

Equal pay toolkit:
Equal pay policy template
This template will help you to create your own workplace equal pay policy. 
You will need to refer to the Create an equal pay policy page as you complete this template as you may need further details about the purpose of each section, relevant links for further information and examples of wording.
Read the instructions below to create your own document and delete this page from your final version.
[bookmark: _Toc155787095][bookmark: _Toc155789800][bookmark: _Toc156916363]Instructions:
Where you see <Business name> replace it with your business’s legal trading name. The quickest way to do this is to use the Edit > Replace function.
Yellow boxes throughout this template are guidance notes to help you complete your policy. Where you have read the information and completed the actions, select and delete the box. They are not intended to be part of your final version.
When you have completed your policy and deleted the yellow boxes, update the table of contents on page 2 by clicking on the word: Contents and choosing ‘!Update table…’ from the pop up menu. Ensure the first option “update page numbers only” is selected and click OK.
[image: ]
You may wish to print this document on letterhead or add your logo.
[bookmark: _Toc155787096][bookmark: _Toc155789801][bookmark: _Toc156916364]Need more information?
Take a look at our equal pay research and education resources. 
Disclaimer: This information is intended as a guide only. It is not a substitute for legal advice.
Note: delete this page once you complete the policy.
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[bookmark: _Toc145945374][bookmark: _Toc284256844][bookmark: _Toc286919716][bookmark: _Toc292966879][bookmark: _Toc284256843][bookmark: _Toc286919715][bookmark: _Toc292966878]

[bookmark: _Toc160135557]Purpose
This policy affirms <business names>'s commitment to equal pay which must be followed by all staff.' It also provides guidelines and procedures <business name> will use to administer this policy. 
What is equal pay?
Explain why pay equality is important to all businesses and employees. The text below this box is a suggestion that you can tailor to reflect your own business. Follow this with statements that apply particularly to your business such as:
Why is pay equality important to your business? 
For example: Fostering pay equality ensures fairness and equity among employees, which can boost staff morale and create a positive workplace culture. This, in turn, can lead to increased satisfaction, productivity and staff retention.
How will a commitment to pay equality impact your workforce?
For example: A commitment to pay equality can help businesses attract a diverse and talented workforce, as it demonstrates a commitment to equal opportunity, making the company more appealing to a broader range of candidates.
How will pay equality affect your customers? 
For example: Demonstrating a commitment to pay equality can enhance a business’ reputation in the eyes of customers, partners, and investors who increasingly value socially responsible and inclusive business practices, potentially translating into greater customer loyalty and business growth. A policy for pay equality is not just a moral imperative but also a strategic move that can benefit the long-term success and sustainability of small businesses.

Equal pay for work of equal or comparable value is a human right. Regardless of where we work – or our sex, gender, race, age, abilities or care-giving status – we are all entitled to be paid and treated fairly at work. Employers in Victoria have a legal obligation to take reasonable and proportionate measures to eliminate discrimination, sexual harassment and victimisation as far as possible.
[bookmark: _Toc145945376][bookmark: _Toc160135558]Scope
 List who this policy applies to and in what specific contexts.  
For example:
business owners, board members and company directors
all staff, including managers and supervisors; full-time, part-time or casual, temporary or permanent staff; job candidates; student placements, apprentices, contractors and sub-contractors
all aspects of employment, recruitment, and selection; conditions and benefits; training and promotion; task allocation; shifts; hours; leave arrangements; workload; workplace environment; benefits.

[bookmark: _Toc284256845][bookmark: _Toc286919717][bookmark: _Toc292966881]This policy applies to:
·  
·  
[bookmark: _Toc145945377][bookmark: _Toc160135559]Legal obligations
Your policy must outline the legal obligations attached to equal pay. In the text below describe the types of staff members in your organisation (e.g. full-time, part-time and casual staff; agents and contract workers; trainees and apprentices; etc), and the stages of employment that are relevant to your staff (e.g.  recruitment and selection; conditions and benefits; training and promotion; task allocation; shifts; hours; leave arrangements; workload; workplace environment; benefits; returning to work after injury or illness; dismissal and retrenchment).

