Client e-Brief :: November 2017

Health & Wellbeing - How to get Balance

Everyone talks about balance. It seems to be the solution to reaching optimal mental
health and something easy to attain, doesn’t it?

Balance and Bookkeeping

When looking at a set of accounts in a business, it is simply what hits one side must
hit the other. Can’t balancing life be the same?

In practice this method does not work, and cannot work! Between juggling the family
and business, there is little left for you; then coming up with the approach that putting
others first and giving them all of your time and energy will solve any impending
problems you have because balance will naturally happen.

However this only works for as long as it takes to come crashing down around

you, and the balance that you thought you had was never there to begin with. To
compound this, every little thing starts to bother you, bit by bit, until being out one
dollar in the bank reconciliation is enough to pull out your hair. By this stage, balance
is impossible to obtain and, even with the subtle suggestions from those around you,
it seems unexpected.

Why does it have to be so hard — right? Well, it isn’t.

Having balance in your life is not about doing what is right for everyone in the same
way, at the same level, all of the time and every single day... even though for some
strange reason this is what is regularly attempted.

Balance is simpler than that.

The First Part
» Think of life as a pie. There are several sections that represent each area of
your life but as much as you would like to make each section the same, it just does
not work.
» This is not a problem as this will fluctuate throughout the day, week and month.

The Second Part
» This is the time spent in each area. Do not look at what can be achieved over a
day and try for balance in a 24 hour period.
* Look over a month and then a week. This is a lot more realistic and will allow
you to step away from potentially feeling overwhelmed and stressed.

The Third Part
* To put this in action is simply about priorities.
» What top 5 things are important in your life?
+ Whatever they are, place you as number one, then the others numbered two
through to five.
+ This is your pie.
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ATO

Lodgement
Dates

These dates are from the ATO website
and do not take into account possible
extensions. You remain responsible
for ensuring that the necessary
information is with us in time.

BAS/IAS Monthly Lodgement —
October Activity Statement: 21st
November 2017 final date for
lodgement and payment.

BAS/IAS Monthly Lodgement

— November Activity Statement:
21st December 2017 final date for
lodgement and payment.

1st Quarter of FY 2018: BAS
Lodgement — September Quarter
2017 (including PAYGI) 28th October,
2017 final date for lodgement &
payment

2nd Quarter of FY 2018: BAS
Lodgement — December Quarter
2017 (including PAYGI) 28th February,
2018 final date for lodgement &
payment

When a due date falls on a Saturday,
Sunday or Public Holiday, you can
lodge or pay on the next business day.

A public holiday is a day that is a public
holiday for the whole of any state or
territory in Australia

Due date for super guarantee
contributions, for:

1st Quarter of FY 2018, July to
September 2017 - contributions must
be in the fund by 28th October, 2017.

2nd Quarter of FY 2018, October to
December 2017 - contributions must
be in the fund by 28th January, 2018.

The super guarantee charge is not
a tax deduction if not paid by these
dates.

Refer to the ATO for details regarding

any SGC charges applicable if not paid
by due date.
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At the start of each month, or a date that works for you, write down the goals you would like to achieve for each of these
areas, including you. This must be achieved within the month. Then look at breaking this down into four areas, being one
task per week.

At the end of this time you will have accomplished balance; without stress, without overwhelm, and it took less than you
thought.

That is the secret to balance. Balance is reached over time, not in a moment. It is whatever works for you, specific to you
and your life. As long as you put “you” at the top, the rest will fall into balance.

Annual Shut-down Guide Part 1

It is coming to that time of year again where Christmas is around the corner and the New Year follows shortly thereafter.
While it is commonly a time for celebration and an annual vacation, it can be a complex time for a business owner.

There are many aspects to take into consideration and these will be covered:
Part 1 (this month) — The Annual Shut-Down Guide

* Shut-Down Payments

+ Public Holidays

* House Keeping
Part 2 (Next month) — The Annual Christmas Guide

+ Bonus payments

+ Gifts and Christmas Parties / FBT

» Christmas Pay Checklist

The complexity comes when working with varying Awards or working conditions and when you have a mix of people going
on leave, some remaining at work, some that have no leave, and those that want to work but cannot.

What is a Shut-Down?
A shut-down, according to Fair Work, is when a business closes or slows down its operation to a skeleton staff during a

specific period. The reasons may be that it is not viable for the business to be operating during this period because it may be
a quiet time or many staff are away on leave.

Know Your Award

Whilst it is possible that you may already be across the Awards for the employees, it is good practice to refer to the specific
conditions that apply to a shutdown, such as during Christmas. The conditions can vary for each Award, industry and state.
This will impact on leave entitlements and other contributing factors.

