
 

SELF AUDIT CHECKLIST 
Payroll and Employment Records 

Use the MTA WA self audit check list to check your level of legal compliance in three key areas: pay 

slip information, payroll management and employment record keeping. 

The Fair Work Act and Fair Work Regulations set out what employment records must be kept by an 

employer about an employee as well as the information that must be detailed on a payslip. 

Contact your MTA WA Employer Services team on 9233 9800 or ir@mtawa.com.au for advice or to 

conduct a compliance audit to ensure your employment record keeping, pay slips and payroll 

management are all legally compliant.  

No. Pay Slip Checklist Yes No Not 
Sure 

1 Employers Name and Entity Name    

2 Australian Business Number (ABN) – if applicable     

3 Employee Name     

4 Period of work the Pay Slip covers     

5 Date the Payment is made     

6 Gross amount of the payment     

7 Details of each additional payment eg bonus, loading, allowance    

8 Details of each deduction made from the gross payment     

9 Details of superannuation contribution     

10 Do hourly paid employees have details of their ordinary hourly rate, hours worked 
and gross payment made? 

   

11 Do employees with an annualised salary have details of their current annual salary 
on the pay slip?   

   

 

No. Checklist for Payroll  Yes No Not 
Sure 

1 Do you know what award applies to your employees?     

2 Do you know what classification applies to each of your employees?    

3 Do you know what allowances, overtime rate, penalties and loadings your 
employees are entitled to under the award?  

   

4 Do you provide new employees with the following information?  

• Role description 

• Award coverage  

• Pay Rate  

• Employment type (ie fulltime, casual etc)  

• Hours of Work 

• Work Location 

• Probation Period 

   

5 Did you provide this information in writing? Employment contract?    

6 Did you give your new employee a copy of the Fair Work Information Statement?     

7 Have you given your new employee an induction? (site & safety)    

8 Have you explained your Company’s policies and procedures?     

9 Can your employees access a copy of your Company’s policies & procedures?    
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10 Does your new employee know what to do if they are ill and not able to come to 
work?  

   

11 Does your new employee know what day they are paid ?    

 Does your new employee know how they will obtain a pay slip?    

12 Does your new employee know how to fill out the time sheets and why?    

15 Does your new employee know the process for authorising overtime?    

16 Does your new employee know they are serving a perobation period, why and how 
you will monitor their performance during the probation period? 

   

17 Does your new employee know what to do if they have any concerns or work 
grievances? 

   

18 Do your employees have access to a current copy of the award that covers their 
employment and a copy of the National Employment Standards (NES) Fact Sheets?  

   

19 Do your employees know what to do if they are injured at work?     

20 Do your employees know what to do if they see a workplace hazard?    

21 Do your employees know the evacuation procedure and identify the muster point?    

22 Do your employees know how to obtain/replace personal protective equipment 
(PPE) to do their job?  

   

24 Do you require employees to advise you of resignation of employment in writing?    

25 Does payroll have a current copy of the award wage schedule?    

 

No. Payroll and Employment Records Yes No Not 
Sure 

1 Copies of signed timesheets for each pay period    

 A separate time sheet for each employee for each pay period    

2 Full details of all types of leave accrued and leave taken for each employee    

3 Copies of agreement to cash out leave     

4 Copies of agreement to take leave in advance     

5 Copies of agreement to make deductions from pay     

6 Record of employment commencement date for each employee    

7 Record of employment type for each employee ie full time/part time/casual     

8 Copy of employee tax declaration    

9 Copy of employee Choice of Superannuation Fund     

10 Full details of payments made to the employee superannuation fund     

11 Record to validate the employee’s super fund is a complying fund    

12 Full details of commission paid to vehicle sales staff     

13 Full details of reconciliations for annualised salaried clerical employees     

14 Full details of salary reconciliation for vehicle sales people     

15 Termination of employment details     

16 Signed Time sheets for each employee for each pay period    

17 Copy of Work Rights Visa & Passport    

18 Record of Work Rights Visa validation check     

19 Record of proof of age     

20 Copy of all required licences, tickets, qualifications     

21 Copy of Apprenticeship Agreement     

22 Copy of Uniform, Work Clothing or Special PPE issue    

 


