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The “Financial Management for 
Volunteers” seminar was highly successful, 
and while all of our seminars are scheduled 
to be held in Brisbane we would love to put 
them on in other regions as well if there are 
enough people interested. Let us know which 
seminars you would like to see in your region 
(we can cover a few in one day), how many 
attendees you can get together (tell your 
friends), and we will try to set some dates 
further afield.  

Look out for these Seminars! 

Staff Management Seminar 
Date: October 2014 
The key things you need to know about 
managing staff. 

Work Health & Safety Seminar 
Date: November 2014 
Do you know what work health & safety 
legislation covers? Find out how to put best-
practices in place in your organization. 

We can also offer special sessions for your 
organisation on the key topics you want 
covered. Call us on 07 3852 5177 for a quote 
on a training session on anything from 
Bullying and Harassment to Governance or 
Bookkeeping. Whatever your Committee or 
Staff need to know more about, we can 
deliver it. 

 

 

Congratulations! 
 

Now this is the kind of article we love to write! 
We have been delighted that so many of you 
have renewed your membership with us so 
promptly this year and it gives us great 
pleasure to announce that five of you have $50 
Officeworks vouchers coming your way as a 
result. 
 
Prizes go to: 
 
1. Tamborine Mountain Kindergarten 
2. Maryborough Child Care Centre 
3. Mackay North State High School P&C 

Association 
4. Aboriginal & Torres Strait Islander 

Women’s Legal Service NQ 
5. Tara & District Family Support Committee 

Inc 
 
2015 is our 40th Anniversary year so we expect 
that there might be a few more competitions 

and giveaways throughout the year. Make 
sure we have your up to date contact 
details or like us on Facebook to make sure 

you don’t miss out. 
 
 
 

 

Guidance | Advice | Support 

For further information please visit our 
website www.cmsolutions.org.au  

 

Visit our website today to register for 
our July Seminar. Don’t miss out! Read 
More 

 

National Apology Day 
13 February 2015 
 
The 13 February 2015 will mark the 
anniversary of the Apology made to 
Australia’s Indigenous people by former 
Prime Minister, Kevin Rudd on the 13 
February 2008. Apologising for past laws, 
policies and practices that have impacted 
on Australia’s First Nations People, 
particularly members of the Stolen 
Generations. To see how your 
organisation can become involved visit 
the website. 
http://www.nsdc.org.au/events-info/national-
sorry-day/national-sorry-day  
 
 
 

Funding Cuts Close Disability 
Organisations 
 
Peak disability support organisations 
have been forced to either close their 
doors or reduce services and retrench 
staff thanks to Federal Government 
funding cuts. Read the Full Article 
published on the Pro Bono Australia 
website. 
http://www.probonoaustralia.com.au/news/2

015/01/funding-cuts-closes-disability-orgs  
And call us if you are facing difficulties. 

 
 
 
 

 

In this Issue 
 

Welcome back! 
 

Did you have a great break?  Are you all 
fired up and ready to make 2015 a cracker 
of a year?  What are you going to do 
differently this year?  Stop doing 
something that hasn’t been working for 
you, or start doing something new?  
Sometimes little changes add up to big 
ones.   
 

Whatever it is you have in mind for this 
year, make sure that if you are leading your 
organisation, all your staff and volunteers 
share your objectives. This can be achieved 
by raising matters at staff meetings, etc. 
 

Want to make a profit in your Tuckshop 
this year?  Let your staff know!  Give them 
a clear target and an incentive to get there. 
 

Want to reduce your staff turnover?  
Maybe introduce exit interviews to find out 
if there is a common theme that you can 
do something to fix. 
 

Whatever it is, CMS are here to help.  Our 
objective is to assist more of you than ever 
to manage your organisations effectively… 
and to have the best 40th birthday party 
ever so stay tuned… 
 

http://www.cmsolutions.org.au/
http://www.cmsolutions.org.au/events/pc-associations-seminar
http://www.cmsolutions.org.au/events/pc-associations-seminar
http://www.nsdc.org.au/events-info/national-sorry-day/national-sorry-day
http://www.nsdc.org.au/events-info/national-sorry-day/national-sorry-day
http://www.probonoaustralia.com.au/news/2015/01/funding-cuts-closes-disability-orgs
http://www.probonoaustralia.com.au/news/2015/01/funding-cuts-closes-disability-orgs
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FOR MORE INFORMATION 

If you have any questions or seek 
further assistance in relation to any of 
the articles in this edition please 
contact one of our friendly team today 
on 07 3852 5177 or 1300 007 110. 

