[Host Organisation Name] - Temp to Perm Conversion Planner
For warehouse, manufacturing, food production and trades sites. Complete one planner for each agency worker you are considering for direct employment.
	Document no.
	[TPC-001]
	Version
	[v1.0]

	Site
	[Site Address and Work Area]
	Owner
	[Owner Name and Role]

	Review date
	[Review Date]
	Prepared on
	[Date]

	Worker name
	[Worker Name]
	Role
	[Role Title]

	Labour hire provider
	[Provider Name]
	Provider contact
	[Consultant Name and Phone]

	Assignment start date
	[Date]
	Target employee start date
	[Date]



How to use this planner
Work through the six parts in order. Parts 1 and 2 are decisions and checks, so finish them before anyone speaks to the worker. Part 3 turns the decision into dates, Part 4 covers what you take on as the new employer, Part 5 gives you words for the three conversations, and Part 6 records the first 90 days. Use the Y/N columns for done or not done, and initial and date each line when you complete it. Replace every [Bracketed Placeholder] with your own detail.
Employee choice pathway. The Fair Work employee choice pathway is a process between a casual employee and their own employer, and in labour hire that is usually the provider. It is not a host obligation. If the worker mentions a notice, ask the provider how it handles notices, and write the answer in Part 2.
Part 1. Should we convert?
Set the weights and the threshold below before you score, and record who set them. Scores run from 1 (weak or no evidence) to 5 (strong evidence). Weighted score = weight x score. Base each score on records, not impressions.
	Factor
	Look at
	Evidence found
	Weight (host sets)
	Score 1-5
	Weighted

	Attendance and reliability
	Rostered v worked shifts, lateness
	
	
	
	

	Safety record
	Incidents, near misses, PPE and rule compliance
	
	
	
	

	Quality and speed
	Errors, rework, output v role standard
	
	
	
	

	Licences, tickets and skills fit
	Tickets verified, skills matrix, unsupervised tasks
	
	
	
	

	Team fit
	Crew feedback, handover, communication
	
	
	
	

	Supervisor view
	Supervisor's written comment, concerns
	
	
	
	

	Role is ongoing
	Work continues beyond the current peak
	
	
	
	

	Total weighted score
	
	
	
	
	



	Host-set threshold: [Host-set threshold]
	Set by: [Name and Role]
	Date set: [Date]
	Result: above / below



Business-case box
	Question
	Y/N
	Notes and evidence
	Approved by and date

	Is the role ongoing? What work will the person do after the peak ends?
	
	
	

	What hours pattern does the role need (full-time or part-time, days and shifts)?
	
	
	

	Is the budget approved for the role as a direct employee?
	
	
	

	Is the headcount approved?
	
	
	

	Decision: convert / not now / do not convert
	
	
	



Part 2. Check the agreement first
Read the agreement with your provider, or ask the provider, before you make an offer or tell the worker. Quote the clause number in the answer column. Where the agreement is silent, write Unclear and ask the provider in writing. Do not write a fee figure from memory: use [Fee basis from your agreement].
	#
	Question
	Answer and clause
	Y / N / Unclear
	Confirmed by and date

	1
	Does the agreement allow you to take the worker on directly (conversion or placement)? Which clause?
	
	
	

	2
	Is there a minimum assignment length or other timing condition before conversion?
	
	
	

	3
	What notice must you give the provider, and in what form (email, letter, other)?
	
	
	

	4
	What notice does the provider need to give the worker, and does the worker owe the provider any?
	
	
	

	5
	Is a fee payable? Record the basis only: [Fee basis from your agreement]. What triggers it (offer, acceptance, start date)?
	
	
	

	6
	When is any fee invoiced and due, and does the basis change with time already worked?
	
	
	

	7
	Does a non-solicit clause cover this worker or this role, and for how long after the assignment?
	
	
	

	8
	Does an exclusivity or preferred supplier clause limit a direct hire at this site?
	
	
	

	9
	Who tells the worker, and may you raise it with the worker before the provider is told?
	
	
	

	10
	How does the provider handle a worker's employee choice notice? Who do you tell if the worker mentions one?
	
	
	

	11
	Will the provider hand over the induction, ticket and timesheet records you need?
	
	
	



Part 3. Timeline planner
Day 0 is the first day as your employee. The day numbers are a suggested order only, so move them to fit the agreement and the provider's notice terms. Write the agreed date in the Target date column.
	Day
	Step
	Owner
	Target date
	Done (Y/N)

	Day -30
	Complete Parts 1 and 2 and get approval for the business case
	Operations manager
	[Date]
	

	Day -30
	Raise the conversion with the provider in writing and ask about notice, timing and fee basis
	Operations manager
	[Date]
	

	Day -21
	Agree the process in writing with the provider, including who tells the worker
	Operations manager
	[Date]
	

	Day -18
	Offer discussion with the worker (script in Part 5)
	Supervisor and HR
	[Date]
	

	Day -14
	Issue the written offer (Part 4, item 1)
	HR
	[Date]
	

	Day -10
	Worker accepts in writing
	Worker and HR
	[Date]
	

	Day -7
	Payroll and super set-up: pay basis, forms and fund details ready before the first pay run
	Payroll
	[Date]
	

	Day -3
	Confirm the last day of the agency assignment with the provider and tell the team
	Supervisor
	[Date]
	

	Day -1
	End of agency assignment: final agency timesheet approved
	Supervisor
	[Date]
	

	Day 0
	Start date as employee; onboarding and WHS induction refresh
	Supervisor and HR
	[Date]
	

