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Welcome to May’s CMS newsletter.  For most of us the cold has set in, there are 
shorter days and longer sniffles.  But mid-year is also a good time to take stock of 
where you are against your business goals for this year.  Are you on track?  Need to 
change tactics or even direction?  Or just step up the pace? 
 
Make sure you set a clear path for your staff to follow to help you meet your goals.  If 
you need to take on extra staff we can help you out with job descriptions and 
reference checking.  If you need to focus on the business plan and let someone else 
keep track of the accounts, we can help with that too.   
 
We’ve got specials on Work Health and Safety Audits, and your 6th month FREE for 
Bookkeeping and Payroll services if you sign up by the end of June, so give us a 
call.  And if you want more detail or a follow-up from any of our seminars, let us 
know.  The Guide to Managing your Tuckshop is something you won’t believe you 
managed without, and Elle’s tips on managing conflict in the workplace can help 
boost productivity.  Whatever you need to get you over that mid-year hump, we are 
here to help. 
 

NEWS 
 

P&C Associations Ordering Online 
 

The Department of Education and Training has established a Standing Offer 
Arrangement (SOA) for Online Ordering Systems DETSOA-62891 that allows users to 
purchase items. Contracts have now been executed with the following suppliers and 
P&C’s may start ordering with these suppliers: 

 Flexischools 
 Our Online Canteen 
 Official SchoolShopOnline 

 

The SOA is mandatory and P&Cs are only permitted to use the above suppliers. If a 
P&C is using another supplier they should contact Nicole Woods, Principal 
Procurement Advisor (ICT Category), Corporate Procurement Branch, DET on 07 3034 
4719 or nicole.woods@dete.qld.gov.au to work out a transition plan to an SOA 
supplier. 
 
FREE Smart Choices Training Program 
 

A new free online Smart Choices training program is now available to help tuckshop 
convenors and volunteers implement the Queensland Government’s Smart Choices, 
Healthy Food and Drink Supply Strategy for Queensland Schools. 
 

The program is designed to develop skills and confidence in implementing the Smart 
Choices strategy and may be used as an induction for new tuckshop staff and 
volunteers or for existing staff to refresh their existing knowledge. Visit the website 
for further information. 

 

mailto:info@cmsolutions.org.au
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Guide to Canteen &  
Tuckshop Management 
 
Whether you are running a small 
operation staffed by volunteers or 
an enterprise with millions of dollars 
in turnover, this Guide will assist you 
to make sure you have all the right 
systems and processes in place to 
make management not quite so 
daunting. 
 
Crammed with stacks of templates, 
helpful hints and creative ideas, no 
canteen can afford to be without 
this Guide. 
 
This Guide is available to your 
organisation as an annual 
subscription, online, via a secure 
password in your member’s log in 
area on our website for only $175. 
We can also provide a hard copy for 
an extra $25. 
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UPCOMING EVENTS  

Conflict Resolution in Brisbane 
Special guest presenter Elle Ackland will be talking 
through some of the ways that you can prevent 
conflict in the workplace and help you with 
strategies to proactively deal with conflict situations. 
We know many of you find this one challenging so 
come along, learn some new skills and gain greater 
confidence. 
 
Roadshow in Sunshine Coast 
Book now to meet one of our HR/IR experts to 
discuss your staff management issues, or one of our 
Finance team to talk through managing your 
finances. Or both of them to make sure your 
organisation is firing on all cylinders! 

Contact Rebecca White on 07 3852 5177 to register. 

 

Are you safe and sound? 
 
Meeting your Work Health and Safety 
obligations can be daunting, and time 
consuming. But not meeting your 
obligations can be extremely costly – 
personally, emotionally, legally and 
financially. 
 
To help you ensure that your 
workplace is safe and free from 
hazards that could affect those in 
your care and your employees, 
Community Management Solutions 
are offering heavily discounted 
audits to members who book before 
the end of June 2015. 
 