Guidance | Advice | Support 

Is there a requirement to report 
Band-Aid injuries? 
 

If an employee gets a minor cut and it can be fixed with 
a Band-Aid, does this have to be recorded for Work 
Health and Safety? 
 

It is not plainly mentioned in relevant WHS Act or 
Legislation or in the Workplace Injuries and Disease 
Recording Standard – AS 1885.1-1990 – which sets out 
good practice with regard to injury recording. The 
relevant workers compensation legislation and the 
standard does imply that even minor cuts should be 
recorded. 
 

The standard recommends that all occurrences should 
be recorded, including ‘no lost-time’ workplace injuries 
and diseases, which would mean, those for which first 
aid and/or medical treatment was administered. So if a 
Band-Aid was applied it would be considered to be 
providing first aid, so the standard recommendation 
would be to record such injuries in an injuries/accident 
book kept on site. 
 

The recording of minor injuries may help you to 
determine if these are regular occurrences and put in 
procedures to stop them from continuing.  Even minor 
cuts can become infected especially in environments 
that may include exposure to certain chemicals, body 
fluids etc. 
 

Recording injuries is different to reporting injuries.  
Reporting injuries or notification to Work Cover/ Work 
Safe is only required in the case of ‘notifiable incidents’.  
These are an injury resulting in death or serious injury, 
or a dangerous incident such as uncontrolled spills leaks 
or explosion. 
 

Workers Compensation legislation contains relevant 
legislation requirements, for example in New South 
Wales workers compensation legislation requires 
employers to keep a register of any injuries that occur 
in the workplace. 
 

The register records any injuries that an employee may 
suffer, even if it does not result in a workers 
compensation claim. This means even minor injuries are 
not excluded from recording them. 
 

An injury register can be designed by an employer to 
suit, but it must contain the following.  

 name of injured employee; 

 employee’s address; 

 employee’s age at the time of injury; 

 employee’s position at time of injury; 

 industry the employee was engaged in at the 
time of injury; 

 time and date of injury; 

 nature of injury; and 

 cause of injury 
 
Minor cuts technically do not need to be recorded 
unless your organisation requires those incidents to be 
reported, but we think it is good practice. 

 

New Tobacco Laws in 2015 

From 1 January 2015, the following tobacco laws apply. 

 Electronic cigarettes cannot be used in existing non-smoking indoor and 
outdoor areas, sold to children under 18 years of age, or advertised, 
promoted or displayed at retail outlets. 

 No smoking at public and private hospitals and health facilities, and for 5 
metres beyond their boundaries. 

 No smoking at state and non-state schools, and for 5 metres beyond their 
boundaries. 

Find out more about the tobacco laws in Queensland visit the Queensland Health 
Website.  
http://www.health.qld.gov.au/public-health/topics/atod/tobacco-laws/default.asp  
 
If you would like to implement a smoking policy within your workplace to ensure 
that you comply with these laws, templates are available in the Guide to Managing 
Staff, and the Guide to Workplace Health & Safety. 
 

http://www.qiec.com.au
http://www.health.qld.gov.au/public-health/topics/atod/tobacco-laws/default.asp
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Guidance | Advice | Support 

 

 

 

 

 
We take your 
responsibilities seriously! 
 

Whether you are a volunteer 
Committee Member, or a Board 
Member of a major corporation, you 
have the same responsibility to govern 
your organisation in compliance with a 
range of laws. These range from laws 
covering Incorporated Associations 
through to Tax, Workplace Health and 
Safety and Industrial Relations. 
 
Being a Committee or Board Member is 
a big responsibility, but getting the right 
guidance, advice and support from 
Community Management Solutions 
gives you the reassurance that you are 
doing all you need to. 
 
Our staff are experts in ensuring sound 
governance processes are followed. We 
can assist you in ensuring you have the 
right processes and policies in place to 
protect you and your organisation. 
 
As part of your membership you have 
access to free phone advice on general 
governance, running committee 
meetings and executive roles and 
responsibilities. 
 
We can also help you in the following 
areas at discounted, members-only 
prices: 

 Check your processes to ensure your 
governance is robust, including that 
your organisation’s model rules are 
still relevant and appropriate. 

 Train you in areas you need 
assistance or up-skilling. 

 Assist you with obligations (running 
meetings, reporting, financial 
audits). 

 

Call us today on 1300 007 110 to find out 
more! 

 

What can Employers do to give good support to bereaved 
Employees? 
 
The first thing a good employer should do is recognise that everyone’s experiences and 
needs will be different. It is very important that the employer have a conversation with 
the employee and find out how they are and to find out what form of support will be 
helpful to them. 
 
