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Small Business Guide to Hiring Staff
A practical guide for small business owners preparing to hire, onboard and support employees.

This guide provides a practical sequence for hiring an employee, from planning the role through to onboarding, payroll, insurance and record keeping. It is general guidance only and should be checked against the specific legal, tax, payroll and industrial relations requirements that apply to your business.

	Before making an offer, confirm the employment type, applicable award or enterprise agreement, minimum pay rate, National Employment Standards entitlements, tax and superannuation obligations, workplace health and safety requirements, and any state or territory obligations. 
Always check current ATO and Fair Work Ombudsman guidance before relying on pay, tax, superannuation, starter-form or record-keeping requirements. SjB Business Consulting can support individual steps or manage the process for you.

Minimum compliance essentials for small business

	· Confirm whether the worker is an employee or contractor and whether the role is full-time, part-time, casual, fixed-term, apprentice or trainee, noting that misclassification can create back-pay, leave, tax, superannuation and penalty exposure.

· Identify the applicable award, enterprise agreement or other industrial instrument before advertising pay or making an offer.

· Set up payroll before the first pay run so PAYG withholding, Single Touch Payroll reporting, payslips, leave accruals and superannuation are handled correctly from the start.

· Provide required starter documents, keep employment records securely, and check workers’ compensation and workplace health and safety obligations.



1. Plan the role and recruitment process

· Define the business need, duties, required skills, expected hours, employment type, budget, and likely award or agreement coverage before advertising.
· Prepare a clear position description and selection process so applications can be assessed consistently and fairly.
· Treat contractor, casual, fixed-term and apprentice arrangements carefully, as the label used in the contract must match the legal and practical nature of the engagement.
· Ensure any advertised pay rate meets the applicable minimum wage, award, enterprise agreement, and Fair Work requirements.

2. Shortlist and interview applicants

· Shortlist applicants against the requirements of the role, not personal characteristics unrelated to the work.
· Use structured interview questions that test skills, experience, availability and fit with the role and small business environment.
· Avoid questions that may breach anti-discrimination, equal opportunity, privacy, or workplace health and safety obligations.

3. Select the preferred applicant

· Contact referees using consistent, role-related questions and document the basis for your decision.
· Confirm any required licences, qualifications, work rights, background checks or physical requirements before making a final offer.

4. Prepare and document the offer of employment

· Make a verbal offer only after the role, pay, hours, start date, classification and key employment terms have been confirmed.
· Follow the verbal offer with a written employment contract that clearly records the required terms and does not provide less than the applicable minimum entitlements.
· Pay and classification
· Ordinary hours of work and expected availability
· Penalty rates, allowances, loadings and overtime where applicable
· Leave entitlements and superannuation arrangements
· Notice periods, probation, confidentiality and other key employment terms.

5. Set up payroll, tax, superannuation and insurance

· Use STP-enabled payroll software before the first pay run to manage PAYG withholding, payslips, leave accruals, superannuation and year-end income statement finalisation.
· Report correctly for PAYG withholding and Single Touch Payroll each pay cycle, and keep payroll details aligned with employee records.
· Check the current Super Guarantee rate and contribution due dates with the ATO, offer eligible employees a choice of fund, use SuperStream and pay contributions on time.
· Arrange workers’ compensation insurance and confirm workplace health and safety requirements before the employee starts.

6. Keep accurate employment and payroll records

· Create accurate records from commencement for pay, hours, leave, superannuation, tax, employment terms and any changes to conditions.
· Keep employment records and payslips for seven years.
· Keep taxation records for five years.
· Use a simple, secure record-keeping system that supports your payroll process, protects employee information, and can be accessed quickly if records are requested.

7. Provide the new employee starter pack

· Tax File Number declaration form or employee tax details summary, collected securely before or as soon as possible after commencement and managed in line with ATO requirements.
· Superannuation standard choice form or online equivalent, provided and retained in line with ATO requirements.
· Fair Work Information Statement and, for casual employees, the Casual Employment Information Statement, provided before or as soon as possible after the employee starts.
· Internal employee details form.
· Signed employment agreement.j
· Dress code, working hours, and any flexible working arrangements.

8. Complete first day orientation

· Introduce the new employee to key team members, managers and workplace contacts.
· Provide relevant HR policies, workplace health and safety procedures, IT access, security requirements and any job-specific instructions.
· Schedule training, supervision and check-ins so the employee can work safely and effectively.

9. Need further help?

SjB Business Consulting helps small businesses hire with clarity, confidence and compliance by assisting with:
· Reviewing your existing structure and roles.
· Drafting job advertisements and position descriptions.
· Preparing employment contracts and key employment documents.
· Drafting practical HR policies and procedures.
· Providing general oversight to help meet employment, equal opportunity, workplace health and safety, payroll, and record-keeping obligations.
· 
Ready to hire with confidence? Contact SjB Business Consulting to discuss your next hire or review your current employment setup.
http://sjbconsulting.com.au/
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