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SALARY PACKAGING POLICY AND GUIDELINES 

1. INTRODUCTION 

1.1 Providing non-cash benefits to employees through salary packaging may result in Switch 

Payroll Pty Ltd (SP) incurring a Fringe Benefits Tax liability. Salary packaging is widely used 

for increasing the value of salary packages for employees without increasing the tax burden 

to the employer.  

1.2 SP recognises the value to employees of flexible remuneration planning. Salary packaging or 

salary sacrificing is one way to provide this flexibility. The principle aim of salary packaging 

is to legitimately restructure the way you receive your salary to suit your individual needs 

and potentially maximise your take home pay. This is achieved by allowing you to receive 

part of your salary in the form of benefits rather than receiving it all as salary.  

1.3 This document establishes the policy and procedures associated with  

- ensuring that SP complies with its obligations as an employer in respect of FBT 

liabilities owed to the ATO; and  

- implementing salary packaging arrangements to enable SP’s employees to increase 

their after-tax remuneration.  

2. INDEPENDENT FINANCIAL ADVICE  

2.1 SP strongly recommends that all employees wishing to salary package obtain financial 

advice, including specialist advice on packaging options, before making any decisions.  

3. SALARY PACKAGING POLICY  

3.1 Salary packaging arrangements make legitimate use of concessions that have been 

specifically included in the Commonwealth Fringe Benefits Tax legislation to provide 

assistance to employers. A salary sacrifice arrangement is an arrangement between the 

employer and the employee where the employee agrees to forego part of their future 

entitlement to salary or wages in return for the employer providing benefits of a similar 

cost to the employer.  

3.2 Salary packaging is a voluntary option for employees of SP. When considering the salary 

sacrificing of particular benefits, you should note the following:  

- participation in the salary sacrificing scheme is voluntary  

- you are free to salary package only those benefits that best satisfy your financial and 

personal needs  

- participation may not be available to all employees  

- direct costs associated with providing salary sacrificing will be a cost to you, for 

example, any applicable Fringe Benefits Tax (FBT)  

3.3 By packaging salary, employees receive part of their remuneration as cash and part of it as 

a benefit. The benefit is paid on the employee's behalf by SP; the employee receives less 

pay and, therefore, pays less income tax on their reduced income.  
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3.4 Some benefit items may also attract Goods and Services Tax (GST). Under a salary 

packaging arrangement an entitlement to a Goods and Services Income Tax Credit (ITC) may 

arise. Where there is an entitlement to an ITC, SP will claim and return the ITC to the 

employee. In the case of Novated Motor Vehicles Leases any pre-tax deduction is exclusive 

of GST, and all ITC’s returned from the ATO are held by SP.  

3.5 SP may be liable for Fringe Benefits Tax (FBT) on any salary packaged fringe benefits. SP 

will pass on this cost to the employee, generally through reduced salary, depending on the 

benefit packaged. The extent to which an employee may receive an increase in ‘take-home 

pay’ will vary from person to person, and depend on the employee’s gross salary and the 

type/s of benefit provided through salary packaging.  

3.6 SP has certain obligations in relation to salary packaging such as ensuring the minimum 

wage under any relevant industrial instrument is paid as salary before the balance is 

packaged and superannuation guarantee issues. Any earnings that are not subject to 

superannuation such as leave loading, overtime, or casual payments may not be packaged.  

3.7 All salary packaging must be entered into prospectively, that is, employees cannot earn 

income in a financial year and then request salary packaging. No earnings may be packaged 

retrospectively.  

3.8 A written Salary Package Agreement must be drawn up before the effective date of the 

agreement, which may commence at any time during the financial year. The sacrificed 

salary must be permanently forgone for the period of the arrangement.  

4. ALLOWABLE BENEFITS  

4.1 SP has agreed the following items may be included in salary packaging arrangements for 

employees. It should be noted that this list may be amended from time to time by SP 

without notice:  

4.2 Otherwise deductible items (ie. Benefits that would otherwise be tax deductible):  

- Disability/ Income protection insurance premiums  

- Airline lounge memberships and subscriptions to trade or professional journals;  

- Self-education expenses related to the employee’s current employment activities. 

Expense (eg. Course or tuition fees, text books, technical instruments and equipment) 

incurred by an employee attending a course at an educational institution or a work-

related conference which is directly relevant to the current employment activities that 

may be allowable as an income tax deduction. Please note that HECS/HELP payments 

are not otherwise deductible expenses and courses with a HECS/HELP subsidy are not 

able to be packaged.  