Some employees like to return to work relatively quickly following a bereavement and 
then there are other employees that need more time and would find it very hard to 
focus if they returned to work too soon. This should be discussed with the employee. 
 
Once an employee returns to work, the employer should check on them at regular 
intervals.  There are many ups and downs for someone who just had a major loss and 
support at the right time makes a huge difference. 
 
There will be some significant anniversaries for the employee in the months and years 
ahead, like birthdays of their loved one or the anniversary of their loss, and at these 
times they may experience some difficulty even though it may appear they have gotten 
over the worst. 
 
There may be some workplace adjustments needed. Some bereaved employees may 
find it hard if some of their work has a strong emotional component and they may want 
to be relieved of these duties for a while.  Others may need a change in their work hours 
or have more flexibility in their work patterns if they have caring responsibilities caused 
by their bereavement. 
 
Employers will need to consult the National Employment Standards / Modern 
Awards to identify the employee’s entitlement to take bereavement leave or as 
always contact one of Community Management Solutions Employment Relations 
Advisors. 

For further information on bereavement leave policies please contact CMS on 1300 
007 110. 

  
Critical Documentation for Your Business! 
 

Community Management Solutions have revamped our Manuals into three Guides that 
will save you both time and money. 
 

These new improved Guides are packed with lots of great new features including real-
time updates and easy to use templates. 

 
The Guides are available to your organisation as an annual subscription online, via a 
secure password so wherever you have internet access, you have our advice.   
 
As legislation changes, we update the Guides so that your information is never out of 
date and because it is available in your members log in area on our website it will never 
be lost or back in the office. 
 
This is guidance you can’t afford to be without so start your subscription today! 
 
Really attached to a hard copy? We can arrange that for you too. 
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Committee Members / Board Members 

All too often we receive calls from Directors, Operations Managers, Coordinators, and 
CEO’s complaining about their Committee or Board Members.  While it may be 
confronting to be criticised, especially if you volunteer your time to oversee an 
organisation, there are some regular themes that emerge.  Here are some tips to ensure 
that you avoid undue criticism, keep things running smoothly, and try to keep your staff 
happy. 

1. If you are the President or the Chair, keep tight control of Committee/Board 

meetings to ensure that members make their points succinctly.  If they start to 

ramble or veer off-topic, remind them that there is an agenda to follow. 

2. Ensure you have an agenda and that you circulate it prior to the meeting, and if 

you are the Chair, make sure you stick to it! 

3. Check that everyone has read the minutes and reports prior to commencing the 

meeting.  Members will quickly learn that they do not want to be the only one 

that hasn’t.  If you have to, call them out on it, or even postpone the meeting to 

a later date when everyone has done their homework.  The inconvenience 

should ensure it doesn’t happen again. 

4. Be clear on whether your Committee has an operational role (i.e. if you have no 

Executive staff), or whether you are there to focus on Governance.  Life is much 

easier if there is clear definition of responsibilities, and you stick to yours. 

5. Check that you are still adding value to the organisation. It is sometimes tempting 

to stay on because you enjoy it, or have got into a comfortable habit, but to quote 

Shane Warne, sometimes “it is better to leave an innings too early, than an 

innings to late”.  Your organisation needs people who really want to make a 

difference. 

6. Consider limiting the tenure of Board members to say two terms of three years. 

At this time half of the Committee / Board leave and the remainder of the 

Committee / Board educate the new comers.  This is particularly important for 

Kindy’s or P&C Committees, as they often have a full Committee turnover at an 

AGM and there has been no transfer of knowledge to new members, severely 

hampering their ability to get up to speed and kick some goals quickly. 

Good Committees will also review their rules every 12 months to see if they still reflect 
the needs of the organisation.  While you might not make any changes, it is important to 
check that you are still operating under a relevant framework. 

Some other items to include for discussion at your next meeting might be: 

 Succession planning.  Do you have a plan?  When are you going to do one? 

 Have a Strategy planning session. Keep it short and to the point.  If you think an 

external facilitator would help, get one in.  It may save you money in the long-

term. 

 Have an annual budget and then ensure that you work to it. 

 Look at the skill mix on your Committee or/ Board.  Shop for the right skill mix 

that will help you to deliver on your strategy and get your organisation where it 

needs to go. 

 Try to keep meetings to a 1 to 2 hour duration.  If meetings go on too long, people 
may become resentful of the time commitment and vote with their feet. 

  
It is a tough job, but if you keep to the guidelines above, hopefully it remains a good one! 

 

 

 

 

 

 

 

 

 

 

 
 

Are you ready for 
your Financial Audit? 

