25 Station Street
Oakleigh VIC 3166
PO Box 93
Oakleigh VIC 3166

Tel.+61 3 9569 7516
Fax.+61 3 9569 6442
info@scaccounting.com.au
www.scaccounting.com.au

Partner Steven N Creelman CA
Partner Mark Caruso CPA

CHARTERED ACCOUNTANTS

9th April 2020

SC Accounting:
Jobkeeper / Jobseeker / Working From Home & Fairwork Update
– Legislation Passes Parliament
We have now received confirmation that the Jobkeeper Legislation has passed parliament. We have had
a wave of questions over the last week from clients who have never sought out government assistance.
We have also had a range of questions regarding how this may work within current payroll systems.
In order to assist anyone impacted, we have the following
links to government fact sheets. In addition, we also have
some free word templates for those employers who would
like to keep staff employed using Jobkeeper.
All this information and links are now available on our
website:
https://scaccounting.com.au/news-resources/login/
In addition we will be providing our general monthly
update:

Jobseeker:

Those that have lost their jobs can apply online for the Jobseekers payment. Details and the application
process are located using the following link:
https://www.servicesaustralia.gov.au/individuals/services/centrelink/jobseeker-payment/how-claim

Jobkeeper:

Our previous update provides some useful examples on how the Jobkeeper payment process works.
This is an essential read for any bookkeepers or payroll officers trying to get an understanding of how it
works. The link to this update is located here:
https://scaccounting.com.au/wp-content/uploads/2020/03/2020-31-Mar-SCA-Practice-Update.pdf
Treasury has also provided some fact sheets on the following:
Information for Employers: https://treasury.gov.au/sites/default/files/202004/Fact_sheet_Info_for_Employers_0.pdf
Information for Employees: https://treasury.gov.au/sites/default/files/202004/Fact_sheet_Info_for_Employees_0.pdf
General Information: https://treasury.gov.au/sites/default/files/202004/JobKeeper_frequently_asked_questions_0.pdf
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Additional Examples on how it applies: https://treasury.gov.au/sites/default/files/202004/Fact_sheet_supporting_businesses_0.pdf
In addition, we also have developed the following key word documents available for free download for
your payroll officers:
Employee Jobkeeper Election Form: https://scaccounting.com.au/wpcontent/uploads/2020/04/Employee-JobKeeper-Election-Example-080420.docx
Employee Jobkeeper Notice to Staff: https://scaccounting.com.au/wpcontent/uploads/2020/04/JobKeeper-Notice-to-Staff-COVID19-Example-080420.docx

$10,000 Vic Government Grant

For eligibility information, please go to: https://www.business.vic.gov.au/support-for-yourbusiness/grants-and-assistance/business-support-fund
The Application Form Page is located here:
https://businessvic.secure.force.com/PublicForm?id=bsf2020#no-back-button

Tax Update: Working From Home

We have provided recent updates on the items that are deductible when working
from home however the ATO has announced a simpler method for those working
between 01/03/2020 to 30/06/2020. This shortcut method allows you to claim
80c per hour you work from home during this period. It is noted however that if
you use this method, you must keep a diary of the hours worked. In addition, you
will not be eligible to claim, cleaning, phone costs, internet costs, and general
consumables (e.g. printing, ink, stationary, basic office equipment).
The current method is still available, so we request that you keep a record and receipts for the set-up
and running of your home office.

Fairwork - Employers Options & Facts for Employees

It is essential that open communication occurs between employers and
employees, as such, Fairwork has provided guidelines and procedures
relating to Flexible Working Arrangements, Using leave entitlements,
Standing Downs, finding employment & Business Bankruptcy.
https://coronavirus.fairwork.gov.au/

