
NZ Foundations of Payroll Practice
							       Course Overview

Payroll practitioners are multi-skilled with skills in employment relations, accountancy and informa-
tion technology. This course is for purpose of giving new or existing payroll practitioners a solid foun-
dation of skills to manage legislative requirements, process and procedural aspects of payroll.

Participants will use the latest case law and studies to apply practice to payroll. The course manual 
provided is packed with templates, examples and fully worked examples so it becomes an excellent 
resource back in the workplace.

Note: This course suitable for payroll practitioners who have not previously attended any TAPS NZ 
workshop.

Day One

• The roles and responsibilities of a payroll practitioner

• Manual and automated payroll processes

• IRD payroll responsibilities

- IRD forms, record keeping and reporting

- Tax codes and tax scales

- IRD legislation (Income Tax Act, Student Loan Scheme Act, Tax Administration Act)

- Basic tax calculations

- Payroll Giving

- Handling IRD requests and dealing with issues

• KiwiSaver Act & Amendments

• Child Support Act 

- Calculating child support deductions, record requirements

• Overview of Fringe Benefit Tax and payroll requirements

• Employment agreement clauses

- Clauses important to payroll activities

• Employment Relations Act

- Understanding the difference between employees and contractors and the tests that can be 
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used (including the tests the IRD applies)

- Understanding good faith behaviour and how that can impact on payroll decisions

- Interpreting and following the rules around collective agreements

- Individual employment agreements

- What must be included in a wage and time record

• Injury Prevention, Rehabilitation, and Compensation Act

- ACC definitions

- Standard and partnership ACC programmes

- Calculating the payment for the first week

• Employment Relations Act

- Understanding the difference between employees and contractors and the tests that can be 
used (including the tests the IRD applies)

- Understanding good faith behaviour and how that can impact on payroll decisions

- Interpreting and following the rules around collective agreements

- Individual employment agreements

- What must be included in a wage and time record

Day Two

• Holidays Act & amendments

- Annual leave, Public holidays, Alternative holidays, Sick and Bereavement Leave

- Using “Pay as you go”

- Rules around closedown periods

- Record keeping and enforcement

• Parental Leave and Employment Protection Act



NZ Foundations of Payroll Practice
							       Course Overview

- Criteria for applying for parental leave

- Four different types of parental leave

• Other types of leave:

- Jury and witness leave

- Education Leave under the ERA

- Domestic leave & Special leave

- Long service Leave

- Volunteers Employment Protection Act

- Civil Defence Emergency Management Act

- Discretionary leave, Time off in lieu, Stress leave

• Minimum Wage Act

• Privacy Act

- the 12 principles in relation to payroll activities

• Wages Protection Act

- Payment of wages

- Employee deductions

- Overpayments to employees

• Actioning attachment orders

- District Courts Act & amendments

• Calculating an employee’s final pay on termination

If you have any enquiries, please contact us.
1300 711 240    |   training@payroll.com.au
5/37 Pitt Street, Sydney NSW 2000
2/479 St Kilda Road, Melbourne VIC 3004
Suite 73, 11/231 North Quay, Brisbane QLD 4000



Full Member *gst inclusive 
2 Day Course | $790.00

Non & Other Member *gst inclusive 
 2 Day Course | $895.00

Sydney SOLD OUT 
22-23 March 2012
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Please fill out this page and return either by: 
email: training@payroll.com.au or fax back: (02) 9258 2155

Upcoming Dates Mark your selection

First name							       Surname:

Company

Billing Address										          Postcode

Phone (direct)							      Phone (office)	

email

Member Number 						      Purchase Order No. (if required)

Confirmation will be sent by email within 7 days

Your details (One application per attendee)

Refund Terms and Conditions | Should you be unable to attend, a substitute delegate is always welcome at no extra charge. Alternatively a 
full refund will be made for cancellations received in writing 2 weeks prior to the course. A 50% refund will be sent for cancellations received 
1 week prior to the course. Regrettably no refunds can be made less than 7 days prior to attendance date.

 Please send me an invoice

Please charge my credit card to the amount of $			 

Card type       Visa	      Mastercard	  American Express	     Diners Card                Bankcard	

Card number										          Expiry date	         /

Cardholder’s name

Cardholder’s signature

Payment Options *You can make payment via Cheque, EFT or Credit Card.

Melbourne
19-20 March 2012