Should the employees be covered by a registered agreement, then check the terms that relate to a shut-down and/or the
Christmas break. To find a registered agreement, go to the Fair Work Commission website.
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Shut-Down Payments

All full-time and part-time employees must be paid during this period. It is to be treated as leave. Casuals are not paid during
this time given that no work is undertaken.

Depending on the type of Award or Agreement, it may or may not outline if an employee can be advised that they “must take
leave” during the shut-down. The Award might indicate that the employer may request the employee take leave.

When nothing is stated in the Award or the Agreement, then the employee cannot be forced to use their leave, or be forced
to take unpaid leave. Typically, you may be able to negotiate a favourable arrangement to both parties, such as partial paid
and unpaid leave.

It is imperative that all terms and conditions relating to the employee’s contract are adhered to during the shut-down.

Refer to the relevant Award or Agreement in the event that there is not enough leave accrued to cover the shut-down period.
Some Awards state that the employee will receive unpaid leave during the period; where as others are able to take paid
leave in advance. In the event that the employee does not agree to take unpaid leave or leave in advance, the employee is
entitled to be paid their usual wages.

Public Holidays

When public holidays fall during an employee’s leave, these are to be treated as public holidays and not as annual leave — it
is treated as though they would have worked that day should they not have been on leave. The public holiday pay should
not affect their leave accrual, and simply be paid as another working day.

An example of what can occur:

Mary is a full-time employee who has put in leave for the duration of 7 days. This includes Anzac Day, which is a public
holiday, and falls on a Thursday. Because Mary is a full-time employee, Mary would need to be paid for Anzac Day.
This means that Mary is only taking 6 days of annual leave, not 7.

When an employee takes sick leave on either side of a public holiday, they are still entitled to be paid for the public holiday
as though they would have been at work that day. The usual sick leave process applies unless there is any evidence that
demonstrates otherwise.

An exception would be where the employee has been rostered to work on a public holiday, and this is not a day that they
would usually work. If they were to then call in sick, the employee would not be paid for that day. Additionally, should the
employee be on unpaid leave, then there will be no payment made for the public holiday.

Working on Public Holidays
All employees receive their base pay for hours worked on a public holiday.

The varying entitlements are included in the Awards or Agreements for every employee, including how public holidays will
impact the employee’s pay.

Some of the entitlements which need to be considered:

« Additional pay; i.e. public holiday rates

« Extra day off or annual leave

* Minimum shift lengths on public holidays

+ Any agreements made as a substitute of another day for the public holiday

Employees cannot be forced to work on a public holiday. However, an employer can make this request if it is reasonable to
the type of employment. Equally, the employee can refuse to do so when it is based on reasonable circumstances.

To understand what is deemed “reasonable”:

« Circumstances for the employee that are personal; i.e. family responsibilities

+ The amount of pay and whether there is any increase; i.e. penalty rates.

+ The type of work undertaken as well as the needs of the business

+ Whether the employee’s agreement entails working on public holidays

+ The type of employment status of the employee — full-time, part-time, casual or shift work
« The amount of notice provided to either party
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The collective circumstances of the employee need to be considered prior to requesting for the employee to work on a
public holiday.

Not Working on Public Holidays

With the exception of casual employees, employees that would normally work on the specfic day that the public holiday has
occurred are to be paid their usual base rate in conjunction with their ordinary hours that they would have worked.

The base rate does not include:

* Penalty rates

* Loadings

+ Overtime

* Monetary allowances

+ Bonuses or any incentive-based payments

Please note that it is unacceptable to change an employee’s day of work to avoid making this payment.

An example of this would be:
Steven is a part-time employee that works from Tuesdays to Thursday. This year Boxing Day fell on a Monday.
Because Steven does not typically work Mondays, he will not be paid for this holiday.

House Keeping

* Notification to all employees of the employer’s intention to shut-down, and the planned dates of the shut-down.

» Appropriate forms and information received from the employees to con rm days on leave, and the con rmed intention of
each employee.

+ Calculation of days that each employee will not be present at work and is entitled to leave.

* Note how many public holidays there are during the shut-down period.

+ Be across any employees that will be working during the shut-down period or on a public holiday, including any relevant
penalty rates or changes to the rate of pay for any employee.

+ Confirm if leave is to be paid during a normal pay cycle, before Christmas, or when the shut-down is to occur.

* Is there a pay run during the shut-down and if so, what are the implications (if any)?

» Give yourself enough time to prepare the pay run, as often in preparation of an annual shut-down it will take longer
than usual to process the pay run.
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