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We have a new employee commencing. What 
do we need to do for them to be paid by 
Synod Payroll?
Issue the new employee with the following documents 
to complete: 

• a Contract or Letter of Offer
• Employee personal details form 
• Tax File Number declaration
• Fair Work information statement (does not need to 

be returned)
• Superannuation Choices form. 

The employer completes the Notification of new 
employee form and then forwards all the completed 
forms together to Synod Payroll.

These forms need to be returned by the Friday prior to 
the next Wednesday payment date.

How far in advance do you need information 
about a new employee to be paid by Payroll?
Completed new employee paperwork must be 
received by close of business on the Friday prior to the  
following Wednesday payment date. This will alow the 
employee to be set up in time for Tuesday processing.

How is our employees’ pay charged to us?
To add an employee to the Synod Payroll, you must 
have a direct debit set up with us. We will debit your 
account monthly after the final pay for that month.

What are the advantages of using the Synod 
Payroll service?
We take care of your employee needs—we track leave 
accruals, process PAYG withholding tax, and produce 
end of financial year payment summaries.

You can rest assured that we will help you to meet the 
legislative requirements and documentation needed 
for payment of your employees.

Using Synod Payroll also means reduced costs for you 
as there’s no need to employ someone to take care of 
your payroll needs.

How do you know what to pay our 
employee?
We pay your employees as  detailed on the 
employment contract that you send us, together with 
other employee details and required documents. 

If your employee is paid under an award, we will 
automatically apply any award increases to them  
and adjust their pay accordingly.

If your employees are not assigned to an award, we 
will pay them the rate specified on their employment 
contract. You will be responsible for advising us of any 
pay adjustments.

Casual staff and part time staff who do not have fixed 
hours are required to complete a timesheet each 
fortnight which will advise the hours worked for that 
fortnight. Managers/supervisors must authorise this 
timesheet and submit it to Payroll by 10 am on the 
Monday prior to the Wednesday payment date.

When and how often will our employees be 
paid?
All employees will be paid on a fortnightly basis.  
Fortnights run Saturday to Friday, and we release 
payments on the second Wednesday of each fortnight.

I have enquiries about payroll. Who should I 
talk to?
All payroll enquiries should come directly  
to the payroll office on 07 3377 9732,  
or 07 3377 9863, or you can email us on  
payroll@ucaqld.com.au. Both Angela and Emma 
are happy to answer your questions.

How do employees state their 
superannuation preferences?
At commencement of employment, employees are 
required to complete a Superannuation Choices form 
to advise us of their preferred superannuation fund.  

If an employee wants to change their preference 
during the course of their employment, they will be 
required to complete another Superannuation Choices 
form stating their new preference.  We will only accept 
one Superannuation Choice in any 12 month period.

The current default employer fund is UC Super.

How do we ensure our employees are 
covered by WorkCover?
All employees paid by the Synod Payroll service are 
covered under the Synod’s WorkCover policy.  We will 
charge you a small amount each fortnight to ensure 
your employees are covered.

An employee needs to make a WorkCover 
claim. How is this arranged?
If your employee injures themselves at work, and needs 
to make a WorkCover claim, you will need to contact our 
Risk & Insurance team who can help you with forms and 
other requirements for that process.  
Contact Risk & Insurance on 07 3377 9725  
or email insurance@ucaqld.com.au. 
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When do we need to notify you that an employee is 
going on leave?
If your employee is going on leave, they will need to complete 
the Leave application form (available in the payroll information 
for new employees pack or online  
at www.faps.ucaqld.com.au/finforms). 

To be processed in the current fortnight, this form  must 
be received by payroll by 10 am on the Monday prior to the 
Wednesday payment date.

What do we need to do when an employee finishes 
their employment with us?
When your employee concludes their employment, you will 
need to advise Synod Payroll in writing immediately to avoid 
overpayment. Once notification has been received, Payroll will 
process the employee’s termination pay, including any unpaid 
leave entitlements on the next pay run after their completion 
date.

Without this notification we will continue to pay the employee 
and process your direct debit.

We have changed our employee’s working 
conditions. How do we notify you of changed hours, 
rates of pay and allowances?
If your employee’s conditions change, you will need to notify 
Synod Payroll in writing by 10 am on the Monday prior to 
the Wednesday payment date for which the changes become 
effective.

My employee didn’t receive payment, or received 
the incorrect pay. How do we correct their pay, and 
why might this have happened?
If your employee did not receive payment, or if their payment 
was incorrect, you should contact Synod Payroll as soon as you 
become aware of the issue to notify them of the error.  

Errors may occur for a variety of reasons, which could include 
paperwork not being received by the payroll office prior to the 
processing cut off.

Corrections will generally be made in the next pay run. Under 
some circumstances an out of system payment can be made to 
run corrections prior to the next payment date.

When will our employees receive their payment 
summaries?
Payment summaries are processed after the final payment run of 
the financial year.  The exact date that they are run will vary each 
year, but as per Australian Taxation Office requirements, all 
payment summaries will be sent prior to 14 July each year.

When do employees need to complete a timesheet?
All casual staff and part time staff who do not have fixed 
hours are required to fill out a timesheet for all hours worked 
each fortnight. These forms must be signed by the authorised 
manager/supervisor as nominated of the Notification of new 
employee form and sent to Synod Payroll by 10 am on the 
Monday before the Wednesday pay run.

Permanent employees who complete a fixed number of hours 
each fortnight do not need to complete a timesheet, as long 
as you have nominated auto pay on the Notification of new 
employee form.

Who needs to sign an employee’s timesheet?
The person who is listed on the Notification of new employee form 
as authorised to sign the timesheets must sign the timesheets 
each fortnight.  If the timesheets are not signed by the authorised 
person, they will not be processed.

To change the authorised person, you must notify Synod Payroll 
in writing of the change, including the name and contact details of 
both the current and the new authorised person, and both of their 
signatures.

How do we submit completed timesheets to the 
Payroll office?
Fax – 07 3377 9723

Scan and email –  
payroll@ucaqld.com.au

Post – Payroll Office, The Uniting Church in Australia Queensland 
Synod, GPO Box 674, BRISBANE  QLD  4001

In person – 60 Bayliss St, Auchenflower

What is the deadline for submitting timesheets to the 
Payroll office?
Timesheets must be received by the payroll office by 10 am on the 
Monday of the processing week.

Will our employee get paid if we miss the deadline for 
submitting timesheets?
If your timesheets are received after the processing deadline, we 
will automatically carry the timesheet over for processing with the 
next fortnight’s pay. We are unable to delay all staff payments to 
allow for late timesheets.

What do we need to do to ensure our employees get 
paid?
In addition to submitting completed paperwork to Synod Payroll 
by the required deadlines, it’s important to let us know when any 
conditions of employment change.

If you’re not sure whether a change might affect your employee’s 
pay or conditions, or whether payroll needs to know, please ask. 
You can contact the Synod Payroll team on  
07 3377 9732, or  
07 3377 9863, or you can email us on  
payroll@ucaqld.com.au. Both Angela and Emma are happy to 
answer your questions.

Is there any legislation or policies that we need to be 
aware of?
Employment legislation and tips are available at  
www.fairwork.gov.au.

The Uniting Church Employment policies can be found on the 
Healthy Church website www.hc.ucaqld.com.au 
login: healthy password: ucaqld

Additional resources, including forms can be found on  
the Uniting Church Finance & Property Services website  
www.faps.ucaqld.com.au.
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