Victoria’s Equal Opportunity Act 2010 prohibits discrimination at work. Discrimination can be direct or indirect. Both kinds of discrimination are against the law. (See Annex 1 for definitions of direct and indirect discrimination).
<Business name> has a positive duty under the Equal Opportunity Act, to take reasonable and proportionate measures to eliminate discrimination, sexual harassment and victimisation as far as possible. 
<Business name> upholds this positive duty for all staff members including:



<Business name> upholds this positive duty in all stages of employment, including:



[bookmark: _Toc160135560]Policy commitments
 Write a statement that explains why your organisation is committed to equal pay. This could reference or directly quote from your business’ vision, mission or values and how they align with equal pay.
For example:
<business name> believes that all staff, regardless of age, disability, gender, race, religion or belief, sexual orientation and care-giving status should receive equal pay for the same or broadly similar work. We are committed to equal pay for work of equal or comparable value as a human right. 
Pay equality supports our vision/mission/values of ….. because …..

<Business name> believes that…
Unequal pay can occur at multiple points during the employment cycle. Against the points below write a statement about how what your organisation expects at each point of the employment cycle. See the Create an equal pay policy page for examples. 
If this is your first equal pay policy, it might be more beneficial to focus on 2 or 3 of these areas. Delete the points that don’t apply to your business for this policy term. These points will link to your pay equality action plan as this will detail what needs to be done to ensure these commitments are met. You may like to link to this plan here. 

<Business name> aims to eliminate wage disparities and discrimination within the workplace through the following points of the employment cycle: 
Recruitment: 
Remuneration: 
Training and development:
Career progression:
Leave:
Flexible and part-time working arrangements:
[bookmark: _Toc298240664][bookmark: _Toc145945379][bookmark: _Toc160135561]Resolving issues at <Business name>
Outline the complaints procedure and how these will be responded to (include expected time frame). Begin by explaining what staff who have a pay issue should do (as described in the text below). See our Complaints procedure tool for details on the process. If you already have a complaints process for pay issues then link to it here. 

<Business name> strongly encourages any staff member who believes they have been underpaid or have had wages or entitlements unfairly withheld to ….
Ensure you have a statement that acknowledges an employee’s right to take a pay disparity complaint externally. The text below is a suggestion that you can tailor to reflect your own business.

[bookmark: _Toc298240667]<Business name> understands that a complaint of pay disparity can be made by any employee to the Fair Work Ombudsman. A report to Wage Inspectorate Victoria can be made if an employee thinks wages or entitlements have been deliberately and dishonestly underpaid or withheld.
[bookmark: _Toc145945380][bookmark: _Toc160135562]Responsibilities
Identify all those (by role) who are responsible for the implementation of this policy. 
For example:
CEO – Responsible for ensuring that pay equality is implemented.
General manager – responsible for monitoring the progress of the pay equality action plan.
HR officer – responsible for implementing the complaints procedure.
If there is documentation that aligns with the responsibilities, you can also put these links here.
Fill this information in the table below.

Responsibilities that are related to the implementation of this equal pay policies are shared by several roles in <Business name>. 
	[bookmark: _Toc155789812][bookmark: _Toc156916375][bookmark: _Toc145945381]Role
	[bookmark: _Toc155789813][bookmark: _Toc156916376]Responsibilities

	
	

	
	

	
	


[bookmark: _Toc160135563]Other relevant <Business name> policies
List, and link other policies in your business that relate to this equal pay policy. Examples of these can be found on the model policy webpage.
The text below is a suggestion that you can tailor to reflect your own business. Add the policy names (and links to the documents if you have them) to the dot points.

