Pay slips and record-keeping
Employers have to keep certain information about each of their employees and give pay slips. Record-keeping and pay slip obligations
help to ensure employees are paid the correct wages and entitlements.

Pay slips
Employees must get a pay slip within 1 working day of being paid. If your employer isn’t giving you a pay slip, ask for one.
Pay slips have to be provided to employees in English, either electronically or hard copy.
A pay slip has to include:
the employer’s name
the employers ABN
the employee’s name
the date of payment
the period that the payment is for
the gross and net amount of payment.
The pay slip also needs to have information about any bonuses, allowances, penalty rates, deductions and superannuation.
For a full list of what needs to be included on a pay slip and to find and download our template, go to the pay slips page (www.fairwork.gov.au/pay/pay-slips-and-record-keeping/pay-slips) .

Best practice tip
Issue pay slips in an easy and printable format
Make sure employees can access their pay slips in private

Record-keeping
There are a number or records that employers need to keep for their employees. Employers have to keep time and wage records for 7
years. The records have to be clear and in English. If an employee asks to see their records, an employer must make them available.
Records can be also inspected at any time by a Fair Work Inspector.
Records can’t be false or changed. You can fix a mistake as long as you also make a record about the error and the reason for fixing it.
An employer has to keep records on:
pay
hours of work, including overtime
leave
termination of employment
superannuation contributions
individual flexibility arrangements
guarantee of annual earnings
transfer of business.
To find what information needs to be recorded and to download our record-keeping templates, go to our record-keeping page (www.fairwork.gov.au/pay/pay-slips-and-record-keeping/record-keeping) .

What to do next
Use our pay slip template (www.fairwork.gov.au/ArticleDocuments/766/Pay-slip-template.doc.aspx)
Use the Record My Hours app (Record my hours app (www.fairwork.gov.au/how-we-will-help/how-we-help-you/recordmy-hours-app) ) to track your time at work
Use our Templates and guides (www.fairwork.gov.au/tools-and-resources/templates/templates) to manage your record
keeping requirements
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Contact us
Fair Work Online: www.fairwork.gov.au
Fair Work Infoline: 13 13 94
Need language help?
Contact the Translating and Interpreting Service (TIS) on 13 14 50
Hearing & speech assistance
Call through the National Relay Service (NRS):
For TTY: 13 36 77. Ask for the Fair Work Infoline 13 13 94
Speak & Listen: 1300 555 727. Ask for the Fair Work Infoline 13 13 94
The Fair Work Ombudsman is committed to providing advice that you can rely on. The information contained on this website 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 workplace relations
professional. Visitors are warned that this site may inadvertently contain names or pictures of Aboriginal and Torres Strait Islander people who have recently
died.