Novel Coronavirus (COVID-19) – an update for employers in these uncertain times
As this dreadful virus continues to escalate and cause devastation all over the world, is it important we
understand what we can do to reduce its further impact.
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From midday Monday, 23 March 2020, the Morrison Government implemented mandatory lockdowns
in an effort to enforce social distancing resulting in the closure of restaurants, cafes, pubs, gyms and
alike. Such lockdowns have been further updated to include food courts, extended family gatherings,
real estate auctions and inspections as of midnight Wednesday, 25 March 2020.
Unfortunately, this means that thousands of Australians will lose their jobs, and employers will need to
ensure that their obligations are met when effecting these terminations.
Given the uncertainty surrounding these radical laws, we understand that many of our clients have a
variety of employment law related questions and issues.
As such, we have collated a short Q&A guide of 10 common queries.
Whilst all care has been afforded to ensure the accuracy of this information, it is important to consider
the facts and circumstances of each matter. Our team of experienced Workplace Relations lawyers are
available to discuss any of these matters with you, as well as other employment law related questions.
Lastly, before moving to terminate an employee, it is good workplace relations practice to consult with
the employee first as the employment relationship is essential to ensuring survival during these
troubling times.
How do I treat employees if I need to temporarily close part of or all of my business?
Under the stand down provisions of the Fair Work Act 2009 (Cth) (FWA), you are entitled to stand
down an employee who you cannot usefully employ in circumstances where you close your business in
circumstances beyond your control, and the stand down is due to that stoppage of work. However, prior
to doing so, we recommend you attempt to redeploy the employee to a different position. In
circumstances where this is impossible, a stand down is permissible as the closure is a direction from
government and thus outside your control.
Regarding pay, standing down an employee generally means that their leave period is unpaid. The
period of leave does not break their continuity of service, and the period counts towards accrual of
leave. Accordingly, they may access annual leave or long service leave for this period instead.
If I need to reduce a permanent employee’s wages or hours, how do I do this properly?
First and foremost, do not force an employee to reduce their wage or hours of work. If you do, you may
be liable for breach of contract, or you may make your employee redundant.
Alternatively, you should first consult your employee and discuss changes to their employment contract.
When (and if) you reach agreement, you should put this in writing to be signed by you and the employee
to acknowledge the new arrangement, and to avoid future disputes.
My employee is worried that they will contract COVID-19 and is not presenting to work. What
can I do?
Unless directed by government, all employees should attend for work.
However, if an employee refuses to do so, you are not obliged to pay them for their period of absence.
Additionally, you are not obliged to give them access to any accrued and unused leave. However, you
may do so at your discretion.
In circumstances where an absence would be problematic to your business, you may put in place an
alternative arrangement with the employee, such as working from home or altering their hours of work
so they avoid exposure during peak hour.
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We recommend exercising caution where disciplinary steps are to be implemented. Whilst you may
discipline an employee who refuses to follow a lawful direction, your employee’s concern may be
construed as a workplace health and safety issue, thereby exposing you to various causes of action.
As an employer, you have a statutory obligation to provide a safe and healthy workplace for all
employees. Additionally, your employee may be protected under the general protections provisions of
the Fair Work Act 2009 (Cth), as well as Occupational Health and Safety, and discrimination legislation.
My employee has come into contact with a confirmed case of COVID-19 or has recently returned
from overseas. Do I treat the period of leave for self-quarantine as paid or unpaid leave?
If your employee has access to paid leave (such as annual leave or long service leave), it is best practice
to recommend it is used during the period of self-quarantine. However, if they do not have sufficient
paid leave, it is at your discretion to permit the use of paid leave in advance of its accrual. Alternatively,
they may use this period as unpaid leave.
Another option is to allow your employee to access any available personal leave. However, strictly
speaking as your employee is not unwell, you are not obliged to allow this. This is of course subject to
any symptoms developing during the period of self-quarantine. Clearly, your employee would be
entitled to access their personal leave if they do become ill, whether the illness is COVID-19 or
otherwise.
An employee has consulted a G.P who has cleared them of COVID-19. Should I request they
provide a medical certificate or similar as evidence of their fitness to work?
This is a grey area.
Whilst it is prudent to ensure you provide a safe and without risk workplace, you are not able to force
your employee to be tested for COVID-19 where they present with flu-like symptoms. However, it is
vital that you direct them to not attend the workplace, and you may suggest they obtain a medical
certificate or similar prior to returning to work.
In these circumstances, you should pay your employee during this absence as paid personal leave. For
example, you should pay your employee for a reasonable period in which it requires them to obtain
clearance, such as 2 to 4 days. Where this leave option is exhausted, you may permit they access another
form of paid leave.
In addition, it is recommended that you focus on supplying sufficient hand sanitiser and similar
products, encouraging social distancing and implementing working from home policies if possible.
It is also important to think of ways that you can structure your workplace to deal with the pandemic. It
is predicted that the pandemic will last another four to six months, so it is integral that sustainable
practices are implemented in workplaces.
An employee is displaying mild symptoms. What should I do?
As canvassed above, it is prudent to direct the employee to refrain from attending the workplace, and
seek medical attention and clearance before they return.
If the employee disputes your decision claiming they are well, you should inform the employee of the
risks of COVID-19, and explain that your decision is supported by government direction.

SC Financial Services Pty Ltd. ACN 619 287 937. Liability limited by a scheme approved under Professional Standards Legislation.

