
Employers’  
Handbook 
 
A comprehensive digest of employment 
and human resource requirements 
 
With various Federal and State laws affecting employment and workplace requirements, being informed of the  
constantly changing obligations is a necessity. 

The Employers’ Handbook provides an overview of the day-to-day employment, workplace relations and general 
human resource issues affecting your business.  Covering employment requirements, leave entitlements, termination  
of employment, along with health and safety, discrimination and education and training, this Handbook will help you 
comply with current legislative requirements and meet best practice methods. 

Professionally presented in an A4 folder, the loose leaf style allows for quick and easy updating and referencing.  The 
Handbook is ideal for use by private sector business owners, managers, supervisors and human resource professionals. 

Updating and newsletter service 
Amendments to the Handbook are complemented by a newsletter service that addresses current and topical issues 
relating to its contents.  

Handbook content 
The Handbook provides a detailed and practical reference source of information on each topic area.
 
Industrial Relations* 
- Basis for Employment  

Relationship 
- Overview of Industrial  

Instruments 
- NES and Minimum  

Entitlements 
- The Institutions 
- Role, Function and  

Rights of Unions 
- Freedom of Association  

and Industrial Action 
 
Employment Requirements* 
- Recruitment and Selection 
- Employment Contracts 
- Induction 
- Work Experience 
- Payment of Wages 
- Allowances and Special Rates 
- Taxation/PAYG Payment 

Summaries 
- Superannuation 

 
Employment Records* 
- Essential Employment Records 
- Retention and Inspection of 

Employment Records 

Leave Entitlements 
- Annual Leave 
- Personal/Carer’s Leave 
- Compassionate Leave 
- Parental Leave 
- Community Service Leave 
- Special or Unpaid Leave 

 

Termination of Employment* 
- Legal Obligations 
- Types of Termination and 

Associated Regulations 
- Avenues of Compensation 
- Sound Employment Practices 

Relating to Termination 
 

Long Service Leave 
- South Australian Long Service 

Leave Act 1987 
- Construction Industry Long Service 

Leave Act 1987 
- Award-Derived Long Service  

Leave Provisions 
 

Health, Safety and Welfare 
- OHS&W Legislative Framework 
- Key Requirements and Actions  

for Businesses 
- Managing OH&S Responsibilities 

Injury Management 
- Coverage of the Workers 

Rehabilitation and  
Compensation Act 1986 

- Levy Arrangements 
- Claim Handling Process 
- Payments to Workers 
- Rehabilitation 

 
Discrimination in 
Employment 
- Equal Opportunity 
- Sex Discrimination 
- Age Discrimination 
- Disability Discrimination 
- Racial Vilification/Discrimination 

 
Education and Training 
- Training Organisations and 

Agencies 
- Apprenticeships and  

Traineeships 
- Subsidies/Incentive Schemes  

for Employers 
- Tips for Employers on  

Training Trainees and  
Apprentices 

- Workplace Learning 

Content Applicability* 
Where reference is made to workplace relations legislative requirements, the Handbook primarily focuses on private sector 
employers covered by the Federal workplace relations system and their workplace responsibilities, with minor commentary  
provided to employers under the State industrial relations system and noted appropriately. 



 

Business Publications Order Form 
 

 
Publication 
[Tick Publication Required] 

Full Price 
[including GST] 

Business SA 
Member Price 

[including GST] 
Employers’ Handbook 
 

Manual 
Annual Updating Fee 
 

Total Cost 

 
 

$220.00 
 

$154.00 
 

$374.00 

 
 

$165.00 
 

$132.00 
 

$297.00 
 
 
Contact details 
Contact name 

Position title 

Company 

Courier address Postcode 

Postal address Postcode 

Direct telephone Direct facsimile 

Direct email 

Terms of purchase (please sign) 
All Publications: Payment is required at time of ordering publication.  A tax invoice will be provided.  All prices are subject to change.  All 
publications are available for perusal at Business SA.  No returns accepted and no refunds given.  Purchased publications are intended for the 
purchaser only and cannot be reproduced in any way to a third party.  Updateable Publications: Total cost for serviced publications applies in 
the first year.  Updating service fee only applies in second and subsequent years.  Subscribers will be automatically invoiced immediately prior 
to their initial purchase month for the next 12 month updating period.  Pro Forma Packages and Booklets: CD-ROMS are not available for 
individual purchase after initial sale.  Faulty CD-ROMs will only be replaced within 45 days of purchase.  Lost or misplaced folders, 
booklets and/or discs will incur a replacement cost.   
 
Signature Date 

Payment details 
Enclosed is my cheque for  $   [make cheque payable to Business SA] 

 
Please charge $                             to my credit card  Mastercard  Bankcard  Visa  AMEX  Diners 
 
Card number    

Office Use Only 
Received  

Classification  

Card holder’s name 

Card expiry date 

Signature 

Account No.  

Billing Month  Return to 
Pub Added  Business SA, Customer Service, 136 Greenhill Road, Unley SA 5061 
Invoice No.  

Invoiced By  

Sent  

Entered  
 

Contact details - Customer Service  
Telephone 08 8300 0103 Facsimile 08 8300 0204 
Email customerservice@business-sa.com  Website www.business-sa.com 

 
 

Privacy Statement 
Business SA acknowledges and respects the privacy of individuals.  We advise that the information that you provide on this form may constitute “personal information” as defined by the Privacy 
Act 1988 (the “Act”).  This information is being collected for the purposes of processing your order, registration or enquiry, keeping you informed of upcoming events and assisting us in 
improving our service to you.  The intended recipients of the information are Business SA and service providers engaged by Business SA.  The provision of the information is voluntary, but if 
this information is not provided, Business SA may be unable to process your order, registration or enquiry.  You have a right of access to, and alteration of, personal information concerning 
yourself in accordance with the Act.  The information is being collected by Business SA and will be held by Business SA.  Please direct any enquiries you may have in relation to this matter to 
our Privacy Officer.  Business SA is the trading name of the South Australian Employers’ Chamber of Commerce and Industry Incorporated. 

ONLINE 
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