
  
 

 

  www.frontiersoftware.com 

 
 
 
 

 

 

Holiday Payroll Planning:  
A Comprehensive Guide for a  
Smooth Christmas Break 

December | 2024 



 

 
 

 

2 | Holiday Payroll Planning: A Comprehensive Guide for a Smooth Christmas Break                                                Public 

 
As December approaches, payroll teams across Australia face unique challenges that require careful 
planning and attention to detail. The festive season brings a complex mix of public holidays, leave 
requests, and potential office closures, all of which can impact payroll operations. It is crucial to 
ensure all employees are paid accurately and on time, while meeting compliance obligations, even 
when normal routines are disrupted. This comprehensive guide will help you navigate the busy 
holiday season and keep your payroll running efficiently. Let us explore the key areas that need 
attention and provide practical strategies for each.  
 
Planning for the Christmas Pay Run 
 
The lead-up to Christmas is often hectic for payroll teams. With public holidays, shorter working 
weeks, and early office closures, it is essential to plan ahead to avoid any disruptions to your regular 
payroll schedule.  
 
Here are some key steps to consider:  
 
• Confirm pay dates and adjust for public holidays: Review your usual pay run schedule 

against the holiday calendar. Remember that Christmas Day, Boxing Day, and New Year's Day 
are public holidays that may affect processing times.  
 

• Utilise automation features in your payroll software: Take advantage of features like pre-
scheduled pay runs, automated leave approvals, and reminders for critical deadlines. Great 
systems will even offer staff holiday planners so managers can immediately see who is and is 
not taking leave. These can be invaluable during periods when staff availability might be limited.  

 
• Verify public holiday pay rates are correctly applied: Ensure your system is set up to apply 

the correct rates for employees working on public holidays. This often involves higher rates of 
pay as stipulated by awards or enterprise agreements.  

 
• Plan for early processing: Some banks may have limited processing hours during the holidays. 

Consider running payroll a few days earlier than usual to ensure employees receive their pay 
without delays.  

 
• Conduct a test run: Before the holiday period begins, run a test pay cycle to catch any potential 

issues with holiday rates or leave calculations.  
 
By addressing these points early, you can significantly reduce the risk of payroll errors during the 
festive season.  
 
Managing Leave Requests and Roster Changes  
 
The Christmas season typically sees an influx of leave requests, as employees look forward to 
spending time with family or taking a well-deserved break. Effective management of leave and 
rosters is crucial to maintain smooth operations and ensure fair treatment of all staff.  
 
Key actions to consider include:  
 
• Reviewing and reconciling leave balances: Before the leave request rush begins, take time 

to review all employee leave balances. Ensure they are up to date and accurately reflect any 
leave taken or accrued throughout the year.  
 

• Adjusting rosters to ensure adequate coverage: If your business operates during the holiday 
season, balance employee leave with operational needs. Use your scheduling tools to plan 
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rosters that ensure you have the right people in the right places, especially in industries that 
require minimum staffing levels.  
 

• Processing leave approvals well in advance: Set a deadline for leave requests and ensure all 
are processed and approved well before the holiday break begins. This gives everyone peace of 
mind and avoids last-minute scrambles.  
 

• Communicating clearly with employees: Make sure all staff are aware of the leave request 
process, deadlines, and when they can expect to receive confirmation of their leave approval.  

 
• Planning for unexpected absences: Despite best efforts, there may be last-minute changes 

due to illness or emergencies. Have a contingency plan in place to handle these situations 
without disrupting payroll processes.  

 
Clear communication about leave request deadlines and approvals helps avoid last-minute 
confusion and ensures fair treatment of all employees.  
 

Ensuring Compliance with Holiday Pay   
 
Compliance with holiday pay regulations is a critical responsibility for payroll teams during the festive 
season. Mistakes in this area can lead to costly penalties and unhappy employees.  
 
