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HR Risk and Compliance Checklist
	Fair Work Act
	Is your club aware of the following key provisions under the Fair Work Act:
· Record keeping & Pay Slips
· Small Business Code (for clubs with less than 15 employees)
· Casual conversion requirements 
· Correct processes to manage underperformance, termination including redundancy or dismissal?

	National Employment Standards (NES)
	Is your club aware of, and meeting the requirements under the NES? In particular, provisions relating to:
· Leave (annual, personal, compassionate, parental, jury, family & domestic violence , community service)
· Termination (notice periods, severance pay)
Does your club provide new employees and ongoing casuals with a copy of the Fair Work Information and Casual Statements?

	Relevant Award/s

	Is your club aware of and meeting the requirements under the current relevant award/s? In particular, provisions relating to: http://www.fwa.gov.au/documents/modern_awards/pdf/MA000094.pdf
· Consultation provisions for significant change
· Classification structure
· Hours of work
· Public holidays
· Casual employment
· Part-time employment
· Minimum Wages
· Overtime and time-in-lieu
· Penalty Rates
· Allowances
· Meal, rest & shift breaks
· Rosters
· Annual leave loading
Does your club have a process for reviewing rates of pay when minimum rates are increased?

	Other key legislation
	Does your club employ casuals for periods longer than 6-12 months?  Does your club notify casuals of their ability to apply for casual conversion (if applicable)?
Does your club employ staff on a fixed term contract for more than 12 months?
Does your club employ contractors?  Are they bona-fide contractors?
Does your club engage volunteers?  Are they bona-fide volunteers?
Is your club making superannuation contributions for all eligible permanent and casual staff into an eligible fund?
Does your club provide workers compensation insurance?
Is your club budgeting for your long service leave liability for all eligible permanent and casual staff?
Are club managers familiar with the anti-discriminatory requirements under EEO legislation?
Are you aware of Privacy Act requirements regarding information about club employees?
Does your club have a whistleblower policy? (mandatory for some clubs)
Are you aware of leave entitlements available to employees who also work for Defence Reserve Services under the Defence Reserve Service (Protection) Act
If your club employs more than 100 staff, you need to lodge an annual Workplace Gender Equality Agency Public Report.
If your club has $100 million turnover, you need to lodge a report to address terms under the Modern Slavery Act 2018 (Cth).

	Recruitment
	Are hiring managers familiar with the anti-discriminatory requirements under EEO legislation?
Are hiring managers aware of the litigation consequences of misrepresenting the role or club including salary (or potential salary), role, tenure, advancement prospects etc. to hired candidates? 
Do you verify a candidates CV claims -  identity, qualifications, working with children checks, work history, legitimacy of referees
Do you check new employees eligibility to work in Australia, visas etc? (Ref: VIVO Database - Department Immigration)
Are you aware of privacy legislation requirements regarding collecting and holding information about prospective employees?

	OH&S
	Do you have staff policies covering OH&S?
Are staff trained/aware of these policies and do they have access to copies of these policies?
Have staff signed off on these policies?
Does your club:
· Have an accessible injury register
· Record gymnast injuries and consult with parents if required
· Conduct regular OH&S inspections
· Train staff in correct manual handling processes
· Undertake emergency procedure training
· Display an “If you are injured” notice (or other state legislated mandatory requirements)
· Regularly check/test equipment safety
· Check electrical, fire (tagging, inspection), vehicles, equipment, hazardous chemicals
· Undertake risk assessments
· Provide an up to date first aid kit?
· Replenish first aid supplies regularly

	Policies & procedures
	Do you have a staff policies covering key risk areas:
· OH&S (see above)
· Grievance/complaints
· Bullying, harassment
· Personal leave - notification requirements
· Security of information (i.e. staff, member records)
· Annual club close-down (compulsory leave for permanent staff)
Are staff aware of these policies and do they have access to copies of these policies?
Have staff signed off on these policies?

	Employment contracts
	Does your club provide written employment contracts for new employees? If so, does your contact include:
· Principle work location
· Confirmation of award coverage
· Annualised, loaded or award-based salaries
· Special casual terms
· Restraint of trade
· Fitness & health declarations
· Confidentiality, and
· Annual club close down?

	Litigation
	Are your clubs decision makers insured for management decisions?
Does your club provide volunteers with injury compensation?
Are you aware that any staff member can, at any time, notify their State safety regulator if they believe their employer is not providing a safe workplace?
Are you aware that any staff member can, at any time, notify the Fair Work Ombudsman if they believe their employer is underpaying workers?
Are Directors & managers aware of the processes, costs and potential consequences of staff litigation including:
· Fair Work Ombudsman - underpayment of wages claims
· Fair Work Commission – unfair dismissal, constructive dismissal, adverse action, bullying & harassment claims
· Federal & State Courts – breach of contract claims
· Safety Regulator – safety breaches, bullying & harassment claims
· Anti-Discrimination Regulator – workplace discrimination claims



Disclaimer: Please note this information is not intended to constitute legal advice, and is provided by Gymnastics Australia as general information only. You should not rely on it without first verifying the accuracy, completeness and currency of the material, its relevance to your individual circumstances and, where appropriate, obtaining specific legal advice. Gymnastics Australia does not make any warranties for the information contained herein in regard to compliance with the National Affiliation Standards.
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