[Host Organisation Name] - Labour Hire Agreement Review Checklist
For host employers reading a labour hire provider's agreement or terms and conditions before signing. This is a review checklist and clause-question list. It is not a contract template and holds no legal wording.
	Document no.
	[LH-AGR-001]
	Version
	[1.0]

	Provider (legal entity)
	[Provider Legal Name]
	ABN
	[ABN]

	Document reviewed
	[Agreement or Terms Title and Date]
	Site
	[Site Address]

	Reviewed by
	[Name and Role]
	Owner
	[Role Title]

	Review date
	[Date]
	Licence checked on
	[Date]



How to use this checklist
Work through the provider's document one part at a time with the document open beside you. In each row, write Y if you found a clause that answers the question, N if you did not, or Partly if it is vague or covers only some of it. Write the page or clause number, then use the notes column for the action and who owns it.
Check the licence on the official register before you read the rest, and record the date in the control table.
Where a charge rate item is silent, write not stated. Do not guess a figure, and do not copy rates into this document.
Send every N and Partly that matters, and every red flag, to the adviser list. This checklist does not draft or replace wording.
Add rows for clauses specific to your site, and delete rows that do not apply with a note why.
Part 1. Parties and licence
Do this first. Check the register yourself before you read further, and record the date.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	1.1 Legal entity
	Entity named on the agreement is the company on the Labour Hire Licence Register, not only a trading name.
	
	
	

	1.2 ABN and company details
	ABN and company name match on the agreement, quote and invoices. Evidence of company structure is on file.
	
	
	

	1.3 Trading name
	Any trading name is listed and tied to the legal entity that employs the workers and issues invoices.
	
	
	

	1.4 Licence status and date
	Register checked on [Date] before signing. Status, licence holder and nominated officer recorded in your licence check record.
	
	
	

	1.5 Other states
	If any work is in Queensland, South Australia or the ACT, that scheme's register is checked too. Note NSW has no general scheme.
	
	
	

	1.6 Subcontracting
	Provider must tell you in writing before using any subcontractor, other provider or intermediary to supply workers.
	
	
	

	1.7 Change of status
	Duty to advise of a change to company, name, ownership, nominated officer or licence status, with a notice time.
	
	
	

	1.8 Signatory authority
	Person signing for the provider has authority to act, and their connection to the licensed company is confirmed.
	
	
	



Part 2. Pay and entitlements
For charge rate items, write the word included, excluded or not stated in the notes. Do not write figures here.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	2.1 Employer of the worker
	Provider is named as the employer, pays the worker and is responsible for wages and entitlements.
	
	
	

	2.2 Correct wages and entitlements
	A clause that provider pays correct wages and entitlements under the instrument that applies and follows workplace laws.
	
	
	

	2.3 What the charge rate includes
	The inclusions are listed in the document, with the classification and shift pattern they relate to.
	
	
	

	2.4 Casual loading
	Included / excluded / not stated.
	
	
	

	2.5 Super
	Included / excluded / not stated.
	
	
	

	2.6 WorkCover
	Included / excluded / not stated.
	
	
	

	2.7 Payroll tax
	Included / excluded / not stated.
	
	
	

	2.8 Public holidays and penalties
	How weekend, night, public holiday and shift penalties are charged to you, and who approves shifts that attract them.
	
	
	

	2.9 Overtime approval
	A named host role approves overtime before it is worked. Treatment of unapproved overtime is stated.
	
	
	

	2.10 Minimum engagement
	Minimum paid hours per shift, and whether you are charged when a worker is sent home early.
	
	
	

	2.11 Cancellation and notice
	Notice you must give to cancel a shift, the cost of late cancellation, and the provider's notice if it cannot supply.
	
	
	

	2.12 Timesheet approval
	Who signs timesheets, by when, how corrections work and what happens if no one signs.
	
	
	

	2.13 Invoice disputes
	Time limit to raise a dispute, a named contact, payment of undisputed amounts and how rate changes are notified.
	
	
	



Part 3. Safety and compliance
Both parties keep their safety duties whatever the agreement says. Look for what each side will do.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	3.1 Induction, provider
	Provider induction is described, with what it covers and the record kept.
	
	
	

	3.2 Induction, host
	Host site induction before work, who delivers it, training the host provides and the record kept.
	
	
	

	3.3 Task and hazard information
	Host gives the tasks, hazards and risk controls before the first shift, and each side names its safety contact.
	
	
	

	3.4 Incident notification, provider to host
	How fast the provider tells you of an injury, illness or incident involving its worker, and to whom.
	
	
	

	3.5 Incident notification, host to provider
	How fast you tell the provider, what you send, and consultation on any investigation.
	
