA is valid by only varying the five matters
listed previously.

3 Employer and employee discuss the IFA.

4 The employer makes sure the employee is better off overall under the IFA
(see Flat Pay Rate information below).

5 Both employer and employee sign the IFA. If the employee is under 18 their
parent or guardian must also sign.

6 Both parties keep a copy.

Passing the BOOT test

Using the flat rate calculator, it is relatively straightforward to work out a

flat pay rate for full-time employees that takes into account overtime and
penalty rates. The employer and employee must agree to the pay rate as
part of the Individual Flexibility Arrangement (IFA) , and the agreed rate must
pass the Better Off Overall Test (BOOT) to ensure that the employee is better
off overall compared with the award.

Once you have determined the relevant minimum amounts of pay required
by law and any other benefits which you may be able to provide, you can
begin to work out a package.


http://dairyaustralia.com.au/people

Flat pay rate calculator tool example (as at July 2026)

Use the flat rate calculator tool to work out the hourly flat rate that takes into
account overtime, penalty rates and the 17.5 per cent annual leave loading.

How to use the flat pay rate calculator...
1 Enter the minimum hourly rate for the position, based on the classification.

2 The number of ordinary hours is already entered. It is assumed to be
38 hours as specified in the Pastoral Award 2020.

3 Enter any hours worked on Sundays that were after the employee had
exceeded 152 hours within a 4-week period.

4 Enter the overtime hours worked after the employee had exceeded
152 hours within a 4-week period.

5 Enter number of hours and days rostered to work on public holidays over
12 months.

6 The average hourly rate will be calculated. This rate is the minimum that
needs to be paid to pass the BOOT test.

7 Here is an example of a flat rate of pay, calculated using the calculator, for
an employee classified as an FLH5 (Senior farm hand) at a minimum hourly
rate of $27.55 (pay rates apply as of 1 July 2026).

Minimum hourly rate for

the classification $27.55
No. hours No. hours
over 4 week perweek
period Rate Total
Ordinary hours per week 152 38 1 $1046.90
Sunday >152 hrs/4 wks 10 25 2 $137.75
Overtime hours 38 95 1.5 $392.59
Total hours per week 200 50
Average hourly rate
with overtime $31.54
N o o o s nm00
Total annual salary $82,005
Total hours 2552
Average hourly rate $32.13

If you are thinking of trying out an IFA

If you think you would like Individual Flexibility Agreements for your
employees, you should contact your dairy adviser or legal adviser.

Individual flexibility
arrangement

g///

The information in this example is
current as at printing — stay up to
date with the latest pay rates and
IFA information.

ESKi July 2026
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v

Learn more

Download IFA template documents at
dairyaustralia.com.au/people

While an IFA is a relatively simple document, there are some items you
need to be aware of.

An IFA can also only be made after the employee has commenced
employment and is entitled to the minimum award conditions contained
in the relevant modern award. This means an employer cannot ask a
prospective employee to agree to an IFA as a condition of employment.

Most importantly, you cannot force an employee to enter into an IFA and a
person must not be treated adversely or discriminated against for refusing
to agree to an IFA.

The flat rate will need to be recalculated every time there is a minimum
wage increase, and to reflect increases due to reclassification of the
employee, eg moving from a FLH 1to a FLH 2 after 6 months and then moving
to a FLH 3 6 months later. Of course, you can always use a higher base rate in
your IFA calculations.

Finally, the flat rate and BOOT test will only hold true if your employee’s
hours of work don't exceed the estimated hours. Accurate record keeping
is crucial.

The extra time and effort involved
in putting together an IFA has been
repaid tenfold by taking the worry
out of paying my employee.

Tasmanian dairy farmer


http://dairyaustralia.com.au/people

Individual flexibility
agreement

Sample only - For full and current contract templates visit dairyaustralia.com.au/people

INDIVIDUAL FLEXIBILITY ARRANGEMENT

Dated the <insert day> day of <insert month> <insert year>

BETWEEN:
<insert employer name> [the employer]

AND

<insert employee name> [the employee] (See Note 1)

1. This Individual Flexibility Arrangement is made under the Pastoral Award 2020.

2. This Individual Flexibility Arrangement begins to operate on the <insert date
Arrangement begins>

3. The employer and the employee hereby agree that the Pastoral Award 2020 is

varied as follows: (See Note 2)

<You must detail each award term which has been varied and how it has been varied.>

<You must detail how the employee is Better off Overall as a result of the variation to
each award term.>

Sample clauses to implement a flat rate of pay. (See Note 2)
3.1 Clause 20.5 (which deals with annual leave loading), clause 35 (which deals with
overtime) and clause 35.5 (which deals with payment for public holidays) of the

award are varied as follows:

3.2 In place of payment for annual leave loading, overtime and payment for working
public holidays, the employee will be paid a flat hourly rate of pay of <insert $

amount> for all hours worked.

3.3 The employee is Better Off Overall than the award because under the award the

employee would have received a total of <insert $§ amount>per week/month

<delete where not applicable>. See attached spreadsheet.

3.4 The average weekly hours of work will be <insert total average weekly hours>

which is made up of 152 hours over 4 weeks of ordinary time (as defined in the

Pastoral Award 2020) at $<insert $ rate for ordinary hours> and <insert number

of overtime hours> at $<insert $ rate for overtime hours>. (See Note 2 re

superannuation)

4, This Individual Flexibility Arrangement can be terminated in the following ways:
i) if the employer and the employee agree in writing to its termination, this
Individual Flexibility Arrangement will be terminated as of the date of the

agreement.

ESKi July 2026
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ii) by either the employer or the employee giving 13 weeks’ written notice of
termination to the other person. At the end of the notice period this
Individual Flexibility Arrangement will cease to operate.
5. The employer and the employee have genuinely agreed to enter into this
Individual Flexibility Arrangement to meet the genuine individual needs of both

parties and without any coercion or duress. (See Note 3)

SIGNATURES (See note 4)

The Employer

Date
Signed

Name in full (printed)

Position

Employer address

The Employee
Signed

Name in full (printed)

Employee address

Parent or Guardian (if the employee is under 18 years of age)

Signed

Name in full (printed)

Parent or Guardian’s address




Individual flexibility
arrangement

Sample only - download template from dairyaustralia.com.au/people

INDIVIDUAL FLEXIBILITY ARRANGEMENT LETTER OF OFFER

<insert date>
<insert employee’s name>

<insert employee’s address>

Dear <insert employee’s name>

You are currently employed under the Pastoral Award 2020 as a <enter classification> working
ordinary hours of 152 hours per 4 week period and overtime < enter overtime hours > hours

per 4 week period.

As discussed with you, we would like to commence paying you a flat rate of pay for these hours

based upon an average of <enter hours per 4 week period> hours over a 4 week period.

We propose that this will be converted into flat hourly rate and you will be paid at the same

hourly rate every week including when you are on annual leave and on public holidays.

This rate will increase in accordance with the national minimum wage increase on 1 July each

year.

Under Australian workplace laws we can only pay you flat hourly rate of pay if we have a formal

arrangement with you to do this which is signed by both of us.
This arrangement is called an Individual Flexibility Arrangement.
Please have a look at the attached Individual Flexibility Arrangement.

The flat rate of pay we propose paying you is made up of wages for 152 ordinary hours of work
per 4 week period and payment of overtime at <enter number of overtime hours per 4 week
period> hours per 4 week period as well as public holiday pay for <enter number of public
holidays included in the calculation> days per year and annual leave loading at the rate of
17.5%.

Clause 3 of the attached Individual Flexibility Arrangement spells out how we have varied the

award terms about these entitlements.