Normally $1,200 we are currently 
offering a site visit and audit for 
ONLY $750 (Plus GST and travel). 
 
Our comprehensive audit covers: 
 Housekeeping and Workplace 

Inspection; 
 Emergency Response Planning; 
 Identifying hazards across all 

areas of your work site; 
 Checking that registers and 

records are compliant; 
 Ensuring that manual tasks are 

being carried out correctly; 
 Identifying hazardous 

substances (e.g. asbestos); 
 Checking electrical safety; 
 Checking infection control 

procedures; 
 Basic food safety. 

 
The onsite audit is followed up with a 
written report, in plain English 
(including photographs) 
documenting areas of concern and 
recommendations to achieve 
compliance and best practice. 
 
CMS strongly recommends that a 
Work Health and Safety Audit be 
undertaken every two years. 
 
Not only will an audit give you peace 
of mind that you are keeping your 
organisation safe, it can identify 
areas where improvements can be 
made to the efficiency and wellbeing 
of your workplace. 
 
Call us to find out more or to book 
your audit today on 1300 007 110. 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
 

Upcoming Events 

CMS ROADSHOWS 

There’s nothing like sitting down for a chat face to face. 
We would love the opportunity to meet with you and have 
a chance to discuss all the issues you are facing-and 
maybe solve some you didn’t know that you had! Schedule 
your appointment as soon as possible so you don’t miss 
out. Call Beck on 07 3852 5177 or email 
rebeccaw@cmsolutions.org.au to secure your spot today. 

 Tuesday 16th June 2015 – Gold Coast 
 Tuesday 28th July 2015 - Cairns 
 Tuesday 25th August 2015 - Townsville 

 

CMS WH&S SEMINAR – TUESDAY 28 JULY 2015 

Providing a safe working environment for staff and for 
those entrusted to our care is a responsibility we all need 
to take seriously. Community Management Solutions 
would like to invite you to this seminar presented by 
industry expert Aldo Raineri on some of the key things 
you need to be aware of to minimise the risk of anything 
happening to you, your staff and those you care for. 
Covering current legislation, practical actions you need to 
take and the consequences of not acting will all be 
covered in this session. 

Time:   10.30am – 1.00pm 

Venue:  Sunshine Coast Function Centre 
Caloundra 

Cost:   $35 CMS Members & $70 Non Members 

Call Beck on 07 3852 5177 or email 
rebeccaw@cmsolutions.org.au to secure your spot today. 
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Conflict in the Workplace 
 
There are some common contributors 
to conflict in the workplace, like: 

 
 Role descriptions within the 

organisation not being clearly 
defined; 

 Personality differences; 
 Gossiping; 
 Different working styles; 
 Religious background; and 
 Personal values. 
 
TIPS 
 When dealing with a workplace 

conflict don’t take sides. Allow 
each person the opportunity to 
debrief and help them find the 
answers for themselves. Avoid 
becoming the rescuer and don’t 
become part of the problem.  

 Invest in an Employer Assistance 
Program to allow staff to debrief 
and get all their issues or problems 
out in the open without disrupting 
the workplace.  Then they can 
return to work and be productive. 

 
There are many barriers to resolving 
conflict in the workplace including 
stubbornness, or an employee being 
ostracised or seeking retribution.  If 
both parties think it is important that 
the issue be resolved your chances of 
success are much higher.  Conversely, 
if trust between parties is gone it 
becomes more likely that the issue 
won’t be resolved. 
 
Regardless of personalities or the 
details of each conflict, it remains 
your obligation as an employer to 
provide a safe work environment for 
all employees.  You have a duty of 
care, must take reasonable 
management action, follow 
procedures and seek natural justice – 
all within reasonable timeframes.   
 
If you would like more information on 
how to manage conflict in your 
workplace contact CMS on 1300 007 
110. 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
Mid-Year Bookkeeping & Payroll Offer 
 
Over the years we’ve learned a fair bit about managing the 
finances of not for profit organisations. We’ve learned that it can 
be really hard to recruit a Treasurer. And once you have one it can 
be really hard to keep them. 
 
