How to Navigate the SharePoint HR Portal

Click here for steps on how to navigate using the search bar.

Click here to learn how to download resources on the SharePoint HR
Portal.

1. Upon entering the SharePoint HR Portal, you will be able to see category tabs
at the top and middle of the page. These tabs share the same function —
clicking it will redirect you to the page relevant to the topic.
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2. As an example, for resources that relate to recruitment, click on the
“‘Recruitment” tab. You will then be redirected to the Recruitment Page.
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Recruitment

Whether a business is newly established, expanding or even restructuring, hiring new staff is always a process of great importance. It's
something every business will do at least once so it is crucial to get the hiring process right to ensure the right person is recruited for
the job and starts on the right track.

This section provides resources covering the recruitment process from pre-interview to post-interview stages.

Before beginning the recruitment process, it's important to be aware of the workplace legislation that applies in Australia (see
Complying with workplace legislation and Which workplace relations system do you fall under?)

~  Complying with legislation

~ Which workplace relations system do you fall under?

~ Job descriptions

3. On each page, there will be an overview which provides a summary
description of the topic. The HR resources have been separated based on the
relevant sub-topic to make it easier to find the resource you actually need. For
example, if you are looking for “Record Keeping Requirements”, this can be
found under the “Complying with legislation” tab. Click on the tab to open it.
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< Complying with legislation

There are workplace laws in Australia that apply to both business owners Complying with workplace legislation
and workers. In this section you will find information regarding key
workplace compliance issues.
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Fair Work Health Check Up .
The self-audit checklist is an effective tool to identify any key workplace B ~Record_Keeping_Reguirements.do...
compliance issues which can be addressed to reduce or eliminate any .
possible legal exposure to a business. @ “What-are-Workplace-Protections...
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Record keeping

There are legislative requirements regarding record keeping that every
workplace should comply with. This guide outlines what type of
employee information should be recorded and kept at a workplace.

Superannuation and taxation overview

Businesses need to meet their taxation and superannuation obligations
for all workers. This includes PAYG withholding and payroll tax under
Australian taxation law as well as paying superannuation on behalf of
workers as required under the Superannuation Guarantee
(Administration) Act 1992 (Cth). This guide provides a general overview
of superannuation and taxation obligations at the workplace.

Protections at Work Guide

All workers in Australia under relevant Commonwealth and
State/Territory laws are entitled to general workplace protections. This
guide explains these protections at work.

In each sub-topic tab, you will find an overview of the specific topic covered by
the resources, and a list of our resources on the right hand side, which you
can click to download.



How to Navigate using the Search Bar

If you know the name of the file, but are unsure which category it will fall under, you
can simply use the search bar, located at the top of the SharePoint HR Portal.
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1. All you need to do is type the name of the file (or any keyword) and hit the
search button. For example, we will search for the resource on “Record-
Keeping Requirements”.
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2. After you hit the search button, you will be redirected to the Search Page,
which will display all relevant results.
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3. Where there are a large number of results, you can simply filter the results
based on what you are looking for (i.e., filter by file, site, news, etc.). In this
example, we will filter by file.
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4. Simply click on the desired file after you have located it.



How to Download Resources on the SharePoint HR Portal
There are two ways to download our HR resources from the SharePoint HR Portal.

1. You can simply click on the file to be redirected to the Microsoft Word Online Page.
In this example, we will click on the “Record Keeping Requirements” file.
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Record Keeping Requirements

Record keeping requirements differ between the two industrial relations systems. Please refer
to the relevant section below that applies to your workplace.

W What types of employee records should | keep and for how long?
Regardless of the industrial relations system you fall under, there are two categories of employee
records, those:-
1) Required by legislation to be kept; and
2) Which should be kept fo ensure effective management of the employee

Employers must keep all time and wages records for at least seven years after they are made for

2. From this page, Click on “File”, which can be located on the top left of the page.
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3. From the side menu, click “Save As” and then “Download a Copy” (or “Download as
PDF” if you would prefer a PDF File).
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Where's the Save Button?

There's no Save button because we're automatically saving your decument.

4. The other method of downloading the HR resources is a lot simpler. All you have to
do is hover over the file, and then click on the ellipses (“...”). From the pop-up menu,
simply select “Download”.

~  Complying with legislation

There are workplace laws in Australia that apply to both business owners Complying with workplace legislation
and workers. In this section you will find information regarding key
workplace compliance issues.
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