ESKi July 2026



Importantly, you will see that the arrangement does not change the amount of income you are

receiving and you should feel confident that we have no intention of reducing your pay.
Indeed, to be lawful the arrangement must provide for you to be better off than the award.

Clause 3.1(b) shows how this is calculated and the attached spreadsheet also shows you in

detail what you would be paid if you were paid according to the award.

If there is anything you do not understand please feel free to ask.

Yours faithfully

<insert signature and name of person issuing the letter>

*Attach Individual Flexibility Arrangement

*Attach spreadsheet showing calculations



Termination

Handle employee
separation carefully

2

It is very important to manage employee separation carefully whether the Resource in this section
employee is leaving because of resignation, redundancy or dismissal. First, it D Srrelll Budiness Befi
minimises the risk of legal action and secondly, it protects the reputation of
both your business and you as an employer. People who leave employment
on a pleasant note are more likely to recommend their previous employer.

Dismissal Code

|:I First and final employee warning

letter for small business
Employers should use fair procedures when terminating employees as

replacing employees is expensive and claims for unfair or unlawful dismissal
can be costly and time consuming to defend. Also, what may be seen as an |:| Termination of
unfair process can affect workplace morale. employment example

|:| FAQ: Understanding an
employee's final pay

|:| Record of employee warning

Can | dismiss someone on the spot?

The Small Business Fair Dismissal Code applies to small business employers
with fewer than 15 employees. Under the Code, it is fair for an employer to
dismiss an employee without notice or warning when the employer believes
on reasonable grounds that the employee's conduct is sufficiently serious to
justify immediate dismissal.

Serious misconduct includes theft, fraud, violence, sexual harassment

and serious breaches of occupational health and safety procedures. For

a dismissal to be deemed fair it is sufficient, though not essential, that an
allegation of theft, fraud or violence be reported to the police. Of course,
the employer must have reasonable grounds for making the report.

If I'm dismissing an employee, what do | have to
pay them?

You may need to pay any or all of the following:

+ Accrued annual leave

+ Annual leave loading

+ Long service leave

ESKi July 2026 1
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You must give an employee a reason
why they are at risk of being dismissed
and an opportunity to improve.

+ Payment in lieu of notice
+ Payment for work performed until time of termination

+ Superannuation.

Do | have to give three written warnings?

If you employ fewer than 15 employees, the answer is ‘No”. You should follow
the process as outlined in the Small Business Fair Dismissal Code.

Small Business Fair Dismissal Code

The Small Business Fair Dismissal Code applies to small business employers
with fewer than 15 employees. Although this Code is not compulsory, if an
employee is dismissed and the employer has followed the Code, then the
dismissal will be deemed to be fair.

The Code provides a checklist, which is a tool to help employers comply with
the Code. By completing the checklist you are able to assess and record
your reasons for dismissing an employee and the process you went through.

Under the Fair Work Act, unfair dismissal is dismissal which is "harsh, unjust or
unreasonable” or where the employee is not given “a fair go all round”.

It should be noted that employees of small business employers cannot make
a claim for unfair dismissal in the first 12 months following their engagement.

Employees of businesses employing 15 or more employees cannot make a
claim for unfair dismissal in the first 6 months following their engagement.

A sample dismissal process for an
under-performing employee

+ You must clearly warn the employee (preferably in writing) that the
employee is not doing the job properly and state that dismissal might
occur if performance does not improve. See the first and final warning
letter for small business in this section of the ESKi.

+ You must give the employee a fair opportunity to respond to any
allegations of poor performance or misconduct.

+ You must allow the employee to have a support person present at any
discipline interview.

+ You must provide the employee with a reasonable amount of time to
improve his or her performance or conduct.

+ You should offer to provide the employee with any training or opportunity
to develop his or her skills and provide feedback about their performance
or conduct.

+ You should keep any records of warning(s) made to the employee and
of any discussions on how his or her conduct or performance could
be improved.

+ You can use the Termination of employment example when terminating
an employee’s employment because of unsatisfactory performance
or conduct.



If a worker's no good, can | make them redundant?

Redundancy must be genuine, or it will be considered to be an unfair
dismissal. Among other things, genuine redundancy requires that the job
is no longer required to be done by anybody.

I'm downsizing — how do | make an
employee redundant?

A job becomes redundant when an employer decides that the job the
employee has been doing is no longer needed or that fewer employees are
needed to do that type of job because of the operational requirements of
the employer’s business.

Redundancies usually occur in farming where a farmer is retiring, cutting
staff to save costs or introducing new machinery or technology.

Under the federal industrial laws which commenced on 1 July 2009,
a redundancy may also be regarded as an unfair dismissal if the employer
could have redeployed the employee elsewhere in the business.

It may also be regarded as an unfair dismissal if the employer has not

consulted with the affected employees, as required by the Pastoral Award

2020 (clause 26). Redundancy entitlements include:

+ Notice of termination and redundancy pay — amount and duration
depending on years of service and age

- Paid leave to look for work.

How much notice must | give?

Notice periods are calculated according to the length of the employee's
continuous service. These periods are a minimum only and longer notice
periods can be given. Employers are required to give written notice.

Employee's period of continuous service with the employer at Notice period
the end of the day notice is given

Not more than 1year Tweek

More than 1year but not more than 3 years 2 weeks
More than 3 years but not more than 5 years 3 weeks
More than 5 years 4 weeks

If the employee is over 45 years old and has completed at least two years
of continuous service with the employer at the end of the day on which the
notice is given, the employee is entitled to an extra week's notice.

The Pastoral Award 2020 provides for employees to give the same amount of
notice as employers. Note that employees do not have to give the additional
week of notice based on the age of the employee and length of service.

If an employee does not give notice and they are over 18 years of age
the employer can deduct up to one week's wages from the employee’s
termination payments.

Termination

ESKi July 2026
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Learn more

Visit the ESKi at:
dairyaustralia.com.au/people

Termination checklist

El Did you know that a position can only be declared redundant if the job
is no longer required to be done by anybody?

|:| Did you know that employees must be given an opportunity to improve
their performance?

General Protections and unlawful dismissal regime

The general protections and unlawful dismissal regime is an alternative way
for employees to challenge their termination. It is unlawful for an employer
to harm an employee in their employment, including terminating their
employment because that employee has exercised or could exercise a
‘workplace right”.

Workplace right has a very wide meaning and includes things like a right
under anti-discrimination legislation, or a right to make a complaint about
an employee’s terms and conditions of employment or a right to take leave
or be on workers' compensation.

There are several key differences between the unfair dismissal and the
general protections regime. The first is that general protections are not
about fairness, they are about rights. The second is that although both start
in the Fair Work Commission, a general protections claim is usually ultimately
determined in a Court, and thirdly, as well as an award of compensation that
can be ordered in both, a general protections claim can also result in the
employer receiving a pecuniary penalty (fine) if the breach of the workplace
right is established.

What this means is that if you are considering terminating an employee's
employment, you can only do so because of one of the following reasons;

+ That the employee's performance has been unsatisfactory
+ That the employee's conduct has been unsatisfactory
+ That you no longer need anyone to perform their role

If you terminate the employment for any other reason, then you run a very
real risk of the employee making a general protections claim.

What this really means is that when you are considering termination, you
need to be very clear as to why termination is the right outcome, and
what process you have followed in letting the employee know that their
performance or conduct simply hasn't been good enough.



Australian Government

Small Business Fair Dismissal Code

Commencement
The Small Business Fair Dismissal Code came into operation on 1 July 2009.