Why? The burden of financial responsibility rests with the whole 
Committee but Treasurers often feel that the burden rests 
disproportionately with them. Keeping the books, paying invoices 
and reporting to the committee is a big ask for an unqualified 
volunteer – but not for professionals who do it for organisations 
like yours all day, every day. 
 
Community Management Solutions have been providing 
Accounting services to members for the last eight years. We tailor 
solutions for each member ensuring the right level of support at 
an affordable price. 
 
Our services include: 
 Payroll processing (including PAYG and leave calculations); 
 Superannuation calculations and payments; 
 Bookkeeping (including monthly reports of income and 

expenditure for presentation at Committee Meetings); 
 Preparation and lodgement of ATO returns; 
 End of Year Financial Audits (for those that are not 

Bookkeeping clients); 
 MYOB training for staff. 
 
Sign up to our services before the end of June 2015 for 6 months 
and we’ll give you the 6th month free! 
 
This will give you a chance to compare monthly costs of our 
professional, efficient service rather than trying to compare 
bookkeepers purely on an hourly rate basis. Because we know 
not-for-profits, monthly fees for payroll processing can start 
from as little as $75. 
 
Not only will having CMS take care of your books give you peace 
of mind that your staff are being paid correctly and on time every 
time, chances are your Treasurer will hang around a bit longer… 
 
Call us to find out more about the right level of service for your 
organisation on 1300 007 110. 
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‘Katie Jackett-Simpson with son Lachlan 

from St Finbar’s Primary’ 
 

Find out why more than 
32,000 people are now 
using CareMonkey 
 

Parents love the ease of this 
electronic emergency 
management system and how it 
has removed the time wasting 
and repetitiveness of paper 
forms.   

Beyond these practical benefits, 
CareMonkey will also save crucial 
time in an emergency and make 
these stressful situations easier to 
manage.   
 
This is what school mum, Karlie 
Jackett-Simpson, told us about 
her son Lachlan's accident and 
the role CareMonkey played.   
 
"Because all our medical 
information was up to date, it 
meant that by the time I got to 
hospital I could focus on Lachlan 
rather than getting stressed about 
insurance questions and medical 
details etc.”  Read the whole story 
here.   
 
To find out how CareMonkey can 
help your school, club or childcare 
centre enquire here 

 

 

 

 

 

 

PAYG – It’s called “Pay As You Go” for a Reason! 
 

Everyone loves tax.  It’s fun and exciting and never scary at all.  
No?  Well, scary and boring or not, we have to pay it.  This 
month we have had a number of new Committees find that 
previous Committees have not been making PAYG payments 
as they should. 
 
Committees have an obligation to deduct applicable PAYG in 
relation to their staff’s earnings. These amounts deducted 
need to be paid to the Australian Tax Office (ATO) for every 
employee at least each quarter (or monthly depending on 
your ATO registration).  If you fail to do this you may not only 
risk incurring penalties with the ATO, you will also be running 
up a debt with the ATO as the tax will eventually need to be 
paid by your organisation. 
 
Along with Superannuation payments which need to be 
calculated and paid directly to nominated Super Funds, it is 
the EMPLOYERS responsibility to make sure these tax 
payments are made accurately, regularly and on-time. 
 
If you need assistance with any of these calculations or with 
the processes for making payments to the ATO or 
Superfunds give us a call on 1300 007 110 and have a chat 
to our finance team. 

 

 

WORKING FROM HOME 
WHAT THE EMPLOYER SHOULD DO! 
 

In today’s society telecommunications are getting more advanced 
and employees are requesting more flexible working arrangements 
to balance work and family commitments. 
 
