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Conversations at work
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Issues at work migh’r be resolved ‘rhrough a conversation with your emp|oyer, if you take the Fo||owing steps:

1. Know your rights. Knowing your rights empowers you to protect your rights.

2. Plan your conversation points. Planning and practicing what you are going to say will help
you keep the conversation on topic and make you feel confident and prepared.

3. Bring solutions to the conversation. Coming to a conversation prepared with possible solutions
can help to resolve an issue more quickly.

Comp|efe the worksheet by reseorching and p|onning a conversation the emp|oyee can have with their emp|oyer.

Employee I:

During the school ho|idoys, Arlo is Working as a casual emp|oyee at the local swimming poo|.

Because of other commitments, Jrhey ask not to be scheduled to work on Thursdoys or Fridoys
When the schedule comes out, Arlo sees that fhey are scheduled on those doys.

Know your rights

What are Arlo’s rights as a casual
employee? Where can Arlo go to
research more about their rights?

Plan your conversation points

What are some points

Arlo could make during

a conversation with their
emp|oyer about their schedule?

Bring solutions
to the conversation

What is one solution to the
issue that Arlo can bring
to their employer?
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Complete the worksheet by researching and planning a conversation
the emp|oyee can have with their emp|oyer.

Employee 2:

talky)
moncy
Ecstra Foundation

Marcel arrives to work at their café job before dawn. There is a milk o|e|ivery waiting in the back o||ey,

but Jrhey notice that the outdoor |igh+ is broken moking it hard for them to see c|eor|y. Marcel's supervisor
arrives and asks, "‘why haven't you brought in the milk delivery yet?”

Know your rights

What are Marcel's safe workplace
rights? Where can they go to find
out more information?

Plan your conversation points

What are some points

Marcel could make during

a conversation with their
employer about safe workplaces?

Bring solutions
to the conversation

What is one solution to the
issue that Marcel can bring
to their emp|oyer?

Copyr\'ghf@ Ecstra Foundation 2022. For classroom and personu|, non-commercial use on|y.
General Information only: The information provided on our website and all material accessible from this website is generu| information

only and is not legal or personal financial product advice. It does not take into account a person’s objectives, financial or personal situation

or needs. It is for educational and illustrative purposes only, and does not constitute, and should not be relied upon, as legal or financial advice.



Complete the worksheet by researching and planning a conversation
the emp|oyee can have with their emp|oyer.

Employee 3:
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For every shift at the cinema in the last two months, Ira has worked past 10 pm. Their last payslip didn't

include their overtime so ’rhey talked to their emp|oyer who promised the error would be corrected the
Fo||owing week. This pay cyc|e, Ira notices that the overtime is still not listed on their poys|ip.

Know your rights

What are Ira’s wage rights?
Where can Ira go to learn
more about their pay or
report their emp|oyer?

Plan your conversation points

What important points could Ira
make during a conversation with
their employer about their pay?

Bring solutions
to the conversation

What is one solution
to the issue that Ira can
bring to their emp|oyer?
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Remember to be respectful, polite and to stay safe

If at any time in the conversation with an emp|oyer you feel unsafe or overwhelmed,
it's okay to walk away and talk another day. You could say:

e | want to talk it over more with my fomi|y, can | set up another time to talk to you'?
e | don't think we will resolve this today.
It is also oi<O|y fo bring in a support person to he|p you during the conversation. You could say:

e Can we pause this conversation? | would like to continue this with a support person present.

Conversations at work checklist

O Know your rights by researching the relevant websites
Write down the poinfs you want to say to your emp|oyer

Practice saying your points out loud

O 0O o0

Find a gooci time and pioce: you're more |i|<e|y to get to a good outcome
if you and your emp|oyer won't be in‘rerrupied

Let your emp|oyer know what you want to talk about (if appropriate)
Create a list of solutions that you could share with your employer to resolve the issue

Consider whether you want fo bring a support person

O 00

Consider whether you want fo get advice from a trusted person before the conversation

The information provided here is valid as of October 2022. While we use reasonable efforts to include accurate and up to date information,
we recommend reviewing the Fair Work Ombudsman website for the most up-‘ro-dq‘re information on workp|qce righ‘rs and responsibih‘ries,
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https://www.fairwork.gov.au/
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