Application

The Fair Dismissal Code applies to small business employers with fewer than 15 employees (calculated
on a simple headcount of all employees including casual employees who are employed on a regular and
systematic basis). Small business employees cannot make a claim for unfair dismissal in the first 12
months following their engagement. If an employee is dismissed after this period and the employer has
followed the Code then the dismissal will be deemed to be fair.

Employees who have been dismissed because of a business downturn or their position is no longer
needed cannot bring a claim for unfair dismissal. However, the redundancy needs to be genuine. Re-
filling the position with a new employee is not a genuine redundancy. The requirements for determining
whether a dismissal was a genuine redundancy are contained in section 389 of the Fair Work Act. The
Small Business Fair Dismissal Code Checklist attached to this document can assist in determining
whether a redundancy is a genuine redundancy.

Further information on the application of the Code, genuine redundancy and unfair dismissal is available
at www.fairwork.gov.au or by contacting the Fair Work Infoline on 13 13 94.

The Code

Summary Dismissal

It is fair for an employer to dismiss an employee without notice or warning when the employer
believes on reasonable grounds that the employee’s conduct is sufficiently serious to justify
immediate dismissal. Serious misconduct includes theft, fraud, violence and serious breaches of
occupational health and safety procedures. For a dismissal to be deemed fair it is sufficient, though
not essential, that an allegation of theft, fraud or violence be reported to the police. Of course, the
employer must have reasonable grounds for making the report.

Other Dismissal

In other cases, the small business employer must give the employee a reason why he or she is at
risk of being dismissed. The reason must be a valid reason based on the employee’s conduct or
capacity to do the job.

Updated 1 January 2011



The employee must be warned verbally or preferably in writing, that he or she risks being
dismissed if there is no improvement.

The small business employer must provide the employee with an opportunity to respond to the
warning and give the employee a reasonable chance to rectify the problem, having regard to the
employee’s response. Rectifying the problem might involve the employer providing additional
training and ensuring the employee knows the employer’s job expectations.

Procedural Matters

In discussions with an employee in circumstances where dismissal is possible, the employee can
have another person present to assist. However, the other person cannot be a lawyer acting in a
professional capacity.

A small business employer will be required to provide evidence of compliance with the Code if

the employee makes a claim for unfair dismissal to Fair Work Australia, including evidence that a
warning has been given (except in cases of summary dismissal). Evidence may include a completed
checklist, copies of written warning(s), a statement of termination or signed witness statements.

Small Business Fair Dismissal Code Checklist

The Checklist is a tool to help small business employers comply with the Small Business

Fair Dismissal Code. Completing the Checklist does not mean that the Code has been
complied with, nor is it a requirement of the Code that the Checklist be completed. However,
completing the Checklist will help small business employers assess and record their reasons
for dismissing an employee. It is in the interests of the employer to complete this checklist at
the time of dismissal and to keep it in case of a future unfair dismissal claim.

Employers should read the Code before completing the Checklist, ensuring they understand
their procedural obligations under the Code. Meeting these obligations is an important factor
in complying with the Code.

1. How many employees are employed in the business? (Include the dismissed employee and any other
employee dismissed at the same time).

L1 Under 15 employees

1 15 employees or more
[If under 15 employees, the Fair Dismissal Code applies.]

2. Has the employee been employed in this business as a full time, part-time or regular casual employee
for 12 months or more?

1 Yes
1 No

[If No, the employee cannot make an unfair dismissal claim.]

Updated 1 January 2011



3. Did you dismiss the employee because you didn't require the person’s job to be done by anyone

because of changes in the operational requirements of the business?

1 Yes
1 No
If Yes

a. Did you comply with any requirements to consult about the redundancy in
the modern award, enterprise agreement or other industrial instrument
that applied to the employment?

b. Did you consider if the employee could have been redeployed in your
business or the business of an associated entity?

4. Do any of the following statements apply?

| dismissed the employee because | believed on reasonable grounds that:
a. The employee was stealing money or goods from the business.

b. The employee defrauded the business.

c. The employee threatened me or other employees, or clients, with violence,

or actually carried out violence in the workplace.

d. The employee committed a serious breach of occupational health and
safety procedures.

5. Did you dismiss the employee for some other form of serious misconduct?
L] Yes
L] No

If Yes, what was the reason?

YES

YES

NO

NO

If you answered Yes to any question in parts 3, 4 or 5, you are not required to answer the

following questions.
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6. Inany discussion with the employee where dismissal was possible, did the employee request to have
a support person present, who was not a lawyer acting in a professional capacity?

1 Yes
1 No

7. If Yes, did you agree to that request?
L] Yes
L1 No

8. Did you dismiss the employee because of the employee’s unsatisfactory conduct, performance or
capacity to do the job?

L] Yes
L1 No
If Yes YES NO
a. Did you clearly warn the employee (either verbally or in writing) that the O ]

employee was not doing the job properly and would have to improve his
or her conduct or performance, or otherwise be dismissed?

b. Did you provide the employee with a reasonable amount of time to L] L]
improve his or her performance or conduct?
If yes, how much time was given?

¢. Did you offer to provide the employee with any training or opportunity to ] ]
develop his or her skills?

d. Did the employee subsequently improve his or her performance or O] Ll
conduct?

e. Before you dismissed the employee, did you tell the employee the reason O ]

for the dismissal and give him or her an opportunity to respond?

f. Did you keep any records of warning(s) made to the employee or of L] [
discussions on how his or her conduct or performance could be improved?
Please attach any supporting documentation.

Updated 1 January 2011



9. Did you dismiss the employee for some other reason?
L] Yes
L1 No

If Yes, what was the reason?

10. Did the employee voluntarily resign or abandon his or her employment?
L] Yes
L1 No

If Yes, please provide details

DECLARATION

| declare that | believe every statement or response in this checklist to be true.

Signature Date

Updated 1 January 2011
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Warning letter template

An interactive version of this template is also available. Try our Warning letter template tool at
fairwork.gov.au/templates

Who can use this template?

This template is for employers who want to give their employee a written warning. It contains a
checklist with best practice steps for employers to follow before giving a warning letter.
When can | give an employee a written warning?

You can give a written warning to an employee to address a performance or conduct issue. This is a
type of formal disciplinary action, usually used if the employee hasn’t improved after getting
feedback, coaching or verbal warnings.

You should not give an employee a written warning until you have met with them to discuss the
problem. Following this process can help fix problems before the situation gets worse.

E/ Managing issues

When managing a performance or conduct issue, it’s important that you don’t set
requirements or targets that are discriminatory, unlawful or otherwise unreasonable.

If you’re unsure how to manage a performance or conduct issue, seek advice from a lawyer or
your employer association.

Do | need to give a written warning?

There’s no legal requirement to give employees written warnings or a specific number of warnings
before ending their employment.

However, to determine whether an employee was unfairly dismissed, the Fair Work Commission will
consider if the employee was:

e warned about performance and/or conduct issues, and

e given a reasonable opportunity to improve their performance and/or conduct.

A Serious misconduct

Warnings may not be appropriate for serious misconduct. For more information about how to
manage serious misconduct, see our Dismissal page at fairwork.gov.au/dismissal

The Fair Work Ombudsman is committed to providing you with advice that you can rely on.

The information contained in this template is general in nature. If you are unsure about how it applies to your situation
you can call our Infoline on 13 13 94 or speak with a union, industry association or a workplace relations professional.

Last updated December 2025

ESKi July 2026



12

Fair Work

.\u\tm‘]i;m ?}nwrnmrm O M B U D S M A N

Are you a small business owner?