	
	

	3.6 Regulator notification
	Who notifies WorkSafe Victoria or SafeWork NSW, how, and who tells the insurer. Notifying one regulator may not cover others.
	
	
	

	3.7 Consultation and coordination
	Agreement records how the parties consult, cooperate and coordinate on safety, with contacts and a review rhythm.
	
	
	

	3.8 Changing tasks or location
	You agree not to change a worker's tasks or location without consulting the provider and the worker.
	
	
	

	3.9 PPE
	Who supplies each PPE item, who replaces it and who pays. Fit and condition are checked.
	
	
	

	3.10 Licences and tickets
	Who verifies licences and tickets, how (original sighted or checked online) and who holds the record.
	
	
	

	3.11 Drug and alcohol
	Whose policy applies, testing method, what follows a positive result or refusal, and privacy of results.
	
	
	

	3.12 Right to refuse unsafe work
	Nothing penalises a worker or the provider for raising a safety concern or refusing unsafe work.
	
	
	

	3.13 Supervision and return to work
	Named host supervisor, rules for unsupervised work, and host support for the provider's return to work plan.
	
	
	



Part 4. Workers
These rows decide how a bad shift gets fixed. Look for times, names and records.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	4.1 Replacement cover
	Provider replaces an absent or unsuitable worker within a stated time, and any charge for the gap is stated.
	
	
	

	4.2 No-show cover
	What counts as a no-show, when the provider must tell you, and that a no-show is not charged.
	
	
	

	4.3 Fill-rate expectations
	How fill rate is defined and reported, your notice time for requests, and what happens if it falls short.
	
	
	

	4.4 Skills match
	Workers are matched to your job description. Skill gaps are met by a competent worker or agreed host training.
	
	
	

	4.5 Conduct and removal
	How you can end a worker's assignment, who tells the worker, whether a written reason is needed, and cost after removal.
	
	
	

	4.6 Conversion and placement
	Any fee or period if you take a worker on directly, when it starts and ends, and how it is stated. Ask your adviser how it fits a casual's conversion rights.
	
	
	

	4.7 Non-solicit
	Who is restrained, for how long, and whether general advertising is still allowed.
	
	
	

	4.8 Confidentiality and privacy
	Applies both ways and covers worker personal information and your site information.
	
	
	

	4.9 Work rights checks
	Provider checks and records work rights, including visa conditions, and confirms to you on request.
	
	
	



Part 5. Insurance and liability
Questions only. Wording and limits are for your adviser and insurance broker.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	5.1 Workers compensation evidence
	Current certificate in the provider's name that covers workers at your site, with the renewal date.
	
	
	

	5.2 Public liability
	Evidence of cover for work done at your site, and a promise to update it on renewal or on request.
	
	
	

	5.3 Cover lapse
	Provider must tell you if any cover lapses or changes, and what you can do then.
	
	
	

	5.4 Indemnities
	Who indemnifies whom, for what, with what carve-outs or cap. Is any indemnity one-way?
	
	
	

	5.5 Damage by a worker
	Who bears damage to your property or stock caused by a worker, and whether a limit applies.
	
	
	

	5.6 Underpayment or licence breach
	Who bears the cost if the provider underpays a worker, breaches workplace law or loses its licence.
	
	
	



Part 6. Same job same pay and enterprise agreement interaction
Applies only if the Fair Work Commission makes an order. Check how the agreement would work if one is made.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	6.1 Your enterprise agreement
	Your agreement's labour hire terms, if any, are acknowledged and not contradicted.
	
	
	

	6.2 Provider's own instrument
	The award or agreement covering the provider's workers is named in the document.
	
	
	

	6.3 Information requests
	Provider may ask you in writing for the information it needs for correct pay, and you commit to supply it promptly. Contacts are named.
	
	
	

	6.4 Notice of an order
	Each party tells the other promptly of an application, order or variation and sends a copy. Effect on the charge rate is stated.
	
	
	

	6.5 New provider or tender
	Handover and tender steps the Act sets for hosts covered by an order are not blocked by exclusivity or notice terms.
	
	
	

	6.6 Description of the arrangement
	The agreement describes accurately whether the work is supply of labour or a service. No clause is aimed at avoiding an order.
	
	
	



Part 7. Term, review, termination, KPIs and reporting
These rows decide how easy it is to fix or leave the arrangement later.
	Clause topic
	What to look for
	Found Y / N / Partly
	Page or clause
	Notes / action

	7.1 Term and renewal
	Start date, end date, any automatic renewal and the notice needed to stop it.
	
	
	

	7.2 Review and variation
	Review dates, who attends, and that changes to rates or terms are in writing with notice.
	
	
	

	7.3 Termination for convenience
	Notice period for each party and any exit charge.
	
	
	

	7.4 Termination for cause
	Immediate exit rights for licence loss, insurance lapse, serious safety breach or underpayment.
	