The employer should consider developing a policy to cover all 
aspects for an employee to work from home. The policy and 
procedures should cover: 
 

 A clear definition of what area in the home is considered a 
workplace; 

 The setup of the workplace is the same as a traditional 
workplace and is maintained and managed correctly; 

 Appropriate technology and equipment is available for full 
remote access to work computer network or laptops etc.; 

 Audit and assessment of the employee’s remote workplace 
for health and safety requirements, e.g. equipment safety 
(electrical cords), ergonomics, lighting in the workplace, air 
flow and noise levels; 

 Most important a formal agreement outlining travel, work 
breaks, start and finish times. 

 
The employer needs to carefully assess all issues of legal liability 
that may and can occur around employees work from home. 
 
Contact Community Management Solutions for more information 
on 1300 007 110. 
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Advice from our Finance team 
 
By now you may or not have held your AGM and received your 
audited financial statements. 
 
It is important the Executive take the time to review any of the 
issues or comments raised by your auditor either in the Audit 
Report or in the accompanying management letter. 
 
Rather than taking these comments as criticisms use them as 
opportunities to improve your organisation.  These observations 
are a great tool for strengthening your finance systems while also 
ensuring that your financial reports are accurate and relevant. 
 
Some of the common observations we make in our financial 
audits are: 
 
Expenses aren’t authorised by two members of the Executive – as 
well as being a requirement of the EQ guidelines this is a key 
control in managing the finances of your organisation.  The 
Executive should be aware of what money the organisation is 
spending and why they are spending it.  Fraud will often occur 
when the volunteer committee is not paying attention to which 
invoices are being paid or they are not taking the time to properly 
review the invoice before they authorise the payment.  Having a 
current view of the activities of your organisation will ensure that 
you are always aware of what money needs to be spent and why. 
 
ATO returns are not lodged and paid on time – all organisations 
that are registered for GST and/or have employees will have a 
requirement to lodge a monthly or quarterly return with the 
ATO.  These lodgement dates are prescribed by the ATO and they 
will issue fines if the deadlines are not met.  Good record keeping 
will ensure that your organisation can very quickly identify how 
much GST is due to be paid or refunded and how much PAYG is 
owed to the ATO.  The ATO website has a schedule of the 
lodgement dates for both Instalment Activity Statements (IAS) 
and Business Activity Statements (BAS). 
 
Superannuation is not paid on time – all organisations that 
employ staff need to ensure that the super guarantee amounts 
are calculated and paid to the employee’s fund by the 28th of the 
following month if you remit monthly or the 28th of the month 
following the end of the quarter if you normally remit 
quarterly.  Late payments to super funds will incur fines and 
interest charges. 
 
Financial statements do not accurately reflect the financial 
position of the organisation – it is surprisingly easy to make a 
mess of financial records.  We frequently see balance sheets that 
bear no resemblance to reality.  Good quality bookkeeping is 
essential to good quality financial record keeping.  It is also really 
important that someone on the executive understand what the 
financial statements mean.  The financial records can provide a 
wealth of information about your organisation – but only if they 
are accurate. 
 
If you have any questions about your financial audit reports or you 
would like to know more about our audit, payroll or bookkeeping 
services please feel free to contact us for more information. 

 
 

 
 
 
 
 
 
 
 

 
FREUENTLY ASKED QUESTIONS??? 
 

Q.  Do we have to have timesheets 
for our employees? 

 
A. Yes. You need to keep timesheets 

for a number of reasons including 
work health and safety, payroll 
requirements and possibly for 
your insurance. It is a requirement 
of all employers that time and 
wage records be readily accessible 
to inspectors, legible and in 
English. For further information on 
time and wages records you can 
consult your relevant legislation or 
contact Community Management 
Solutions. 

 

Q. Do I have to pay super for workers 
under 18? 

A. You do not have to pay an 
employee who is under 18 unless 
they are working 30 or more hours 
per week.  
 
For further information on which 
employees qualify for super you 
can access information from the 
ATO website or contact 
Community Management 
Solutions. 

 

 

 

 

 

Life is a story.  
Make yours a best seller!  
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