	Day +30
	30 day review (log in Part 6)
	Supervisor
	[Date]
	

	Day +60
	60 day review
	Supervisor
	[Date]
	

	Day +90
	90 day review and sign-off
	Supervisor and HR
	[Date]
	



Part 4. Becoming the employer
From the start date you are the employer, so the provider's paperwork no longer covers the worker. Complete each line and initial it.
	Task
	Responsible
	Done (Y/N)
	Date and initials

	Written offer: role, hours (full-time or part-time and pattern), start date, site, reporting line and pay basis from [Award or Agreement Name] with the classification level.
	HR
	
	

	Confirm which award or agreement covers the role by reading its coverage clause and classifications. An award does not apply where an enterprise agreement covers the employee.
	HR
	
	

	Work rights check as the new employer. For visa holders use VEVO with the worker's permission and save the PDF. VEVO cannot check Australian passports.
	HR
	
	

	Give the Fair Work Information Statement before, or as soon as possible after, the start date. Record how it was given. Add the Fixed Term Contract Information Statement if the offer is fixed term.
	HR
	
	

	Tax file number declaration completed by the worker (or the ATO employee commencement forms). Keep a copy. Withhold at the highest tax rate if no TFN is supplied.
	Payroll
	
	

	Superannuation standard choice form given within 28 days of the start date to eligible employees. Pay to the chosen fund, or follow the ATO steps for stapled or default funds.
	Payroll
	
	

	Set payroll so super reaches the fund within the ATO timeframe: from 1 July 2026, 7 business days after payday, extended to 20 business days for the first contribution for a new employee.
	Payroll
	
	

	WHS induction refresh: site hazards, emergency points, PPE, safe work procedures, and licences or tickets checked against your own register.
	Supervisor
	
	

	Record probation or review dates, if the offer uses them: [Probation End Date], [30 Day], [60 Day], [90 Day]. Check the award or agreement for any rules on probation.
	HR
	
	

	Remove the worker from the agency timesheet and roster process from the last assignment day, and update site access and payroll roster.
	Supervisor
	
	



Part 5. Conversation scripts
Use these as a starting point and change the words to suit your site. Tell the provider first, unless your agreement says otherwise. Do not promise pay, hours or a start date until the offer is approved in writing.
Telling the provider
"Hello [Consultant Name]. [Host Organisation Name] would like to talk about [Worker Name] moving from the agency assignment to a direct role as [Role Title]. Before we speak to [Worker Name], can you confirm the notice, timing and fee basis in our agreement, who tells the worker, and how you handle any employee choice notice? We would like to keep to the dates in our plan. Can you reply in writing by [Date]?"
Telling the worker
"[Worker Name], thanks for the work you have done with us. We would like to offer you a [full-time / part-time] role as [Role Title], starting on [Date], and we have spoken to [Provider Name]. Nothing is final until you have the written offer, which will set out your hours and pay under [Award or Agreement Name]. Please take the time you need, and ask [Provider Name] if you have questions about your current assignment. If you have already given a written notice to them about changing to permanent employment, tell us so we can let them know."
Telling the team
"From [Date], [Worker Name] joins [Host Organisation Name] as a [Role Title] and will report to [Supervisor Name]. Their tasks and shift stay the same. Pay and conditions are private, so please take any questions about how roles are decided to [HR Contact], not to [Worker Name]."
Part 6. 90-day review log and sign-off
Hold each review with the new employee and write down what was said. Cover attendance, safety, quality, training and anything the employee needs from you.
	Review
	Due date
	Held on
	Notes: performance, safety, training
	Actions agreed
	Initials

	Day +30
	[Date]
	
	
	
	

	Day +60
	[Date]
	
	
	
	

	Day +90
	[Date]
	
	
	
	



	Role
	Name
	Date
	Signature

	New employee: I attended the reviews recorded above
	[Worker Name]
	[Date]
	

	Supervisor
	[Supervisor Name]
	[Date]
	

	HR or operations manager: outcome at day 90 [confirmed ongoing / other, as set by the contract]
	[Name]
	[Date]
	



Notes and follow-up actions
	Action
	Owner
	Due date
	Closed (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	



What the regulators say
The Fair Work Ombudsman says a casual who has been employed for at least 6 months (12 months for a small business) can give their employer written notice that they want to change to permanent employment, and that the employer must respond in writing within 21 days. The pathway sits between the casual and their employer, which in labour hire is usually the provider. If you employ the worker directly, you must give every new employee the Fair Work Information Statement before, or as soon as possible after, they start. The ATO sets out the rules on TFN declarations and on offering a choice of super fund, and the Department of Home Affairs explains how employers can check work rights in VEVO. Entitlements continue during probation. This planner is a general guide, not legal advice.
Sources checked 10 Nov 2026
Fair Work Ombudsman: becoming a permanent employee (21-day written response).
Fair Work Ombudsman: new rules for changing from casual to permanent (start date 26 August 2024).
Fair Work Ombudsman: Fair Work Information Statement (who must receive it and when).
Fair Work Ombudsman: probation (entitlements during probation).
Fair Work Ombudsman: about awards (award coverage and agreements).
ATO: offer employees a choice of super fund (standard choice form, timing, stapled funds).
ATO: tax file number and withholding declarations (TFN declaration, highest tax rate if no TFN).
Department of Home Affairs: VEVO for organisations (permission, ImmiAccount, no Australian passport checks, saving the PDF).
Need to add agency workers while you convert one, or want help with a permanent hire? Request staff from Chandler Personnel.
Free resource from Chandler Personnel. A general guide only, not legal advice.   Page 