Small business owners should follow the Small Business Fair Dismissal Code when considering
dismissing an employee. Find it at fairwork.gov.au/dismissal

Using this template may help you to comply with the Code.
Where can | go for more help?
You can find more information on ending employment and managing underperformance by:

e visiting our Ending employment section at fairwork.gov.au/ending-employment

e reading our Managing underperformance best practice guide at
fairwork.gov.au/bestpracticeguides

e completing our Managing performance online course at fairwork.gov.au/learning
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Checklist: Best practice steps for giving a
written warning

Step 1: Assess the issue and gather relevant information

[ identify the performance or conduct issue so you can clearly describe it to your employee.

[ Gather any relevant information that demonstrates the problem. You may wish to show this
information to your employee.

] Think about:
— how serious the problem is
— how long it’s been happening
— what steps you’ve already taken to address it

— what you’re going to do next.
Step 2: Meet with your employee
] Let your employee know they can bring a support person of their choice to the meeting if

they want one.

] Meet with your employee to discuss the issue before giving them a written warning. You
should:

— try identifying and fixing the problem before the situation gets worse
— clarify your expectations of the employee at the meeting
— seek agreement from your employee on a solution to improve the situation

[ Document the details of any meeting held with your employee using the Record of
meeting template available at fairwork.gov.au/templates

Step 3: Create your warning letter
] Use our template below to create your warning letter. If you’re using a different template,
make sure your warning letter includes:
— details of the performance or conduct issue
— what’s been discussed with the employee about the issue
— what you'll do to help

— an action plan with steps the employee needs to take to improve their performance
or conduct

— areasonable timeframe in which the changes or improvements need to occur.

ESKi July 2026
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Step 4: Give the warning letter to your employee
] Make sure that your employee receives the warning letter and keep a record of how you
gave it to them (for example, the time, date, who was there and what was said).
[ Confirm your employee has read and understood the warning letter. This could include:
— asking the employee to sign a copy of the warning letter and return it to you

— following up with the employee to make sure they received it and keep a note that
you did this.

Note: Employees are not required by law to sign a copy of the warning letter.

] You should also keep a copy of the warning letter for your records.

Ready to get started?

o Instructions for completing this template

e The template on the next page is colour-coded to make it easier to complete.

e Replace the <red text inside the angle brackets> with details that are relevant to your
situation. Once you've filled it in, remove the brackets and change the text to black.

e Extra notes and guidance are shown [in purple text inside square brackets]. Be sure to
delete these notes before you finish.

e Some sections give you different options. You can keep what’s relevant and delete
what doesn’t apply to your situation.

e Remember to save a copy of the completed letter for your records.




Sample only - download template from dairyaustralia.com.au/people

<Print on your business letterhead, if applicable>
<Date>

Private and confidential

<Insert employee’s full name>

<Insert employee’s residential address>

Dear <insert name>
Warning letter

| am writing to you about your <performance/conduct> during your employment with <name of
business>.

[This letter sets out an example scenario of when you might give your employee a warning
letter. You may not have completed all these steps, or they may not apply to your situation.
You should delete what is not relevant.

If you’re a small business, you must comply with the Small Business Fair Dismissal Code if
you’re dismissing an employee. Find it at fairwork.gov.au/dismissal]

On <insert date> you met with <insert name of others at the meeting>. At this meeting you were
advised that your <performance/conduct> has been unsatisfactory, and that immediate
improvement is required. You were advised that <insert explanation of unsatisfactory performance
or conduct, for example regularly attending work late or not completing required tasks>.

In the meeting you were asked if you had anything you wished to say or to respond to the situation.
You <insert details of the employee’s response. If no response was provided you can note here that
the employee did not respond>.

After considering the situation, it is expected that your <conduct/performance> improves and
specifically that you <insert advice given to your employee regarding improvement of performance
or conduct. For example, outline deadlines for improvement or specific performance targets set.
Ensure that these requirements are reasonable and fair in the circumstances and that you have
considered any response or reasons from the employee>.

[It is very important that you do not set requirements that are discriminatory, unlawful or
otherwise unreasonable. If you are unsure how to manage a performance or conduct issue,
seek advice from a lawyer or your employer association.]

This is your <insert number of warnings> warning letter. Your employment may be terminated if your
<conduct/performance> does not improve by <insert date that is reasonable in this situation>.

| propose that we meet again on <insert date> to review your progress. Please let me know if this
time is convenient for you. If you wish to respond to this letter, please do so by contacting me on
<insert phone number> or by replying in writing.

Yours sincerely,
<Insert name>

<Insert position>

Termination

ESKi July 2026
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Final warning letter template

An interactive version of this template is also available. Try our Warning letter template tool at
fairwork.gov.au/templates

Who can use this template?

This template is for employers who want to give their employee a final written warning. It contains a
checklist with best practice steps for employers to follow before giving a final warning letter.

Note: if you want to issue a warning that isn’t final, you should instead use the Warning letter
template available at fairwork.gov.au/templates

When can | give an employee a final written warning?

A final written warning is usually given to an employee if they have received previous written
warnings about a particular performance or conduct issue, and the issue has not improved. If the
employee does not meet the requirements outlined in the final warning, this may lead to their
employment being terminated.

If you need tailored advice about disciplinary action or dismissal, you should seek help from a lawyer
or your employer association.

i . )
@ Are you a small business owner?

If you operate a small business, it’s important that you follow the Small Business Fair Dismissal
Code when considering dismissing an employee. Find it at fairwork.gov.au/dismissal

Using this template may help you to comply with the Code.

Do | need to give a final warning letter?

There is no legal requirement to give employees written warnings or a specific number of warnings
before ending their employment.

However, to determine whether an employee was unfairly dismissed, the Fair Work Commission will
consider if the employee was:

e warned about performance and/or conduct issues, and

e given a reasonable opportunity to improve their performance and/or conduct.

The Fair Work Ombudsman is committed to providing you with advice that you can rely on.

The information contained in this template is general in nature. If you are unsure about how it applies to your situation

you can call our Infoline on 13 13 94 or speak with a union, industry association or a workplace relations professional.

Last updated December 2025
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A Serious misconduct

A final warning may not be appropriate for serious misconduct. For more information about
how to manage serious misconduct, see our Dismissal page at fairwork.gov.au/dismissal

Where can | go for more help?
You can find more information on ending employment and managing underperformance by:

e visiting our Ending employment section at fairwork.gov.au/ending-employment

e reading our Managing underperformance best practice guide at
fairwork.gov.au/bestpracticeguides

e completing our Managing performance online course at fairwork.gov.au/learning
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Checklist: Best practice steps for giving a
final written warning

Step 1: Assess the issue and gather relevant information

[ Identify the performance or conduct issue so you can clearly describe it to your employee.

[ Gather any relevant information that demonstrates the problem. You may wish to show this
information to your employee.

] Think about:
— how serious the problem is
— how long it’s been happening
— what steps you’ve already taken to address it

— what you're going to do next.

Step 2: Meet with your employee
[] Let your employee know they can bring a support person of their choice to the meeting if
they want one.

] Meet with your employee to discuss the issue before giving them a written warning. You
should:

— try identifying and fixing the problem before the situation gets worse
— clarify your expectations of the employee at the meeting
— seek agreement from your employee on a solution to improve the situation

] Document the details of any meeting held with your employee using the Record of
meeting template available at fairwork.gov.au/templates

Step 3: Create your warning letter
(] Use our template below to create your warning letter. If you’re using another template,
make sure your warning letter includes:
— details of the performance or conduct issue
— what’s been discussed with the employee about the issue
— what you'll do to help

— an action plan with steps the employee needs to take to improve their performance
or conduct

— areasonable timeframe in which the changes or improvements need to occur.
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Step 4: Give the final warning letter to your employee

] Make sure that your employee receives the warning letter and keep a record of how you
gave it to them (for example, the time, date, who was there and what was said).
] confirm your employee has read and understood the warning letter. This could include:

— asking the employee to sign a copy of the warning letter and return it to you

— following up with the employee to make sure they received it and keep a note that
you did this.