4.3 Concessionally Taxed and Exempt Items:  

- Exempt items (ie. Benefits that are exempt from FBT):  

o Child care fees – ‘in-house’ (ie. Employer provided, if available) 

o Laptop computers required to undertake employment duties (ie. Notebook, 

iPad) – these items are not subject to FBT if an employee could usually claim a 

tax deduction when preparing their annual return (eg. Complying work-related 

expenses, self-education expenses). There is no limit on the number of items 
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each employee is allowed to package per FBT year, even if it performs the 

same function, however the employee must still declare that the item/s are 

used primarily for work. Please note desktop personal computers are not 

eligible for this concession.  

o Portable electronic devices (PED) – with SP’s approval, if an employee 

purchases a portable electronic device and wishes to be reimbursed, the 

employee must sign the appropriate declaration stating the PED is required 

primarily to carry-out their employment duties and/or work-related training. 

The employee is also required to provide the original tax invoice or receipt to 

receive the reimbursement. The reimbursement may happen over a number of 

pay periods if deemed necessary by SP.  

- Concessionally taxed items (ie. Benefits where the full value of the benefit is not 

subject to FBT):  

o Contributions to a private superannuation fund (contributions made by the 

employer are exempt from FBT and income tax, but are subject to a 

contributions tax). Employees are able to package superannuation into a 

complying superannuation fund, and employees should be aware of their 

personal thresholds and caps in regards to superannuation contributions and 

balances.  

▪ Employer Superannuation Contributions  

SP’s superannuation arrangements are governed by the requirements of current 
legislation  

▪ Employee Contributions  

Employee contributions will be allowed via Salary Sacrifice (pre-tax) or on an 
undeducted basis (after tax)  

- Motor vehicles (for private use) through a fully novated lease, is only available when 

utilising an SP approved leasing company. A standard Novated Lease is between the 

employee and the leasing company. The employer enters into a novation agreement 

making the employer responsible for all lease payments during their employment with 

SP. When the employee is on extended leave without pay or leaves the employment of 

SP, the novation agreement expires and the employer is no longer liable, and the ex-

employee becomes responsible for any future lease payments.  

- Replacement vehicles where an employee chooses to ‘cash-out’ the employer-provided 

motor vehicle. The replacement vehicle may be taken as a novated lease through salary 

packaging (using an approved leasing company)  

5. IMPLICATIONS OF ENTERING INTO SALARY PACKAGING  

5.1 Any salary packaging arrangement entered into by employees of SP can still result in SP 

incurring an FBT liability.  

5.2 SP’s FBT liability arising from salary packaging will be included in the cost of fringe benefits 

to be deducted from an employee’s salary package. Employees will be responsible for 

reimbursing SP for all FBT costs incurred on behalf of the employee.  

5.3 In addition, SP is required to show a reportable fringe benefits amount on each employee's 

Individual Payment Summary provided at the end of each financial year of employment, if 

the taxable value of fringe benefits provided is greater than $2,000. The fringe benefits 

reported are those received for the FBT-year 1 April to 31 March (the FBT reporting period 
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ends prior to the end of the financial year) and the amount reported is the grossed-up 

taxable value (although all benefits are grossed up at the Type 2 gross-up rate, regardless of 

whether or not GST has been incurred).  

5.4 Employees should be aware that while salary packaging arrangements in principle offer 

increased value for the overall remuneration they receive, there are potential taxation and 

financial implications of having a reportable fringe benefits amount listed on the end-of-

financial year Individual Payment Summary.  

5.5 Even though a reportable fringe benefits amount is included on your payment summary and 

is shown on your tax return, it is not included in your assessable income. It is, however, 

included in a number of other income tests.  

5.6 SP does not offer financial or taxation advice and makes no recommendation to employees 

about, nor takes responsibility for, the relative benefits and implications of entering into 

salary packaging arrangements as each employee's circumstances are unique.  

6. ADMINISTRATION PROCEDURES  

6.1 All employees will be required to complete a Salary Packaging Agreement before they may 

participate in the flexible packaging arrangements.  

6.2 Pre-tax employee superannuation contributions to registered superannuation funds will be 

made according to normal superannuation payment schedules per your pay period.  

6.3 Expense Payments  

In general, payments under salary packaging arrangements will be processed along with 
other payroll transactions per your pay period via Electronic Funds Transfer (EFT) or BPay as 
nominated on the Salary Packaging Agreement.  

6.4 Individuals will be required to prove that liability for the designated expense has been 

incurred by them on the above items by providing acceptable proof.  

6.5 Employees are responsible for communicating with their nominated financial institutions or 

payee to ensure arrangements and payment timing are acceptable. SP accepts no liability 

for loss or fees incurred by an employee for late payment where documentation is not 

provided in a timely manner.  

6.6 Renewal of Salary Packaging Agreements  

- Salary Packaging Agreements are generally made for a Fringe Benefits Tax reporting 

period lasting 1 April to 31 March, or entered into for the first time part-way through 

the FBT year.  

- Before 1 April each year, it is the employees’ responsibility to establish a new Salary 

Packaging Agreement for the next FBT reporting period, including any changes to the 

amount of notional salary that can be allocated to non-cash component of salary.  

