
 

Disclaimer  

The Department of Local Government, Industry Regulation and Safety has prepared this template to provide information 
on record keeping requirements for state system employers. It is provided as a general guide and is not designed to be 
comprehensive or to provide legal advice. The department does not accept liability for any claim which may arise from any 
person acting on, or refraining from acting on, this information.  

Template 1 – Employment details 

Employer name:  Employer ABN:  

 

Employee’s personal details 

First name:  Middle name:   

Surname:  Preferred name:  

Date of birth 
(if under 21): 

 Phone number:  

Email address:  

Address:  

 

Emergency contact 

Full Name:  

Relationship:  Contact number:  

 

Bank account details 

Bank:  

Account name:  

BSB:  Account number:  

 

Superannuation details 

Nominated super fund:  

Membership number:  

 

Employment details 

Commencement 
date: 

 Date employment ceased:  

Name of WA Award / industrial 
agreement: 

 

Job classification / level: 
(e.g. Food and Beverage Attendant Level 2, 
apprentice carpenter) 

 

Employment status: 
 Full time  Part time  Casual 

 Fixed term  Apprentice  Trainee 

Payment method: (e.g. cheque/EFT)  

 