Note: Employees are not required by law to sign a copy of the warning letter.

] You should also keep a copy of the warning letter for your records.

Ready to get started?

0 Instructions for completing this template
e The template on the next page is colour-coded to make it easier to complete.

e Replace the <red text inside the angle brackets> with details that are relevant to your
situation. Once you’ve filled it in, remove the brackets and change the text to black.

e Extra notes and guidance are shown [in purple text inside square brackets]. Be sure to
delete these notes before you finish.

e Some sections give you different options. You can keep what’s relevant and delete
what doesn’t apply to your situation.

e Remember to save a copy of the completed letter for your records.

ESKi July 2026 19
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For the most up to date examples visit fairwork.gov.au/tools-and-resources/templates

<Print on your business letterhead, if applicable>
<Date>

Private and confidential

<Insert employee’s full name>

<Insert employee’s residential address>

Dear <insert name>
Final warning letter

| am writing to you about your <performance/conduct> during your employment with <name of
business>.

[This letter sets out an example scenario of when you might give your employee a final
warning letter. You may not have completed all these steps, or they may not apply to your
situation. You should delete what is not relevant.

You should only use this letter if you have already given the employee a prior written warning
about this issue. If you have not done this already, we recommend using our Warning letter
template first. It’s available at fairwork.gov.au/templates

If you're a small business, you must comply with the Small Business Fair Dismissal Code if
you’re dismissing an employee. Find it at fairwork.gov.au/dismissal]

On <insert date> you met with <insert name of others at the meeting>. At this meeting you were
advised that your <performance/conduct> has been unsatisfactory. You were issued with a formal
warning letter dated <insert date>, which stated that if your <performance/conduct> did not
improve, your employment may be terminated.

[Remove the below section if you are going straight from a first to a final warning letter.]

At our meeting on <insert date>, your <performance/conduct> was again reviewed and you were
advised that improvement had not been achieved to the level required. You were provided with a
second warning letter dated <insert date>.

As | advised at our meeting on <insert date>, your performance has not improved and continues to
be unsatisfactory.

This is a final warning letter. If significant improvement in your <performance/conduct> is not
achieved by <insert date> your employment may be terminated. To reiterate, our expectation is that
you <insert details of expected outcomes>.

[It is very important that you do not set requirements that are discriminatory, unlawful, or
otherwise unreasonable. If you are unsure how to manage a performance or conduct issue,
seek advice from a lawyer or your employer association.]

| propose that we meet again on <insert date> to review your progress. If you wish to respond to this
letter, please do so by contacting me on <insert phone number> or by replying in writing.

Yours sincerely,
<Insert name>

<Insert position>
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Letter of termination
of employment

(with notice)

Suggested steps for preparing a letter

. . Generally, employers must not terminate an
of termination

employee's employment unless the employer has

Before terminating an employee's employment because given the employee written notice of the day of the
of unsatisfactory performance and/or conduct, you termination of the employment (which cannot be
should make every attempt to address the issues. An before the day the notice is given).

employer operating at best practice may follow the
steps below before terminating the employment of
an employee.

You can use this letter when terminating an
employee's employment because of unsatisfactory
performance or conduct.

If at any time, you need more information or assistance
on addressing and managing underperformance, seek
professional support.

The information you need to fill in includes:

+ the steps you've taken to counsel the employee
about their performance/conduct

Step 1 High|ight expected performqnce + the reasons for the termination of the employment

and behaviour standards + the length of the notice period (or amount of

Performance and conduct issues often arise because payment inlieu of that notice period), and

employees do not understand what is expected of them. + the date the employment will end

An employer should: Are you a small business owner? If you operate a

+ make sure the employee clearly understands their role, small business it is important that you follow the Small
the expected level of output or performance, and the Business Fair Dismissal Code when terminating an
expected conduct at work employee's employment — visit https://www.fwc.

+ provide the employee with regular performance gov.au/about-us/education-and-engagement-
feedback and inform him or her of any changes needed activities/small-business-hub/dismissal-rules-small-
to his or her work or conduct business

+ make sure managers and supervisors are equipped to
handle unsatisfactory performance or conduct. This
includes recognising the reasons for underperformance
and providing feedback and training for employees.

For more information visit dairyaustralia.com.au/people
This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026
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Step 2 Identify and address the issue

Speak to the employee about any performance or
conduct issues to avoid making assumptions about
the situation. Identify exactly what the employee did
or does that is unacceptable and what impact this has
on the business.

Explain your intention in relation to continuing their
employment and importantly, set clear plans for the
employee to follow in order to improve. This might
include providing education, training and
development opportunities.

In any formal meeting, the employee should be allowed
to be represented or accompanied by a support
person. When reviewing unfair dismissal claims, the

Fair Work Commission may consider whether an
employer unreasonably refused to allow an employee
to have a support person at any discussion relating to
their dismissal.

You should keep a written record of any meetings that
you have with employees about their performance and/
or conduct.

Step 3 Provide written warnings

Provide the employee with a written warning (or warnings)
about the unsatisfactory conduct and/or performance.
Providing the employee with a warning letter is useful
because it:
- sets out clearly what the issue is
+ guides the employee about what to do to improve
- sets out the consequences should things not
improve, and
+ becomes a formal record of the counselling you have
done with the employee

Step 4 Create your termination of
employment letter

If the issues in question are not or can not be resolved
after the employee has had a reasonable opportunity
to rectify the situation, you may decide to end the
employment relationship.

If you decide to terminate the employee’s employment,
you need to give the employee written notice of his or
her termination.

The letter of termination should:

+ outline the reasons for the termination of the
employee's employment

- specify the notice period or if the employee will be paid
in lieu of that notice, and

« advise the employee of the last day of work

This letter of termination template has been colour
coded to assist you to complete it accurately. You simply
need to replace the red < > writing with what applies to
your employee and situation. Some of the sections are
optional as they might not apply to your employee and
can simply be deleted.

Explanatory information is shown in blue italics to
assist you and should be deleted once you have
finished the letter.

Step 5 Meet with the employee to provide
the letter of termination of employment

The reasons for termination of employment should be
explained to the employee and he or she should be given
an opportunity to ask questions.

It is important to carefully explain the information in the
letter of termination of employment and ensure that the
employee understands.

You should keep a copy of the letter of termination of
employment for your records.

Important: An employee may choose to submit a
complaint or claim against you (e.g. unfair dismissal,
discrimination) even if you follow these steps.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026



Termination

For the most up to date examples visit fairwork.gov.au,/tools-and-resources/templates

<Print on your business letterhead>

<Date>
Private and confidential

<Insert employee’s full name>
<Insert employee’s residential address>

Dear <insert name>
Termination of your employment

| am writing to you about the termination of your employment with <insert company/partnership/sole
trader name and the trading name of business>.

The next part of this letter sets out an example of best practice performance/conduct counselling prior to
termination. It is not prescribed by law. You may not have done all the things in the three paragraphs
below so you should delete what is not relevant to your situation.

If you are a small business it is very important that you ensure that you have complied with the Small
Business Fair Dismissal Code before you terminate an employee’s employment. Visit
www.fairwork.qov.au for a copy of the Code.

On <insert date> you met with <insert name of others at the meeting>. In that meeting, you were
advised that <insert advice given to employee regarding improvement of performance or conduct, for
example any deadlines for improvement, new targets set etc>. You were issued with a formal
<warning/counselling> letter on <insert date>.

