
Onboarding  
checklist

Step 1: Get your super info ready  
	⃞ Confirm your default super fund is FirstChoice 

Employer Super
	⃞ Have the latest Product Disclosure Statement (PDS) 

and FirstChoice Employer Super booklet on hand
	⃞ Check if your employee is eligible to  

choose their own super fund

Step 2: Share the Standard 
Super Choice Form  

	⃞ Provide the Super Fund Nomination Form 
	⃞ Provide employees with your Payroll or 

HR email to send the form to 
	⃞ Explain how super works and why it matters

Step 3: Collect employee details
	⃞ Receive the completed Super Fund Nomination 

Form or nominated fund details
	⃞ Verify fund details (especially for self-managed 

super funds)
	⃞ Record the employee’s Tax File Number 

(TFN) securely

Step 4: Set up super payments
	⃞ Add the employee to your payroll system 

with correct fund details
	⃞ Confirm your payment frequency (monthly or 

quarterly)
	⃞ Ensure payments are SuperStream compliant

Step 5: Share helpful resources
	⃞ Provide access to educational tools 

(like the FirstChoice Employer Super flyer)
	⃞ Encourage employees to download the CFS App
	⃞ Share tools to help them consolidate super 

or update beneficiaries

Step 6: Keep records up to date
	⃞ Store all super-related documents securely
	⃞ Keep records of fund choices and payments 

for at least 5 years
	⃞ Review super setup annually or when employee 

details change

Need help with super? Visit our Employer Resource Page  
to find out more and download ready-to-go tools to share with your employees.  

FirstChoice 
Employer Super

Welcoming a new team member? 
Let’s make sure their super is sorted from day one. This checklist helps you tick all the 
right boxes, so your employees feel supported and you stay compliant with confidence. 
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https://www.cfs.com.au/personal/tools-resources/tools-calculators/product-disclosure-statements
https://www.cfs.com.au/content/dam/prospects/fs/2/8/fs2805.pdf
https://www.ato.gov.au/businesses-and-organisations/super-for-employers/setting-up-super-for-your-business/offer-employees-a-choice-of-super-fund
https://www.cfs.com.au/content/dam/prospects/fs/6/0/fs6059.pdf
https://www.ato.gov.au/individuals-and-families/super-for-individuals-and-families/super/what-is-super
https://www.cfs.com.au/employer/support
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