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WE CAN HELP YOU >>> 

 Manage your staff 

 Manage your finances 

 Meet your work health & safety 

obligations 

WE PROVIDE >>> 

 Training and Education 

 Good Governance advice 

 Secretariat Services 

 Industry advocacy 

 Guides & Toolkits, plus much more! 

MEMBER RESOURCES >>> 

 Awards & Pay Rates 

 Managing Employees 

 Employment Obligations 

 Position Descriptions 

 Recruitment and Selection 

 Employment Documents 

 Fact Sheets 

 Legislation 

 Workplace Health & Safety 

 Governance 

 

 

Community Management Solutions 

E-News 

2nd Edition, 2015 

IN THIS ISSUE  

This month our office is full of extra helpers as we work 
through financial audits for many of you. Our observations 
over the last couple of years are that audits can be viewed 
one of two ways: 

1. A cumbersome and expensive black art that must be 
undertaken; or 

2. A really useful insight into your current financial 
position and opportunity to see which aspects of 
your operation are going great guns and which might 
need some extra attention. 

Whether you use CMS to do your audit or not, make sure you 
are getting value for money from this process (cheap is not 
always best value). 
Once you have a completed audit you can use the findings 
guide your strategies for the coming year. If you know where 
you stand you know where to place your next step. 

NEWS 

CMS New Committee Toolkit 
Keep eye on your inbox! We have created an 18 week series, 
titled “Committee Update”. Each week we will email you a 
chapter from our Committee Toolkit with the aim of 
supporting you, the elected member of the committee. 
Please let us know what you think of this series and if there 
anything we could assist you and your committee with to 
make your job that little bit easier. 

Australian Early Development Census 
The Australian Early Development Census (AEDC) and 
Transition Forum North Queensland will be held in Townsville 
on 19 March 2015. The forum is a free professional 
development event providing a great opportunity for 
networking between early childhood education and care, 
school, health and community sectors. For more information 
visit our website. 
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CMS are celebrating 40 years 
this year and as part of the 
celebration we take this 
opportunity to thank some of 
our long term members for their 
continued support!  
 
We have a large number of 
members who have been with us 
since our opening in 1974 and 
are still with us today.  
 
We will be in touch personally 
with each of these members to 
thank them for their long term 
association with us as we tour 
the state during the course of 
this year. 
 

 

 

mailto:info@cmsolutions.org.au
http://www.cmsolutions.org.au/
https://www.facebook.com/communitymanagementsolutionscms
http://www.qiec.com.au
http://www.ymcaeducation.com/


COMMUNITY MANAGEMENT SOLUTIONS E-NEWS  ISSUE 2 | FEBRUARY 2015 
 

 

Phone: 07 3852 5177 or 1300 007 110 | Email: info@cmsolutions.org.au | www.cmsolutions.org.au | CMSolutions Facebook 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

UPCOMING EVENTS  

Cloud Accounting Seminar coming to the Gold Coast 
CMS in conjunction with MCJ Consulting invite 
members to come along and find out more about 
their financial responsibilities and also about cloud 
accounting. This seminar will give you an insight and 
the information you need.  
 
 
Roadshow in Mackay 
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.  
 
 
Canteen Seminar at Brisbane North 
The canteen can be the heart of community 
organisation, offering nutrition, the chance to meet 
other parents and a great source of revenue. Make 
sure you tick all these boxes by coming along to this 
special session with Jocelyn Ashcroft of 
Canteens.com.au. She will take you through every 
aspect of canteen management and how to use the 
Guide. $250 gets you a hard copy of the Guide to 
Canteen and Tuckshop Management, plus 
attendance and lunch for a Committee Member and 
your Convenor. 
 
 
Roadshow in Brisbane South 
There’s nothing like sitting down for a chat face to 
face. We would love the opportunity to meet with 
you, to chat through the issues and maybe solve 
some you didn’t know that you had! Schedule your 
appointment with a HR/IR or Finance expert as soon 
as possible. Or just book in a general chat to make 
sure you are doing a good job!  
 