On <insert date> you had a second meeting with <insert names of other people at the meeting> and
you were advised that your <performance/conduct> had not improved to the level required. You were
issued with a second <warning/counselling> letter on <insert date>.

You also attended a meeting with <insert name of others at the meeting> on <insert date>. In that
meeting you were issued with a final <warning/counselling> letter. This letter indicated that your
employment may be terminated if your <performance/conduct> did not improve by <insert date>.

<|/We> consider that your <performance/conduct> is still unsatisfactory and have decided to terminate
your employment for the following reasons:

« <Insert reasons relating to performance or conduct>

« <Insert reasons relating to performance or conduct>

Option A: Use this option if you want the person to work his or her notice period.

Based on your length of service, your notice period is <insert number> weeks. Therefore your
employment will end on <insert future date to cover all of the weeks you need to give notice>.

Check the National Employment Standards and your relevant industrial instrument (e.g. award or
registered agreement) for how much notice you need to provide the employee. If there is an applicable
industrial instrument or contractual arrangement (e.g. contract of employment, workplace policy) that
provides different notice amounts than the National Employment Standards, you need to provide
whichever is more generous to the employee. Need help? Call the Fair Work Infoline on 13 13 94.

Option B: Use this option if you want the person to be paid in lieu of notice.

Your employment will end immediately. Based on your length of service, your notice period is <insert
number> weeks. In lieu of receiving that notice, you will be paid the sum of $<insert amount>.

For more information visit dairyaustralia.com.au/people
This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026
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Check the National Employment Standards and your relevant industrial instrument (e.g. award or
registered agreement) for how much notice you need to provide the employee. If there is an applicable
industrial instrument or contractual arrangement (e.g. contract of employment, workplace policy) that
provides different notice amounts than the National Employment Standards, you need to provide
whichever is more generous to the employee. Need help? Call the Fair Work Infoline on 13 13 94.

You will also be paid your accrued entitlements and any outstanding pay, up to and including your last
day of employment. This includes the balance of any time off instead of overtime accrued but not yet
taken (paid at the overtime rate applicable when the overtime was worked), and superannuation.

If you have been paid annual leave in advance, any amount of annual leave still owing will be
deducted from your final pay.

You may seek information about minimum terms and conditions of employment from the Fair Work
Ombudsman. If you wish to contact them you can call 13 13 94 or visit their website at
www.fairwork.gov.au.

Some termination payments may give rise to waiting periods for any applicable Centrelink payments. If
you need to lodge a claim for payment you should contact Centrelink immediately to find out if there is
a waiting period.

Yours sincerely,

<Insert name>

<Insert position>

PLEASE KEEP A COPY OF THIS LETTER FOR YOUR RECORDS

More sample termination letters are available on the
Fair Work templates site.
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Understanding an
employee's final pay

Frequently asked questions

There are a number of rights and obligations that are
important to follow when a staff member gives notice and
an employment contract ends. Employment may end in a
number of ways:

+ the employee may resign
*+ be terminated or
+ their position may be made redundant

However when a contract ends, the dairy farm employer
is responsible for ensuring that the employee receives
their correct entitlements on resignation or termination —
this includes a final payment.

Final payments may differ depending on the state of the
operation and whether the employer or the employee has
ended the contract.

The following entitlements must be
considered when making up the
employee’s final pay:

Notice period A minimum period of notice is required
or the employee must be paid in lieu of notice. The
Pastoral Award 2020 provides for a minimum notice
period that depends on the length of service unless
the employment contract states a longer period. The
notice periods in the National Employment Standards
apply to Award free employees unless the employment
contract allows for a longer period. Visit: https://www.
fairwork.gov.au/employment-conditions/national-
employment-standards

Remember, there are different rights and obligations
when a job is made redundant, but the same notice
periods and the Pastoral Award requirement to consult
with employees still apply. For businesses that employ 15
or more employees, The National Employment Standards
provide for redundancy pay that depends upon the
length of service.

For more information visit dairyaustralia.com.au/people

This leaflet is a guide only and professional advice should be sought about your specific circumstances.

* Work performed until time of termination Employees
must be paid for all work performed during the notice
period. This includes any other entitlements such as
personal/carer's leave, public holidays or overtime.

« Accrued annual leave: All accrued annual leave,
which has not been taken by the employee, must be
calculated on the current rate of pay and paid out.
Under the Pastoral Award 2020, any annual leave that
has been taken in advance can be deducted from the
amount due to the employee.

+ Annual leave loading: Under the Pastoral Award 2020,
annual leave loading must be paid for all annual leave
- this includes any annual leave paid out on termination
of employment. Award free employees are not entitled
to annual leave loading.

-+ Long service leave: Employees must be paid but the
length of service required before payout varies across
Australia. Long service leave may not be payable if an
employee is dismissed for serious or wilful misconduct
- check your state laws to be sure of employee
obligations.

+ Personal/carer's leave: Accrued personal or carer's
leave does not have to be paid out on termination
of employment.

+ All termination payments must be made within 7 days of
the employment ending. If your pay cycle is later than
this, you should run a separate pay cycle for this.

+ For VIC only, if the employee is entitled to long service

leave, they must receive payment for it on the day
of termination.

July 2026
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Final Pay: When is NOT superannuation applicable?

Final pay tips

The ATO does consider amounts paid on termination
in lieu of notice as ordinary time earnings and super
is payable on these amounts. Some termination
payments are not regarded as qualifying earnings
and therefore no superannuation has to be paid.
They include:

+ Accrued annual leave paid as a lump sum
on termination

+ Long service leave paid as a lump sum
on termination.

Seek advice from your accountant or HR advisor.

1 Maintain a comprehensive and up-to-date record
of employee hours worked and leave entitlements,
so you can settle a final pay easily and quickly.

2 People resign for various reasons; an exit interview
is a good way to understand why they have left.

3 Redundancy is difficult for both the employer and
employee — employers should contact a farm
adviser and get legal advice.

For more information

- Visit dairyaustralia.com.au/people to access
arange of industry specific resources.

» Check Fairwork Australia's National Employment
Standards: https://www.fairwork.gov.au/
employment-conditions/national-employment-
standards

For more information visit dairyaustralia.com.au/people
This leaflet is a guide only and professional advice should be sought about your specific circumstances. July 2026
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How safe is
your farm?

Safety in the workplace (farm) is vital for you, your family, employees,
contractors and visitors. This section is designed to get you started.

Workplace health and safety (WHS) principles

An employer is required by law to provide every employee with a workplace
that is, as far as reasonably practicable, free from risk to the employee’s
health and safety.

The laws also require that employees take steps to protect their own health
and safety by following safety instructions and by using safety equipment.
Employees are also obliged to speak up if they feel they are being asked to
do something they are not comfortable with.

The workplace health and safety laws have been written to get people to
talk with each other about the risks that exist at work. The laws seek to get
people to find ways to remove risks before anyone gets hurt.

Every farm is different and, even though there are similarities in work
practices and risks, every farm needs its own risk control solution to achieve
the best safety outcome.

Register injuries and accidents
When an injury (minor or major) has occurred, the injured person must:

+ report the injury or work-related illness to their supervisor or employer as
soon as possible

+ enter the details in the farm’s Injury & Incident Register or have another
person complete the Register

+ obtain a medical certificate from the treating doctor, where the injury
requires treatment, and give the certificate to the employer.

Accident and incident records must be retained for at least 5 years.

2

Resource in this section
|:| Induction checklist
|:| Injury and Incident Register
+ Template
+ Investigation report template

|:| Contractor safety
induction checklist

ESKi July 2026
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Investigate accidents

All work-related injuries, accidents and incidents need to be investigated
as soon as possible.