Staff, especially managers and supervisors, are encouraged to read this policy in conjunction with other relevant <Business name> policies, including: 
 
 
 
[bookmark: _Toc298240668][bookmark: _Toc145945382][bookmark: _Toc160135564]Further information
Note what a reader of this policy should do if they require further information about this policy.
The text below is a suggestion that you can tailor to reflect your own business.

[bookmark: _Toc298240669]If you have a query about this policy or need more information, please contact…
[bookmark: _Toc145945383][bookmark: _Toc160135565]Review and communication details
Write the date of when the policy is to be adopted and when it is to be reviewed, e.g. annually.
Make a statement of commitment to regularly review the policy to ensure the information is up to date and to assess the achievement of the policy aims and effectiveness of the processes and procedures outlined. Explain how information from these reviews will be shared.
Describe how this policy will be shared with existing and new staff.
Record the date of when the policy was last updated.

Tick when complete:
☐ This policy has been shared with staff.
☐ This policy was last updated on [insert date]



[bookmark: _Annex_1:_Definitions][bookmark: _Toc160135566]Annex 1: Definitions
Make a list of terms, and their definitions, that are specific to this policy. The purpose of this is so that all those who read the policy have shared understanding of the terminology. 
These terms listed below are general terms associated with pay equality and you may or may not choose to include them in your policy. When you have written your policy, check through to see what other pay specific terms you have used (such as full-time, part-time and casual) and add them here. You may wish to provide other key terms that relate to your industry in this section. The Fair Work Ombudsman has a glossary of terms you may find useful.


	Award
	An award is a legal document that outlines the wages and conditions of employment for employees that are covered by it within a particular industry or occupation. Other known term: modern award.

	Base salary
	Base salary refers to the fixed amount of money that an employee earns annually. It includes amounts made via salary sacrifice arrangements. Base salary excludes bonuses, overtime pay, or any other additional benefits.

	Business/company/organisation
	A business, company or organisation is defined as an enterprising entity engaged in commercial, industrial, or professional activities. They can be for-profit entities or non-profit.

	Direct discrimination
	Direct discrimination happens when someone is treated unfavourably because of a personal characteristic protected by the law.
Direct discrimination often happens because of unfair assumptions about what people with certain personal characteristics can and cannot do.
For example, George applies for a position with a construction company but doesn’t get the job. When he calls the company’s human resources manager to ask why he wasn’t chosen, she tells George, “We’ve employed people from your country before. You lot don’t share our work ethic”.

	Indirect discrimination
	Indirect discrimination happens when there is an unreasonable requirement, condition or practice that disadvantages a  group of people because of a personal characteristic.
For example, a factory makes all employees start at 6am. This might seem to treat everyone equally, but it could disadvantage employees needing to care for children, who are usually women. If it is not a reasonable requirement, this will be indirect discrimination.

	Pay equality
	Pay equality refers to equal pay for work of equal or comparable value. Equal pay is not just about equal wages. Equal pay considers discretionary pay, allowances, performance payments, merit payments, bonus payments and superannuation. 

	Positive duty
	According to the Equal Opportunity Act of 2010, businesses and organisations must take reasonable and proportionate steps to stop discrimination, sexual harassment, and victimisation as much as they can. This means they should take positive steps to prevent these things, even if no one has complained about them. This is their positive duty under the Act. 

	Staff/employee
	An employee or staff member is any person that is hired by <Business name> either on a full-time, part-time or casual basis in exchange for payment. 

	Total Remuneration
	Total remuneration includes all payments and income paid to an employee. This includes base salary (or wages), allowances, bonuses, commissions, stock options, cashed-out annual leave (taken in lieu of leave), discretionary pay, overtime, as well as other financial compensation and non-financial benefits (e.g. gym membership, etc).

	Victimisation
	A person who is victimised is being treated badly or unfairly because:
they have made a complaint about discrimination, sexual harassment or racial and religious vilification, 
it is believed they intend to make a complaint, 
or they’ve helped someone else to make a complaint.
The legal definition of victimisation is when someone “subjects or threatens to subject the other person to any detriment”.
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