 
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. 

Contact Rebecca White on 07 3852 5177 to register. 

 

 

 

 

 

 

Resolving Workplace 
Disputes 
 

Conducting a reliable workplace 
investigation requires a certain level 
of expertise. It’s not easy! 
 
More and more workplace 
investigations are being subsequently 
examined by courts and tribunals in 
unfair dismissal and adverse action 
cases. 
 
If your investigation process is found 
to be inadequate or unfair, there could 
be serious consequences for you and 
your business. 
 
Thankfully CMS have a team of 
experts here to help. CMS will ensure 
the investigation process is fair, 
comprehensive and defensible in a 
court of law and provide the 
following; 
 
 Effectively plan and scope the 

investigation; 
 Collect, analyse and document 

evidence (including through 
interviews); 

 Make findings of fact in a 
procedurally fair way; 

 Assess whether any proven 
misconduct breaches policies or 
procedures; 

 Provide a comprehensive 
investigation report; and 
manage risks and relationships 
after an investigation. 

 
CMS will ensure every box is ticked. 
 
Call us today on 1300 007 110 to find 
out more! 
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Services you want… 
 

We are always looking at ways to help 
you out. So your homework for this 
month is to notice every time you 
come across something in your role 
where: 

 You are a little bit unsure of 
how to proceed or don’t quite 
know what to do next; 
 

 You have to do something 
AGAIN, that you hate doing, 
that you think it would be far 
better to have someone else to 
be doing for you; 
 

 Tell us what that thing is. We 
might be able to fix that peeve 
point for you! 

And there might just be a prize if any 
of you can make us laugh out loud! 

Community Management Solutions 
understands your business, the 
problems you may face and the rules 
and regulations that impact your 
business. We give guidance and 
support on all these issues! 

 Helping you solve problems 
with managing staff. 

 Assisting you with staff 
contracts and payroll. 

 Providing initial guidance and 
support to new committee 
members who may be unsure 
about their obligations. 

 Providing helpful assistance 
and support with all aspects of 
finance. 

Call the team today, we are ready to 
help you. 

 

 

 

 

 

 

 

 

 

 

3 KEY THINGS YOU NEED TO KNOW ABOUT PAYROLL & 
BOOKKEEPING! 

Over the last couple of years our payroll and bookkeeping 
service has grown and grown. We now have quite a team 
here ready to help you keep the books in order. 

Some clients have come to us because they don’t feel they 
have the skills to take it on, others because the dependable 
parent they always had has moved on. Apart from the nuts 
and bolts of sound accounting practices, there are a few 
things that we have learned that might help you too: 

1. Committees that have engaged CMS to take on their 
payroll and/or bookkeeping report finding it MUCH 
easier to recruit for and retain a Treasurer. Having 
experienced, efficient, in house bookkeepers gives 
Committees peace of mind that their staff are being 
paid accurately and on time and that up to date 
books will be ready for each and every meeting. One 
less burden for a potential Treasurer. 

2. **WARNING** One of the warning signs of fraud is 
incomplete or missing reports for meetings. It may 
be that your bookkeeper or Treasurer is just 
struggling to keep up but either way this is a flag 
that the Committee needs to take action. 

3. If you are looking for a service provider, don’t 
always look just at the hourly rate. The amount of 
hours taken per month by someone inexperienced 
can blow any savings you might make out of the 
water. We know that regardless of the size of an 
organisation, if you are able to provide us with 
timesheets, invoices and receipts in a timely 
manner, we can provide a very cost effective 
service. 

As part of our 40th Anniversary celebrations we have a 
SPECIAL OFFER on this month for any new clients where 
you get your first month up to the value of $250 FREE! Give 
us a call today to find out the various options available. We 
can do as little or as much as you require. 
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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 

 

 

 

 

 

 

 

 

 
 
Cost of staff turnover / Money slipping through your fingers 

A happy staff member is more valuable that you think. We 
know we keep banging on about prevention being better 
than cure, but here’s a case study to help bring it to life. 