Important considerations include:  

 
• Comply with Shutdown laws: Recent changes to Australia's leave laws regarding company 

shutdowns have clarified the rules around employee entitlements. Effective from May 1, 2023, 
these amendments affect 78 modern awards and aim to standardise how temporary shutdowns 
are managed. Employers can no longer unilaterally direct employees to take unpaid leave during 
shutdowns if they lack sufficient accrued leave. Instead, any unpaid leave must be mutually 
agreed upon and documented.   
 
Employers can require employees to use paid annual leave during shutdowns, provided the 
direction is reasonable and given with at least 28 days' notice. If employees do not have enough 
leave, they can negotiate alternatives like taking annual leave in advance or using accrued time 
off. These changes ensure that employee rights are protected and that any arrangements during 
shutdowns are consensual and transparent. Employers and employees should be aware of these 
rules to ensure compliance and fair treatment.  
 

• Verify public holiday pay rates are correctly applied: Double-check that your payroll system 
is configured to apply the correct rates for employees working on public holidays. This may vary 
depending on the applicable award or enterprise agreement.  

 
• Ensure leave loading is calculated where applicable: Some employees are entitled to leave 

loading on top of their usual leave pay. Make sure your system correctly applies this where 
necessary.  

 
• Process end-of-year bonuses correctly: If your business offers end-of-year bonuses, ensure 

they are processed in line with payroll deadlines. Calculate and apply the correct tax deductions, 
and make sure they are reported accurately in each employee's earnings.  

 
• Account for any salary sacrificing arrangements: The holiday period might affect regular 

salary sacrificing arrangements. Ensure these are correctly handled in the final pay runs of the 
year.  
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• Check overtime calculations: With potential changes to regular working hours during the 
festive season, pay extra attention to overtime calculations to ensure they are correct.  

 
Holiday Payroll Checklist  
 
To keep everything on track, use this comprehensive checklist:  

Task Done 

Align pay dates with public holidays and office closures   

Automate payroll processes where possible   

Review and reconcile employee leave balances   

Process leave requests and approvals early   

Adjust rosters for holiday staffing needs   

Verify public holiday pay rates are correctly configured   

Apply leave loading where necessary   

Calculate and process end-of-year bonuses, including tax implications   

Communicate key deadlines to employees, including payroll cutoffs and 
leave request deadlines  

 

Ensure all relevant staff have access to necessary payroll systems 
during the break  

 

Prepare for potential last-minute changes or emergencies  

Double-check all calculations before finalising holiday period payrolls   

Set up a system for addressing any payroll queries during the office 
closure period  

 

 

Conclusion   
 
While December brings celebrations and a festive atmosphere, it also requires increased vigilance 
from payroll professionals. Planning ahead and leveraging automation tools can ensure smooth 
payroll operations throughout the holiday season. By addressing these details early and thoroughly, 
you can minimise stress and ensure your employees are paid correctly and on time, while 
maintaining compliance with Australian payroll regulations.  
 
Remember, the key to a successful holiday payroll period lies in preparation, clear communication, 
and attention to detail. By following this guide and using the provided checklist, you will be well-
equipped to handle the unique challenges of the festive season.  
 
A proactive approach allows you to enjoy the holiday break with confidence in your payroll 
processes, knowing that everything is running smoothly even if you are away from the office.  
Best wishes for a joyous holiday season and smooth payroll operations. May your calculations be 
accurate, your systems reliable, and your employees satisfied with their timely and correct pay!  
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About Frontier Software 
 
Frontier Software is a leading software and services organisation specialising in digital 
transformation for payroll and HR solutions. With over 40 years of industry experience, our 
comprehensive solutions are trusted by businesses across the globe. Our expert team is dedicated 
to helping organisations streamline their payroll and HR processes, ensuring compliance, accuracy, 
and efficiency. Looking to enhance your payroll and HR processes? We can help you optimise your 
existing Frontier Software solution or create a completely new system tailored to your business 
needs. 
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