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INTRODUCTION TO  
MANAGEMENT GUIDE  
Welcome to the [insert company name / logo] (Company) Management Guide (Guide). 

The Guide is a managerial tool to assist in relation to: 

 the Company’s rights and obligations regarding its employees;  

 the employees’ rights and obligations regarding their employment with the Company; and 

 your obligations as a manager in making decisions on behalf of the Company. 

This Guide is not incorporated into employees’ contracts of employment and is not intended 
to give rise to any enforceable rights on the part of employees. Nor does this Guide set out 
inflexible rules to be slavishly followed. It is a guide in the true sense and should be adopted 
and adapted according to the relevant circumstances at the Company’s absolute discretion.  

Management of people and workplace culture is essential to the success of any business. 
There are no hard and inflexible rules for all situations. You should consider the following 
guiding principles when workplace issues arise:  

1. Set clear behaviour standards and performance goals consistent with the organisation’s 
objectives 

2. Don’t ignore unacceptable conduct or performance  

3. Seek and provide accountability  

4. Be respectful, be firm  

5. Document, document, document - Keep a record! 

This Guide is aimed at giving substance to these principles. 

HOW DO I USE THIS GUIDE? 

This Guide assumes the Company is a national system employer and will be subject to the Fair 
Work Act 2009 (Cth) (FW Act). 

This Guide is to be used and read in conjunction with the Company’s policies and procedures.  

If you are unsure about how to manage a workplace issue, you should consult the relevant 
section of the Guide, as well as any relevant Company policies and procedures.  

Before taking any steps, you should discuss your proposed approach with Human Resources 
(HR). [If the Company does not have a designated HR department or HR manager, you should 
discuss it] with your immediate supervisor. It is important that you work closely with HR 
and/or your immediate supervisor when making decisions that may affect an employee’s 
employment, as these decisions may ultimately impact the Company.  
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WHAT IS THE DIFFERENCE BETWEEN THIS GUIDE AND THE EMPLOYEE 
HANDBOOK? 

This Guide is a managerial tool that sets out specific steps you can take to manage various 
workplace issues that may arise from time to time. You must keep the Guide confidential. You 
must not distribute the Guide to the Company’s employees.  

The Employee Handbook (Handbook), on the other hand, is a resource reference for 
employees to help them understand their responsibilities to the Company. If you receive any 
questions from employees regarding their responsibilities or entitlements, you should direct 
them to the Handbook.  

Disclaimer: This Guide is intended for use as a managerial tool only. It is not intended to 
address all the issues relating to: (a) the Company’s rights and obligations regarding its 
employees; (b) the employees’ rights and obligations regarding their employment; and/or (c) 
your role as manager, or be exhaustive in relation to a particular issue. It should not be relied 
on as legal advice. If you require legal advice about any specific employment law issues that 
arise, you should contact MDC Legal.  
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EMPLOYEE LEAVE ENTITLEMENTS  
INTRODUCTION  

This section of the Guide deals with employee leave entitlements.  

When managing leave entitlements, it is important for the Company to comply with the 
National Employment Standards (NES) as set out in the FW Act, as well as the requirements of 
any applicable modern awards or enterprise agreements. 

Failure to do so may result in legal action being taken against the Company for breach of the 
NES, or a modern award, or an enterprise agreement. 

This section is limited to providing guidance regarding the minimum leave entitlements set out 
in the NES. The leave entitlements in the NES apply to all national system employers and 
employees and include parental leave, annual leave, personal/carer’s leave, unpaid carer’s 
leave, compassionate leave, community service leave and long service leave. 

If you require specific advice in relation to leave entitlements under the NES, or pursuant to a 
modern award or enterprise agreement, please contract MDC Legal.  

ANNUAL LEAVE 

Entitlement 

All employees, other than casual employees, are entitled to four weeks of paid annual leave 
for each year of service with the Company. 

Employees who qualify as shift workers, either under the FW Act, a modern award, or an 
enterprise agreement, are entitled to five weeks of paid annual leave. 

An employee’s entitlement to paid annual leave accrues progressively during a year of service, 
according to the employee’s ordinary hours of work. It accumulates from year to year. 

The Company must pay annual leave at the employee’s base rate of pay, for his or her ordinary 
hours of work in the period.  

However, modern awards and enterprise agreements may include additional obligations 
regarding annual leave, such as the requirement to pay the employee “leave loading” on top 
of his or her base rate of pay. 

The Company must pay to the employee any accrued but untaken annual leave on termination 
of their employment.  

Taking Annual Leave 

The FW Act provides that: 

 paid annual leave may be taken for a period agreed between the employee and the 
Company; and 
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