The investigation should thoroughly analyse the accident or incident,
determine the cause(s) and identify actions necessary to prevent it
happening again.

If a notifiable incident occurs, such as a death, a serious injury or iliness,

or a dangerous incident, you must notify your state or territory work health
and safety (WHS) regulator immediately. You must also preserve the incident
site until an inspector arrives or advises that it can be disturbed, except
where necessary to assist an injured person, make the area safe or prevent
further risk.

Induction

Induction is a very important part of farm safety and is easy to complete. It is
important to set aside the time to properly show the new employee around
and clearly demonstrate how to safely use the various equipment on farm.

SAFETY AUDIT

A regular farm safety audit is an effective way to identify hazards and
reduce the risk of workplace injuries. Your state dairy farmer organisation
can provide industry-specific safety resources and tools, while your
state or territory WHS regulator can provide guidance on meeting your
legal safety obligations.




You can use the Induction Checklist template that covers everything you
need to explain on your farm and provide him/her with a copy so that they
can tick off items as they go and ask questions if they need to.

Once the induction has been completed then both of you can sign to say
induction was conducted and understood.

WorkSafe's top 12 farm safety tips

+ Maintenance should be regular and carried out by a suitably-qualified
person, particularly brakes on equipment.

+ Application of parking brakes prevents run overs, even on relatively
flat ground.

+ Missing or inadequate guarding, particularly power-take-offs on tractors
can catch clothes, hair or body parts.

+ Working alone increases risks if something goes wrong. Let someone know
where you'll be and when you're due back. Take a mobile or two-way;
checkin.

+ Use equipment best suited for the job.

+ Separate people and moving machinery, including trucks making deliveries
and pick-ups. Keep them away from power lines — look up and live.

+ Get home-made or modified equipment checked by a suitably-
qualified person.

+ Set a good example by demonstrating safety expectations to workers.
Ensure they are properly trained and qualified, including contractors.
Relying on someone's (or your own) skill and experience can lead to over-
confidence and risk-taking.

+ Having fall protection and using it prevents deaths, brain damage and
permanent spinal injuries.

+ Wear a helmet when riding a quad bike, motorbike or horse.
+ Working areas of farms and farm machinery are no place for children.

+ Know your limitations.

ESKi July 2026
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Learn more

Every farm is different and, even though
there are similarities in work practices
and risks, every farm needs its own risk
control solutions to achieve the best
safety outcomes.

You can use the information and
templates on the People in Dairy
website to develop processes and/
or documents that will help make your
farm safer.

Safety checklist

Use these questions as a starting point to working out what you need to do
to make your farm safer.

|:| Do you have an induction process for employees, contractors
and visitors?

|:| Do you have a workplace health and safety policy and do you have
procedures that are followed for all tasks?

|:| Do you have a documented risk management process that includes
manual handling, chemicals, plant, confined spaces, working at height
and electrical?

|:| Do you have a consultation/communication system with employees?
|:| Is there an emergency response plan for the farm?

|:| Do you have a documented process for hazard, accident and
incident reporting?

|:| Are there adequate amenities for people in the workplace?

|:| Do workers possess licences and/or certificates of competency for
the plant they operate and tasks they undertake? (e.g. forklift licence,
driver's licence, chemical user's certificate)

|:| Does all plant and equipment used in the workplace comply
with regulations? (includes guarding, noise, design, maintenance
and use)

|:| Do you have a process for managing work environment hazards
including noise, dust, hot and cold conditions and sun exposure?

|:| Have you addressed child safety in the workplace?

|:| Are chemicals managed correctly — records, storage, personal
protective equipment, usage, safety data sheets, signage?

|:| Have you displayed adequate signage in the workplace?
(e.g. visitor directions, traffic movement, specific hazards, use of personal
protective equipment, general warnings)

|:| Does personal protective equipment meet legal requirements — quality,
comfort, storage, maintenance, usage?

|:| Do you have a policy/procedure which enables people working
in remote and isolated locations to receive assistance in
emergency situations?

The Dairy Australia Farm Safety Starter Kit and Farm Safety Module are
available at dairyaustralia.com.au/people

Z Dairy Dairy .
Australia Australia

Farm safety
manual

DELIVERING /¢
* GeDAIRY o
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Week 1 - Induction Checklist

Use the Induction Checklist to make sure all essential information is covered during the

first few days.

Week 1 - Induction Checklist

Employee Name:

Supervisor:

Start Date:

Task / Activity

Introduction to the farm
History of the farm and business

About the farm — cows, milking system

Goals of the business

Culture and values — Code of Conduct

The team — Organisation Chart

Who's who - reporting lines
Terms and Conditions of Employment

Position description

Probationary period

Hours of work

Leave requests

Pay method and frequency

Rosters and timekeeping explained
Health and Safety on Farm

PPE explained and provided (Day1)

Equipment issued

First aid location show

Reporting hazards/injuries process explained

Emergency procedure and assembly points
The Farm Map

Site tour completed

Farm map provided

Break locations and amenities shown
Meet the team and Communication

Introduced to team members

Meet supervisors and coaches

Communication methods discussed e.g.
WhatsApp group, mobile numbers

Dairy Learn — Dairy Australia Online Training Platform
Create Dairy Learn account

Enrol in ‘Starting Your Career in Dairy’ courses

Complete ‘Starting a job in dairy (Safety and Livestock)' course

Employee
Initial

Supervisor

Initial

ESKi July 2026
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Week 1 - Induction Checklist
(continued)

Task / Activity Date

Farm Workplace Policies

Core policies:
Code of Conduct

Drug and Alcohol Policy

Social Media Policy

No Bullying Policy

Children in the workplace Policy

Accommodation Guidelines (if applicable)

Health, Safety and Compliance:
Q-Fever Policy

Injury, Incident and Near Miss Reporting Policy

Biosecurity and Hygiene Policy

Machinery and Equipment:
Quad Bike Policy

Equipment, Vehicles and Machinery Use Policy

Animal Welfare:
Livestock Handling and Animal Welfare Policy

Standard Operating Procedures (SOPs)
Chemical Handling
Quad Bikes
Side by Side Vehicles
Two Wheel Motorbikes
Using Tractors
Milking Machinery and Procedure
Working with Livestock
Newborn Calf Procedure
Feeding Calves
Dairy Maintenance
Chainsaw Use

Use of a Telehandler

Notes:

Employee
Initial

Supervisor
Initial
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Injury and incident register

** Insert Manager's name and contact details before proceeding **
Date of injury
Name of person injured: Date of birth:
Status (employee, contractor, visitor):
Address:
Signature (injured person or person reporting):
Details of injury or incident
Date of entry or incident: Time: am/pm
Date reported: Time: am/pm
Injury/incident reported to:
Injury/incident location:
Activity engaged in at time of injury/incident:
Details of the injury

Cause of the injury/incident:

Name of witness(es):

First aid attendant (if applicable):

First aid treatment (if applicable):

Name and address of doctor (if applicable):

Completed by:
Notification:

Police:

Workcover Authority:

Insurer:

** File this document in the relevant farm folder and retain for five years **

ESKi July 2026
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Injury and incident
investigation report

All work-related injuries, accidents and incidents need to be investigated as
soon as possible and controls put in place to prevent them recurring.

The investigation should thoroughly analyse the injury or incident, determine the
cause(s) and identify actions necessary to prevent it happening again.

