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Welcome to July’s CMS newsletter. 
 

July has been a very sad month for all at CMS as we had to say goodbye to our 
long serving Executive Officer, Mr Charles Hardy as he has moved on to 
greener pastures.  
 

We have all been busy here at CMS, we spent some time in Cairns visiting some 
of our long serving members as part of our 40th Anniversary Roadshow, which 
has been a huge success and have been kept on our toes with our WH&S 
Audits. 
 

Happy Reading! 
 

NEWS 
 

Farewell to Charles Hardy, CMS Executive Officer 
 

The Board would like to thank Charles Hardy for his contribution over the past 
10 years in building CMS to where it is now. CMS is a different place now to 
when Charles first joined and we appreciate the effort he has put in over that 
time. Charles has completed his Master’s degree in Safety Science and is 
looking to furthering his career in academia and consulting. We wish him well 
in his future career. 
 

Brisbane Ekka Show Day, 12 August 2015 
 

CMS will be closed on Wednesday, 12 August 2015 due to the Brisbane 
Exhibition Show Day. 
 

Early Childhood Education and Care Services Census 
 

Services are encouraged to take part in this year’s Early Childhood Education 
and Care Services Census from 3-21 August 2015. 
http://deta.qld.gov.au/earlychildhood/news/sector-reports/services-
census.html 
 

5000 Charities set to receive ‘Red Mark’  
 

Charities that are more than six months overdue with their reporting will now 
have a ‘red mark’ on their profile in the Charity Register. This mark will act as 
an indicator for the public that the charity has not met its legal reporting 
obligations to the ACNC, which may affect public donations and decisions to 
volunteer. http://www.acnc.gov.au/ACNC/Comms/Med_R/MR_133.aspx  
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Cairns Roadshow 
 

On the 28th July 2015 Michele 
Lark, our Audit and Accounting 
Manager and Susan Cislowski, 
one of our Employment Relation 
Advisors visited some of our 
members in Cairns. 
 
During their visit members had 
the opportunity to raise any 
issues they needed advice on. 
Some of these issues included: 

 Payroll requirements; 
 Employment policies 

and procedures, and; 
 Employee concerns. 

 
Michele and Susan also 
presented two long serving 
members with certificates 
recognising their contribution 
to CMS as part of our 40th 
Anniversary celebrations. We 
thank the following members 
for their continued support: 

 Whitfield Community 
Kindergarten 
Association Inc; 

 Cairns Community Child 
Care Association Inc. 

 
Unfortunately we were not able 
to meet with all our long serving 
members in the Cairns area. 
However certificates will be 
posted out to these members. 
 
We always love the opportunity 
to meet with members and chat 
through all the issues you are 
facing and maybe solve some 
you didn’t know that you had. 

 

 
 
 
 
 
 
 
CMS PAYROLL CLIENTS 
 

Recently all CMS bookkeeping clients were sent a Superannuation 
Standard Choice Form. Could you please complete this form and 
send back to our Finance Department as soon as possible.  
Thank you. 
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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. 

 

Mark Key Events In Calendar 
 

3-9 August 2015 
Homelessness Prevention Week 
Homelessness Prevention Week 
highlights the needs of the 100,000 
plus Australians who are homeless 
on any given night. 
http://www.homelessnessaustralia.o
rg.au/index.php/events/hpw/hpw-
2015  
 
7 August 2015 
Jeans for Genes Day 
Jeans for Genes Day is the major 
fundraising event for the Children’s 
Medical Research Institute, which is 
on a mission to reduce the number 
of children born with genetic 
illnesses. 
https://www.jeansforgenes.org.au/  
 
4 August 2015 
National Aboriginal and Torres Strait 
Islander Children’s Day 
Celebrate Aboriginal and Torres 
Strait Islander culture and raise 
awareness of the issues affecting 
Indigenous children. 
www.aboriginalchildrensday.com.au  
 
9 August 2015 
International Day of the Worlds 
Indigenous People 
Recognising the achievements and 
contributions that indigenous people 
make to improve world issues. 
www.timeanddate.com/holidays/un/
international-day-indigenous-
people  
 
17 August 2015 
Cupcake Day 
Cupcake Day is the biggest bake off 
in the Southern Hemisphere. 
Cupcake cooks around Australia bake 
cupcakes and host a cupcake party 
to raise funds for the RSPCA. 
http://www.rspcacupcakeday.com.a
u/  
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
 

Upcoming Events 
 
CMS ROADSHOWS FOR AUGUST 
 
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 25th August 2015 – Townsville 
 Tuesday, 15th September 2015 – Brisbane North 

 
SEMINAR 
How to get the best out of your Canteen or Tuckshop 
 
We are bringing back last year’s most popular seminar. 
Presented by Jocelyn Ashcroft, this informative seminar is 
designed to assist your canteen or tuckshop improve its 
long term viability, run more efficiently and most 
importantly ensure and improve profit. 
 
This seminar will share proven and successful methods to: 

 Develop excellent management skills; 
 Recruit and retain volunteers; 
 Prevent fraud and theft; 
 Correctly price your products; 
 Manage your menu; 
 Communicate with and report to the Committee. 

