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The course aims to provide participants with a clear understanding of the method-
ology and logic behind the payroll process. Many people see payroll as simply a
position whereby data is entered, a button is pushed and a computer calculates the
result. This is far from correct. Payroll professionals need to understand the manual
procedures involved to ensure the accuracy of payments. Incorrect pays can result
in demoralised and angry staff members which then impacts severely on the com-
pany’s profitability. An error in the pay department can have far reaching effects in
relation to legislative compliance.

Foundations of Payroll Practice is a course specifically designed to meet the learning
requirements of staff new to payroll and staff returning to the payroll office who wish
to refresh their skills. Over three days this course aims to ensure that a participant will
be able to understand fully the skills and characteristics required of a payroll person
and how to apply this knowledge within the workplace. At the end of the course staff
will be able to:

e Read and interpret an award

* Use the award to calculate pays

e Read and interpret tax tables

* Calculate tax offsets and understand the effect of the offsets on an employee’s tax
* Calculate entitlements

e Prepare terminations payments

» Carry out month and year reporting and remitting requirements

* Understand Superannuation and calculation of the levy.

The first day concentrates on the pay office (location, setup and function) the cur-
rent Industrial Relations Scene and interpretation of conditions of employment (we
use an award for our examples, but it could easily be an Enterprise Agreement). The
ability to interpret awards and legislation is a vital attribute for a payroll person. By
the completion of the day participants will able to interpret the award to locate in-
formation such as overtime rates and shift allowances, entittement rates and identify
categories of employees (then using this information, allocate the correct payment
rate). The day contfinues with a discussion of Annual Leave and Long Service Leave

under the Fair Work Act. Participants will be provided with hands on experience in the
calculation of an employee’s length of service and leave entitlements.
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Course Overview

The morning of day two continues the focus on entitlements:

* Personal/Carer’'s Leave and Parental Leave entitlements

* Accrual of entitlements

» Categories of employees who have access to entitlements

* Legislation governing the administration of entitlements

» Calculation of entitlements.

The afternoon deals with payroll calculations including ordinary pay, overtime,
leave and allowances. Tax treatments are explained including PAYG, HELP, tax off-
sets and the completion and lodgment of Tax File number declarations. The day
completes with ‘whiteboarding’ the calculation of tax on bonuses and commis-
sions.

Day Three commences with termination payments —

* |dentification of the components of a termination

* The correct tax treatment of these components

* Defining the allocation of these components as Lump Sum A, B, D, ETP

The participants are provided with templates to aid in the calculation of marginal
tax and complete exercises to test their knowledge of the processing of termina-

fions.

Having devoted a couple of hours to terminations we move onto superannuation
— calculation of the levy, Super guarantee charge and salary sacrificing.

The day concludes with two sections which outline the month and year end report-
ing and remittances requirements for payroll staff. The varying remittance require-
ments for PAYG are covered as well as the thresholds and percentages payable to
state governments for payroll tax.

If you have any enquiries, please contact us.

5/37 Pitt Street, Sydney NSW 2000 1/616 St Kilda Road, Melbourne VIC 3004
Ph (02) 9258 2150 Ph (03) 9614 0900
Fx (02) 9258 2155 Fx (03) 9614 2227

training@payroll.com.au

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




Foundations of Payroll Practice
Anplication Form

Please fill out this page and return either by:

email: training@payroll.com.au or fax back: (02) 9258 2155

Ylllll‘ dﬂtails (One application per attendee)

Name

Company

Address Postcode
Billing Address Postcode

Phone (direct) Phone (office)

email Member Number

Illlcllmill!l ﬂales Mark your selection

22-24 June 2010 7-9 June 2010 | | 6-8September 2010 |
21-23 July 2010 14-16 July 2010 Brisbane
16-18 August 2010 10-12 August 2010 | [27-29 september 2010 |
14-16 September 2010 21-23 September 2010 Adelaide
11-13 October 2010 27-29 October 2010 | [23-25 August 2010 |
3-5 November 2010 15-17 November 2010 Canberra
1-3 December 2010 7-9 December 2010 22-24 November 2010
Full Member *gst inclusive Non & Other Member *gst inclusive
O3Day Course | $1,030.00 O3Day Course | $1,165.00
Payment Options

*Payment must be received prior to course attendance.
*You can make payment via Cheque, EFT or Credit Card.

O Please send me an invoice

Please charge my credit card to the amount of $
Card type 0O Visa O Mastercard O American Express O Diners Card O Bankcard

Card number Expiry date /

Cardholder’'s name

Cardholder’s signature