Depending on the circumstances, we suggest the employee be paid during the period it takes them to
obtain medical clearance. However, if they are unable to obtain such clearance, they should have
personal leave available to them.
What are my obligations to employees regarding their privacy if they contract COVID-19?
As noted above, the employment relationship is essential to ensuring survival during these troubling
times. It is very important that privacy principles are considered and dealt with practically. Additionally,
you do not want to be exposed to liability under privacy and/or health legislation.
The Privacy Act 1988 (Cth) and the Health Records Act 2012 (Vic) (Acts) regulate how employers must
handle their employees’ health information in Victoria.
You may request and disclose such information in circumstances where:
You reasonably believe the disclosure is necessary to prevent a serious threat to an individual’s health,
safety or life; or
The information collected is used by you for the purpose for which it was collected. For example, you
inform employees that you are collecting their health information for the purposes of disclosing the
identities of affected employees to their colleagues.
Practically speaking, if an employee does contract COVID-19 such disclosure may be necessary from a
workplace health and safety perspective. However, you should seek legal advice because the
circumstances of the proposed disclosure may vary depending on the individual facts.
My business is not directly affected by the new lockdown laws. Is there anything I should be
doing for my employees?
As matters progress each day, it is important to keep your employees informed as much as possible.
This means staying up to date with government directions and communicating key details. However, be
sure to tailor the circulated information as you do not want to panic your employees – it is a balancing
act!
It is also integral that you keep your employees updated as to their own health and wellbeing. This may
include weekly reminders of access to the Employee Assistance Program or external counselling
services.
For those in positions of leadership, it is vital to remain compassionate, flexible where possible, and
understanding of all circumstances your colleagues may face. Transparency is also essential,
particularly where difficult conversations are necessary. The way employers interact with employees
during this time will influence your business’ culture so it is important to consider what tools and
strategies you put in place to maintain your relationship with employees.
Contingency plans are also recommended, being prepared on a “staged basis”. For example, level 1 may
be implemented where the risk is low and may increase to level 4 where the risk is high, and employees
are directed to work from home. This enables you to plan ahead and have appropriate courses of action
in place if events progress. It is also recommended that you review these stages as new information
develops to ensure they remain practical.
What leave should my employees use if they need to stay home to care for their young
child/children if their school has closed?
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If this is applicable, permanent employees may opt to use any accrued and unused personal or carer’s
leave. Whilst the employee is not sick per se, the purpose of personal leave or carer’s leave is
permissible where the care is required in an unforeseen emergency.
Alternatively, where the employee has older children who are self-sufficient, it may be suitable to
discuss using personal leave.
For casual employees, they may use unpaid carer’s leave.
What are my obligations to casual employees?
Given the nature of their employment, you are under no obligation to pay a casual employee.
To avoid the financial impact upon these employees, the government is providing welfare payments to
eligible employees.
Alternatively, you may choose to allow some employees the option of paid leave temporarily to avoid
financial difficulty.
Whilst all care has been used in preparing this information, each case will need to be considered on its
own individual facts and circumstances. Before seeking to implement or take unilateral action, it is
always good workplace relations practice to consult with employees as a good employer/employee
relationship is invaluable in any workplace, especially in these troubling times. Tailored, specific advice
is invaluable, and is something that we offer to our clients at SC Accounting using the specialised legal
team at Nevett Ford Melbourne.
Please feel free to contact us at SC Accounting or feel free to directly call Nevett Ford Melbourne on 03
9614 7111 to discuss your circumstances.
Meetings Announcement:
Please note that all meetings are now to be held via phone, Zoom or Facetime. Document
drop-off is still available to Erma at reception however please call 9569 7516 prior to
dropping off documents as our door will be locked.
We also note that staff are now working from home including, Steve and Mark.
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UPDATE: OUR TEAM
Steve
Creelman CA

Mark Caruso
CPA

Principal

Partner

Erma Mencin

Mai Tran
CPA

BBus (Accounting),
CA SMSF Specialist,
AdvDip (Financial
Planning)
Registered Tax Agent

Administrator /
Bookkeeper

BBus (Accounting),
BBus (Banking &
Finance),
Dip (Business)
Registered Tax Agent

Senior Accountant
BBus (Accounting)

Kendra Caruso
CPA
Senior Accountant
BBus(Commerce)

Kylie Creelman
Practice Manager
Diploma of Teaching
(Primary) , Cert IV
(Practice Management)

Nick Binney

Adrian Pelligra

Accountant

Private Wealth
Manager
BFin, CFP

Philippine
Bourdin
Accountant
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CURRENT SERVICES AVAILABLE:
Business Accounting &Tax

Basic Individual Tax Returns

Financial Advisory

BAS, FBT, GST, State Taxes

Succession & Estate Planning

Super Advisory (SMSF)

Finance – Mortgage & Asset
acquisitions

TRIS, Pensions, Super
Contributions – NCC, CC

Insurance Products – Life,
TPD, Income Protection

Investment Management &
Monitoring

ASX / Compliance Board
Advisory

Public Superannuation Fund
Advisory / Tax

NDIS Service Provider –
Financial Intermediary

Management Reporting, Cash
Flow & Budgeting Needs

Business Advisory, Structural,
Business Acquisitions and
Sales

Outsourced Payroll

XERO / MYOB / QuickBooks
Personalised Training
Services

Best Wishes from the team at SCA

Steve Creelman CA

Mark Caruso CPA, CA-Aff

Please note that the above information is intended as a general guide only and is not intended as tax or investment advice. It is in
a summarised format and not all information may be specific to your circumstances. If you believe that any of the above impact
you, you are recommended to contact us on 95697516 to discuss your specific circumstances.
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