The Financial statements of every 
association must be audited every 
financial year to ensure that their 
books and records are being kept in 
accordance with all relevant legislation 
AND ALSO to ensure that the accounts 
are complete and represent a true and 
fair view of the financial position of the 
association. 

REMEMBER: Audited financial 

statements must be presented at your 
Annual General Meeting. If there is no 
audit report there can be no AGM! 

Comments from CMS audit clients 
from previous years include this from 
a Queensland P&C Association passing 
on feedback they had received 
regarding their audit. 

“He also commented that he was so 
impressed with the audit report 
created by our auditor, that he has 
been showing other Department 
Managers. He wished other auditors 
would produce such a quality 
document.” 

If you wish to appoint CMS for your 
2015 year audit call us today on 1300 
007 110. 

 

mailto:info@cmsolutions.org.au
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Some Facts about Bullying and Harassment 
 

Since the removal of Bullying and Harassment from most Australian WH&S / OH&S Acts and its 
inclusion in the Fair Work Act last year, there has been an expected peak in the number of 
applications to the Fair Work Commission (FWC) by applicants claiming that they are being 
bullied and harassed at work. 

In a recent article published by Workplace Express they cite that since the introduction of 
Bullying and Harassment into the FWC’s jurisdiction there have been some 530 Applications 
for anti-bullying orders.  Arising from the 530 applications for stop bullying orders there has 
been only one order issued. 

Here are some interesting facts emerge from the Workplace Express article:  

 The number of applications increased from 151 in the first full quarter of the anti-

bullying jurisdiction to 192 in the three months to June, but then fell slightly to 189 in 

the most recent period.  

 Between April and June, 13 of the 192 led to decisions by tribunal members, but these 

included the dismissal of two applications because of jurisdictional issues; four 

because bullying behaviour was not proven and seven being thrown out.  

 Some 25 applications were mediated, while 49 applications were withdrawn during 

case management and 48 while proceedings were underway. This indicates that 

applicants could not substantiate their claims. 

 Just over 160 complaints were made by employees, 90 from employers of more than 

100 employees, while 126 related to issues with managers.  

In response to the changes in legislation last year, CMS developed a Toolkit to assist members 

become aware of their responsibilities under the Act.  It is available for purchase from our 
website. 

We have also assisted members to terminate employees who perpetuate bullying and 
harassment and the figures above would suggest that other organisations have taken similar 
action. 

Bullying and Harassment can be very damaging for all involved, hence the greater weight given 
to it by the recent changes in legislation.  If you would like to arrange an annual training session 
for your staff for 2015, please call us on 1300 007 110. 

 

 

 

 

 

 

 

 

Q1:  Are employees who are 
permanent part time or full 
time entitled to accrue annual 
or sick leave during their 
probation period? 

A1:  Part time and full time 
probation period employees 
are entitled to the same 
entitlements to paid annual 
leave and paid sick leave as 
non-probationary employees. 
The employee would need to 
have accrued enough leave to 
be paid for the leave. 

Q2:  Can I direct my employee to 
take Long Service Leave? 

A2:  Yes. If the employee and 
employer cannot agree the 
employer may direct the 
employee to take long service 
leave by giving the employee 
at least 3 months written 
notice of the date. When 
directing an employee to take 
long service leave the leave 
must be for at least 4 weeks. 

 

 

 

Phone: 07 3852 5177 or 1300 007 110 | Fax: 07 3852 5188 | Email: info@cmsolutions.org.au | www.cmsolutions.org.au 

Ambulance officers praise CareMonkey during student emergency 
 

On a recent school excursion a student was knocked unconscious.  Fortunately having 
CareMonkey made the situation much easier to manage.  

"School staff could answer ambulance and hospital staff questions quickly and 
informatively.  This would not have been possible with the old paper based 
system.  

CareMonkey has been a game-changer for me in the office and I cannot speak 
more highly of it."     

Yvette Porter, St Finbars Primary School  

To find out how CareMonkey can help your school, club or childcare centre please enquire 
here today.   

 

mailto:info@cmsolution.org.au
https://www.fwc.gov.au/documents/quarterlyreports/AB-4Q-FYR13-14.docx
https://www.fwc.gov.au/documents/quarterlyreports/AB-1Q-FYR14-15.docx
http://www.cmsolutions.org.au/productdetails/20
mailto:info@cmsolutions.org.au
http://www.caremonkey.com/
http://caremonkey.com/CMS
http://caremonkey.com/CMS
http://www.caremonkey.com
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http://www.ymcaeducation.com/
mailto:info@cmsolutions.org.au