	
	

	7.5 Exit arrangements
	Handling of workers on site at the end, final timesheets and return of property and records.
	
	
	

	7.6 KPIs
	Measures such as fill rate, attendance, incidents and timesheet accuracy, with how each is measured.
	
	
	

	7.7 Reporting
	What the provider reports, how often, in what format, and to whom.
	
	
	

	7.8 Records and access
	Provider keeps wage, licence and training records and gives you what you may be asked to produce.
	
	
	

	7.9 Which terms apply
	Which document prevails if your purchase order terms and the provider's terms conflict. Governing law and dispute steps are noted.
	
	
	



Part 8. Red flags and questions for my adviser
Mark Y for each red flag you saw. Then list your questions for the person who will check the wording.
	Red flag
	Why it matters
	Seen Y / N
	Page or clause
	Action

	Entity, ABN or bank account name does not match the register or invoices
	Licence fraud signs listed by the Labour Hire Authority
	
	
	

	Licence papers cannot be verified, or you are asked to sign before the register check
	Paper can be false or out of date
	
	
	

	No duty to tell you about subcontracting or licence or business changes
	Supply could shift to an unchecked business
	
	
	

	Host is made responsible for pay, or the provider is not named as employer
	Pay duty sits with the employer
	
	
	

	One party carries all safety by contract
	No contract can exclude safety duties
	
	
	

	Charge rate items are all not stated, and rates can change without notice
	Cost cannot be compared or budgeted
	
	
	

	Automatic renewal with a long notice period or an exit fee
	Hard to leave a weak provider
	
	
	

	Broad one-way indemnity, or no workers compensation evidence
	Risk lands on the host
	
	
	

	Placement fee or non-solicit with no end date
	Blocks you hiring a worker you have trained
	
	
	

	Silence on information or notice if a Fair Work order is made
	Pay errors and disputes after an order
	
	
	



Questions for my adviser
	No.
	Question
	Page or clause
	Adviser answer and date

	1
	Does the entity and ABN match, and is the licence position right for each state we work in?
	
	

	2
	Are the pay and entitlements clauses enough, and who carries the cost of an underpayment?
	
	

	3
	Do the safety clauses overreach by trying to move a duty from one party to the other?
	
	

	4
	Do the indemnity and liability clauses match our insurance, and are they one-way?
	
	

	5
	How do the placement fee and non-solicit clauses fit our plans to hire workers directly?
	
	

	6
	How would this agreement work if a Fair Work Commission order covered our site?
	
	

	7
	Which clauses conflict with our enterprise agreement or our purchase order terms?
	
	

	8
	Are the termination, notice and renewal terms acceptable for our site?
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	



Sign-off
	Role
	Name
	Date
	Signature

	Reviewer
	[Name]
	[Date]
	

	Operations or site manager
	[Name]
	[Date]
	

	Adviser who checked the wording
	[Name]
	[Date]
	

	Outcome (circle one)
	Sign as drafted / Sign after changes / Do not sign
	
	



Actions
	Action
	Owner
	Due date
	Closed Y/N

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



What the regulators say
In Victoria, the Labour Hire Authority host page tells hosts to sign a written contract that properly identifies the provider and covers correct wages and entitlements, to include a duty to advise of subcontracting and changes to business or licence status, and to keep a record of checks. It says substantial penalties may apply for engaging an unlicensed provider, and that the definition of labour hire services is amended from 1 October 2026. WorkSafe Victoria says hosts and providers share safety duties, no contract can exclude them, and the two must consult, cooperate and coordinate. Same job same pay applies only where the Fair Work Commission makes an order on application, and the provider stays the employer.
General guide only, not legal advice. Have your adviser check the wording before you sign.
Sources checked 10 Nov 2026
Labour Hire Authority: host page and checklist for engaging a new provider.
WorkSafe Victoria: labour hire hosts.
WorkSafe Victoria: labour hire induction and training.
WorkSafe Victoria: notifiable incidents under the OHS Act.
SafeWork NSW: incident notification.
Fair Work Ombudsman: protected pay rates for labour hire employees.
Fair Work Commission: regulated labour hire arrangement orders.
Fair Work Commission: list of orders made.
Need a provider to compare against this checklist? Request staff from Chandler Personnel when your own checks are done.
Free resource from Chandler Personnel. A general guide only, not legal advice.   Page 