** Insert Manager's name and contact details before proceeding **
Date of report: Date of incident:
Location of incident:
Investigation team
Manager or supervisor:
Employee or other person working on the farm:

Check boxes as appropriate

|:| Lost time |:| Medical treatment
O First aid O None
|:| Reported to Workcover insurance agent

Details of damage (plant/property/equipment)

Details of injury/incident

Key contributing features

ESKi July 2026 9
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Immediate causes

Underlying causes

Intermediate action taken to prevent further risk of injury or recurrence

Recommendations

Actions and responsibilities

Completion date:
Name of manager or supervisor::

Signature:

** File this document in the relevant farm folder and retain for five years **
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Contractor safety
induction checklist

Farm/Business name:

The health and safety of all the people who work and live
on this farm is the most important responsibility that we
all share.

As the farm owner / manager, we have responsibility for
the health and safety of everyone who works or visits this
farm, and this includes contractors.

The following information describes the safe work
arrangements that we see as vital for ensuring the health
and safety of workers and visitors to this property.

We will step you through our contractor induction
process, however, you should also read this document

Contractor details

Name
Position
Company

Details already on file? I:l Yes I:l No  Ifno, fillin below

carefully, make sure you understand it, that your needs
are addressed and that your responsibilities are clear.

If you do not understand any section, ask for an
explanation. As a contractor working on our farm, we ask
that you provide this information to your workers as well.
Extra copies are available.

If at any time, you feel you cannot do your job safely, stop
and discuss it with the farm manager or the person from
the farm supervising your work. We will then work together
to fix the problem.

ABN Licence/Registration (if applicable)
Address

Phone number Mobile

Email

Names of employees who could attend on site:

Services provided

Relevant insurances you hold (Insurer / Policy Number / Cover / Expiry Date)

Public Liability

Workers
Compensation

Other

ESKi July 2026
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Approach to work

1 Asa contractor to our farm, we regard you as a
professional person in your trade / area of expertise.
As such, you have responsibilities for your own safety
and the safety of your co-workers, and others that
your work activities may impact upon.

2 All contractors are responsible for ensuring they and
all persons working for or contracted by them have
completed a basic site induction and have read and
understood the safety requirements detailed below.
This must be done prior to commencing work.

3 All contractor equipment, materials and personal
protective equipment must be in good condition, be
properly maintained, suitable for the job at hand and
comply with the relevant legislative requirements and/
or Australian Standards.

4 All work must be conducted in a safe, healthy and
environmentally responsible manner and comply with
all legal/regulatory requirements. The appropriate
codes of practice from safeworkaustralia.gov.au
relating to the work must be followed where
reasonable and practical to do so.

5 Safety and protective equipment (e.g. hearing, foot,
eye protection, hard hats, high visibility vests, etc.)
must be worn/used as appropriate to the work being
carried out.

6 Farm staff and visitors should be demarcated/isolated
from the work you are doing with appropriate warning
signs, barriers etc.

7 Please do not bring children onto the farm.

Hazards on the farm
8 Afarm map is provided. Marked on the map you will
find hazards that we have identified which may affect
the work that you do. These include:
— Powerlines
— Dams, creeks and waterways, wet areas
— No-go zones
— Others (if relevant)

9 A copy of our asbestos register will be provided
where relevant.

10 We are striving to continue improving the working
environment to prevent injury and illness. Please tell
us of any hazards that you and your workers become
aware of. We welcome any suggestions on how we
can make our farm safer.

Working on your own

1 Always let someone know where you or your workers
plan to be on the farm and take a mobile phone
or some other way to communicate in case of an
incident.

High-risk work

12 For any high-risk work (e.g. working at heights,
confined space work, working with hazardous
substances), you must have appropriate training
and the correct equipment for the job. For high-risk
work, an appropriate formal risk assessment must be
completed prior to commencement.

Handling chemicals

13 Acurrent Safety Data Sheet (SDS) must be available
for all chemicals used.

14 Anyone handling chemicals on the farm must comply
with the instructions on the label and the Safety
Data Sheet (SDS).

Equipment operation and maintenance

15 Equipment belonging to this farm can only be used by
authorised persons. Discuss any of your requirements
with us prior to commencing work.

16 Only authorised people can operate equipment on
this farm. You and your workers must comply with alll
the safety warnings on machinery and equipment,
and in the operator's manual.

17 No equipment is to be repaired or maintained unless
properly isolated / switched off and / or stopped.

18 Any equipment or materials found to be unsafe should
be reported immediately to the person in charge and
should be tagged 'out of service'.

19 All mains powered portable electrical equipment must
have a current test tag.

Machinery, vehicles and traffic

20 Please abide by speed limits and watch carefully
for pedestrians.

21 There may be children on this farm. Their safety is
a high priority. Please be careful when driving
vehicles or machinery — never reverse without
checking for children.

22 No passengers are permitted on tractors, quad bikes
or other farm machinery.

23 Keys must be removed from machinery after use.
24 Vehicles should be parked at:


http://safeworkaustralia.gov.au

Injury and incident reporting General requirements
25 Allincidents, accidents and near misses must 31 Prior to coming on the farm and again when you leave.
be reported to management and entered in the Always contact:

appropriate records. If you don't report an incident,
accident or near miss, the farm won't get the
opportunity to look at the situation that caused it.
This means that it could happen again with far
greater consequences!

26 Allinjuries or iliness must be entered in the injury record

. . Ph
book. It is located in: one

32 Agree to respect the business privacy/
confidentialitypolicy of the farm.

33 Ensure that you and your workers come dressed for
work in suitable clothes that do not pose a safety risk.

34 Maintain reasonable standards of housekeeping,
cleanliness and hygiene. Washing facilities and toilets
are located at:

Being ready for emergencies

27 Fire extinguishers are located as per the map,
please carry your own and obey seasonal and total
fire ban requirements.

35 No form of harassment/bullying will be tolerated.

36 No one may be in possession of, consume or be
suffering the effects of alcohol or illegal drugs.

37 No smoking in the farm vehicles, dairy or any other

28 First aid kits are located at: .
farm buildings.

38 No firearms are to be brought onto the farm.
39 No dogs are to be brought onto the farm.

Specific induction information

and the following people are trained in first aid: Spraying contractors
Have Safety Data Sheets (SDS) available for chemicals
to be used.

.

.

Use chemical as per labelled and SDS instructions.

Use PPE according to label and SDS instructions.

.

Only use trained operators to apply chemicals.

For mixing/loading and wash down, use only the
29 Have the emergency telephone numbers keyed into specified site at:
your mobile phone. They are:

Phone
Phone
+ Ensure spray equipment is calibrated and in good
Phone working condition.
+ Only spray in suitable weather conditions with care not
30 Know how to reach the emergency assembly point to affect the surrounding environment.
located at: .

Report any incident relating to chemical use eg: spills,
to farm management.

ESKi July 2026 13
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Livestock and general carriers

+ On or before arrival to receive despatch or delivery
instructions, drivers must contact:

Phone

+ All drivers and operators must be wearing appropriate
work boots.

+ High visibility vests are to be worn at night.

+ Plan and allow sufficient time to reduce fatigue when
driving long distances.

« If trucking livestock or delivering products at
night, ensure that there is adequate lighting for
loading/ unloading.

+ Trucks must be fitted with reversing alarms.

+ Truck drivers and others must not climb onto the top
of stock crates without a fall arrest system in place.

Earthmoving contractors

+ All operators must be trained and competent to
operate skid steer and load shifting machinery.

The safety of the people on this farm is our

number 1 priority.

Remember, at

we want everyone to go home to their family in the same

condition that they arrived at this farm.

I have read and understood these CONTRACTOR
SAFETY REQUIREMENTS

Signed

Name (please print)

Date
Note: This document does not, in any way, excuse a

person from doing all that is reasonable to ensure the
health and safety of themselves and others.
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