Having had difficulties with a number of staff one of our 
larger members had to terminate the employment of 10 
employees in the past 2 years. 

The Australian Human Resources Institute (AHRI) figures 
suggest that the cost of losing and replacing an employee 
will cost on average 75% of that employee’s salary. Based on 
the average wage of $50,000, 10 salaries add up to half a 
million dollars. This means that 75% of that figure 
($375,000) has come off the organisation’s bottom line in 
the last 2 years. 

Scary stuff huh? But your turnover isn’t anywhere near that. 
You only lose 1 person each year (on average). That’s still 
$35,000 which is 3/4 of another person – or an awful lot of 
sausage sizzles! 

So how to avoid this? Good HR practice starts at the very 
beginning. Here are a number of suggestions to check 
through: 

1. Work out the type of person you want in your team 
before you even start recruiting. 

2. Make sure you use good selection criteria and make sure 
any new appointments are a good fit with your 
organisation. 

3. CHECK REFERENCES. We can’t stress this one enough. 
And listen for what the referee is NOT saying as well as 
what they are. If you are not getting a ringing 
endorsement are you sure you want to proceed? 

4. Make sure you give each new employee an appropriate 
induction. They can’t know how you expect them to do 
things unless you tell them. 

5. Proactively manage them during their probation period. 
Are there things they are missing? Have you let them 
know? Did they correct it? 

The good news is that our staff can help you provide 
training and assistance to prevent hard earned money 
slipping through your fingers. And we much prefer keeping 
your employees happy than ending an employment 
relationship that has gone wrong. 
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Does an Employer have a right to request evidence from 
an employee taking Personal Leave? 

When an employee takes personal leave it may not be 
reasonable to request evidence every time they are absent 
due to an illness or injury. However, if the employee is 
repeatedly absent on particular days or absent for an 
extended period, the employer has a right to ask an 
employee to provide evidence for taking the personal leave. 

An employee can ask an employee to supply evidence 
satisfying a reasonable person that the employee is not fit 
for work during the period of leave because of personal 
illness or injury, especially if this is outlined in a policy or 
agreement. 

Modern Awards, organisation policies or enterprise 
agreements may set out when evidence is required, but 
their requirements cannot be unreasonable. For example, it 
may be unreasonable to require the medical certificate for 
all single day absences. 

Common evidence is medical certificate for taking sick 
leave, but if it is not practical due to the employee being 
unable to see a doctor within a short period to provide a 
medical certificate, the employer can ask the employee to 
make a statutory declaration. 

A Statutory Declaration is a written statement declared as a 
true and correct in the presence of an authorised witness. 

If the employer makes a reasonable request for the 
employee to provide a medical certificate or statutory 
declaration, the employee must give this evidence to the 
employer in a reasonable timeframe. This maybe before or 
after the personal leave has started. 

 

 

 
 
 
 
 
 
 
 
FREQUENTLY ASKED 
QUESTIONS??? 
 
Question 1 

Are you able to recover Leave 
Loading should the annual leave be 
reversed and taken as personal 
leave? 

Ultimately yes. Either mutual 
agreement between both parties to 
repay straight away, or advise that the 
leave loading paid (this instance) 
won’t be paid when they take their 
next leave (up until their entitlement 
from the previously paid loading). 

 
Question 2 

Can an employee apply for personal 
leave for things like elective 
surgery? 

Yes. They are unable to work due to an 
illness or injury. 

 
Question 3 

Can carers leave be accessed to care 
for grandchildren whilst their mother 
is giving birth or recovering from the 
birth of another child? 

Yes. Caring for immediate family 
members. 

 

 

 

 

 
 

“A PERSON WHO NEVER MADE A MISTAKE NEVER TRIED ANYTHING NEW” 
Albert Einstein  
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