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 act solely on the material contained in this guide  without consultation  with your  business advisers. 

Outline the regulations and  

considerations required when  

employing staff members in 

your business. 

Purpose:  
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What do I need to do when employing a staff member? 

Employing Staff: 

∗ Register for PAYG withholding with the ATO. 

∗ Get your staff member to complete a TFN declaration and Superannuation nomination statement. 

∗ Ensure you register for WorkCover, or update your policy on the level of remuneration.  

∗ Collect bank account or payment details 

Registering for PAYG Withholding: 

As part of your requirements with employing staff, you will need to report the amount of wages and tax 

withheld for all employees with the Australian Taxation Office. 

This is either completed on a monthly or quarterly basis, depending on the level of PAYG withholding and is 

generally completed with your BAS returns.  

If you have not paid wages before, you will need to complete a registration with the ATO. If you are also 

completing a GST or ABN application as a new business, your PAYG registration can be done at the same 

time.  

How do I work out how much tax to withhold? 

The Australian Taxation Office have published tax tables to assist employers determine how much tax 

needs to be withheld from employees wages each period.  Visit: http://www.ato.gov.au/Rates/Tax-tables/ 

There are various tax tables which are published based on whether your pay periods are weekly, fortnightly 

or monthly. 

To determine the tax, you first work out the gross pay (hours x pay rate), and find the corresponding 

amount on the tax table.    

You will need to consider whether your employee is claiming the tax free threshold or not, and whether the 

employee has a HECS/HELP debt, as there are varying tax amounts based on these factors. 

What is a TFN declaration? 

A TFN declaration is given to the employee to complete, and provides the employer with all the details 

they require to fulfil their reporting obligations. The declaration includes: 

∗ Name & Address details 

∗ Tax File Number 

∗ Whether the employee has a HECS/HELP debt 

∗ Whether the employee is claiming the tax free threshold on another job 

∗ Whether they are claiming the tax free threshold 



What is a superannuation declaration? 

Employees have the choice of nominating a superannuation fund that any compulsory superannuation 

contributions are to be paid into.  

A Superannuation declaration provides all the details of the employee’s nominated superannuation fund. 
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For more Information:  

Visit: www.business.vic.gov.au or  www.fairwork.gov.au 

Or phone 1800 777 275 from Monday - Friday 8:00am - 6:00pm 

Or contact Sheridan Partners on (03) 5851 0225 

“Your Success is our Business” 
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What are my superannuation obligations? 

Employers are required to pay Superannuation Guarantee Contributions (SGC) of 9.5% for any employees 

who earn more than $450 in a calendar month.  

This superannuation obligation is to be paid each quarter, and is to be received by the nominated           

superannuation fund by the 28th of the month following the end of the quarter.  

For example, if an employee earns $1,000 gross income per month for the April to June quarter, the        

employer is required to pay $285.00 ($1,000 x 3 x 9.5%) to the superannuation fund by the 28th July.  

What happens at the EOFY? 

At the end of each financial year, employers are required to provide employees with a PAYG Summary 

(also referred to as a group certificate) which provides a summary of the gross income earned and the tax 

withheld from their wages for the financial year, plus any other relevant data that also needs to be           

reported for taxation purposes.  

You are also required to lodge a summary statement with the Australian Taxation Office.  

What records do I need to keep? 

Employees should complete timesheets or records of their hours. These can be kept electronically or on  

paper, but are required to be produced where requested to confirm that payments have been correctly 

made and confirm to the employer the amount of hours worked by the staff member.  

You should also consider holding a document that will include all the details about the staff member      

including address, phone numbers, emergency contact information, and all the details received from the 

completed PAYG and Superannuation fund forms.  

What if the employee is under 18? 

There are different rules and regulations which apply to employing family members and people aged     

under 18 years old. 

You should read our ‘Employing Children’ fact sheet to find out more. 

Do I need to provide pay slips to employees? 

All employers are required to provide pay slips to employees within 1 working day after the completion of 

each pay period. 

Pay slips need to include a number of items which can be found on the Fair Work website at 

www.fairwork.gov.au/pay/pay-slips  