- Finalisation of a new Salary Packaging Agreement must be completed before the first 

pay period after 1 April in the new FBT-reporting period.  

6.7 Accounting  

- Salary Packaging will be provided over the nominated period of 1 April to 31 March and 

the FB and FBT accounts will be regularised annually as at 31 March. Any credit balance 
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paid out will be taxed as salary whilst a negative balance will be deducted from salary, 

with all adjustments being facilitated via payroll.  

- The actions of the employer or the salary packaging administration provider, in making 

payments to a third party for employment benefits in accordance with the employee’s 

salary package, do not in any way imply transfer of liability to SP, or the salary 

packaging provider in relation to any agreement, understanding or obligation between 

the employee and the third party.  
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7. EXPENSE DETAILS DECLARATION  

Employee Details 

     

 Full Name 

 

Date of Birth 

 _____  / _____  / ________ 

 

     

 Email 

 

Mobile 

  

   

 Address 

  

   

Item Details (Non-Superannuation) 

  

 Item 1 
 

 
 

Cost Inc GST $ 
☐ Receipt included 

 

 

 Item 2 
 

 
 

Cost Inc GST $ 
☐ Receipt included 

 

 

 Item 2 
 

 
 

Cost Inc GST $ 
☐ Receipt included 

 

 

 Commence  
 from 

 

☐ Next pay 

 Or 

☐ Start date:   _____  / _____  / ________ 
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Superannuation Salary Sacrifice Details 

 

 ☐ Please use my existing super fund, already on file with Switch. 

 Or 

 ☐ Please use a different fund as specified below: 
 

 

 Fund Type 
☐ This is an APRA regulated Fund 

☐ This is a Self-Managed Super Fund (SMSF) 
 

  

 

 

 Amount $ or % 
 

 

 

 Super Fund 
 Details 

Super Fund Name 
 

Unique Super Identifier (USI)  

 

 

Member Number 

 

  

 

 

 SMSF 
 Details 

Electronic Service Address (ESA) 

 

ABN  

 

 

Bank Account Number 

 

BSB  

 

 

Bank Account Name 

 

Email address  

 

 Begin 

 

    ☐ Next pay 
Or 

    ☐ Start date:   _____  / _____  / ________ 

 

 End 

 

    ☐ Just Once 
Or 

    ☐ Continue until further notice 
Or 

    ☐ Stop on specific date:   _____  / _____  / ________ 
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Substantiation  

Employees must prove payments are being made into legitimate benefit items for taxation purposes. Please provide copies 

of recent statements for expense items being packaged at the time of package set up. For Superannuation Contributions, if 

not already previously provided, please provide a Superannuation Account statement or a document listing your Super 

Membership number.  

Your salary will be based on the above information. If any of this information changes please notify SP immediately. SP is 

unable to remit any payments without receipt of substantiation for each item included in this Salary Packaging Agreement. 

Please submit relevant substantiation with this form. It is the employee’s responsibility to ensure that any expired 

substantiation documents(s) is/are renewed and submitted to SP prior to recommencing salary packaging.  

Employee Declaration/Authorisation  

This agreement is between Switch Payroll Pty Ltd (SP), and the employee specified in the details below.  

I hereby declare that:  

- I have read the policy & procedures document and agree to abide by the conditions.  

- I consent to SP deducting the GST exclusive cost of the items from my future pre-tax salary.  

- I will pay any outstanding balance to the SP on request if there are insufficient funds 

available from my pre-tax salary to cover any outstanding debt. 

- The amount I am seeking reimbursement for relates to eligible items ONLY, and I 

acknowledge the requirement that the item/s be used primarily for work.  

- I have completed all required details on this form and have attached an original tax 

invoice/substantiation and/or proof of payment for the item/s to be packaged.  

In entering into this Salary Packaging Agreement, I acknowledge the following:  

- I agree to package the payments specified in this Agreement.  

- I confirm the payee, amount, and account details are correct.  

- I authorise SP to reduce my cash salary by the amount of salary to be packaged, and to 

disperse the packaged component of salary, including any fringe benefits tax liability, as 

specified in the tables above.  

- I agree to immediately repay any amounts paid on my behalf that exceed the agreed package.  

- I acknowledge that SP’s liability for the payment of Fringe Benefits Tax (FBT), if any, in 

relation to my package is my responsibility and payable by me.  

- I acknowledge that SP has not provided tax or financial advice and that no information, either 

verbal or printed, that I have received from SP constitutes taxation or financial advice.  

- I acknowledge that it is my responsibility to establish what effect, if any, this salary 

packaging will have on any Government Assistance I receive.  

☐ I confirm that the information provided in this form is true and correct and acknowledge the Employee Declaration 

 
 

Signed: _____________________________  Date: _____ /_____ /________ 
 

Please forward the completed form and documentation to: support@switchpayroll.com.au 

mailto:support@switchpayroll.com.au