 
Time:   10.30am – 2.00pm 
Date:  25 August 2015 
Venue:  Burke & Wills Hotel, 554 Ruthven Street, 

Toowoomba   
Cost:   $30 CMS Members & $60 Non Members 
 
Call Beck on 07 3852 5177 or email 
rebeccaw@cmsolutions.org.au to secure your spot today. 
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Workplace Mental Health 
 
Employee’s mental health is one of the most significant workplace issues, with the Australian Human 
Rights Commission quoting that “around 45% of Australians aged between 16 and 85 will experience 
a mental illness at some point in their life” and “research indicates that job stress and other work related 
psychological hazards are emerging as the leading contributors to the burden on occupational disease 
and injury”. This means that we need to take an active interest in the Mental Health of our employees, 
and not just to save on business costs but also to satisfy your Duty of Care requirements.  
 
Creating a mentally healthy workplace requires a continuous effort, by both management and 
employees, to identify potential risk factors and minimise or eliminate those risks. We would love to 
hear your stories of how you are creating a mentally healthy workplace, and to get you started. Here 
are some simple ideas: encourage everyone to speak openly about mental health, support employees 
suffering from mental illness, educate your employees on mental health and/or have workplace 
policies designed to assist employees who may suffer from mental illness. 
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Tips for Successful Grant Writing 
 
Grant writing takes good organisational skills, better than average writing ability, and a flair for storytelling. 
Seeking funding by writing grants can seem daunting at first. It is always best to have a fundraising team rather 
than just one person.  
 
 For each project you will need to determine 

 what it is you are seeking funding for 
 why you need/want it-goals/objective 
 who will benefit 
 how much will it cost 

 
You can then begin to look for grants that suit your project. Look for funding sources whose philosophy and focus 
are consistent with your project's goals and objectives. A good place to start is your local council. They have 
community grants of all different types. Council will have a grants team who will be more than happy to help you 
determine if your project is eligible for their grants and they will also know of other funding in the area. They may 
even offer free grant writing courses. Check with your parent base and see if any of their employers have grants 
available. Many corporations have funding that you can apply for if you have their staff as volunteers. The 
gambling funding is another good source and has opportunities state wide. 
http://www.olgr.qld.gov.au/grants/index.shtml 
 
Each grant application will come with its own set of guidelines. Reading and following the guidelines is one of 
the key aspects of successful grant writing. Your application will need to match their objectives. The better the 
fit, the more chance you have. Most will allow you to ring and talk to the team to see if your project fits their 
requirements. 
 
You will need to gather documents from your management committee prior to completing the application which 
may include – Contact details, ABN, Certificate of incorporation, Audited financial reports, etc. 
 
You will be required to describe your organisation. This is often on a limited word count. So it needs to be concise. 
Assume they know nothing of your organisation and don’t use acronyms without first using the full wording.  
 
Have a clear plan for your project. Know what you want to accomplish and the steps you will take to do it. 
Try to have a hook - something different that will make your application stand out from the many submissions. 
 
Include statistics. Prove your points. Give facts to back up your claims. 
 
Make sure your goals are measurable and realistic. 
 

Ensure the timeline of the grant matches the grantor's funding cycle. If that's unknown, it's better to use phase 1 
and phase 2 or month 1, 2, 3, etc. than specific dates. 
 

Don't pad the budget. Most assessors know the costs of the equipment and other needs. If you inflate costs, you 
probably will not be funded. 
 

Judging of applications is often split up so one person may look at one response and someone else another.  Be 
short but concise with your answers. Funding is very competitive and the first thing they all do is check that all the 
mandatory requirements have been met. In most cases not supplying mandatory information means an 
immediate rejection. It is very rare for them to contact you and prompt you for missing documents. It is well worth 
getting someone else to check the full application including attachments before you send it off.  
 

Assessors will pay particular attention to 
 The scope of the project 
 The soundness of the planning and methodology 
 The capacity of the organisation to provide the necessary infrastructure 

 
Remember, once you are awarded the grant, someone has to implement it and make sure everything you said 
would be done is done in a timely manner, and that the money is spent properly.  
 
Celebrate your success and learn from the failures. 
 
If you need a hand writing your grant. Canteens.com.au offers a grant writing service for CMS Members at a 
discounted rate. Email enquiries@canteens.com.au  
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Financial Record Keeping 
 
Did you know that keeping good financial records is essential to a well-run organisation? 
 
Financial records include things such as bank statements, suppler invoices, deposit slips, payroll records, 
customer invoices, order books and receipt books. 
 
Financial records also include any electronic accounting systems, spreadsheets or other electronic documents. 
 
Your accounting software and other electronic documents and work papers should be backed up at the end of 
each days processing and ideally the backups stored in a separate secure location or a fireproof safe. 
 
Passwords to all computers and software should be noted down and secured in the safe. 
 
Ideally all paper financial records should be filed as they are dealt with and at least at the end of each month. 
 
We would suggest the following as a minimum: 
 

 A folder for each bank account containing copies of the bank reconciliation and original bank 
statement for each month, filed in month order. 

 
 A folder for supplier invoices arranged by month and in alphabetical order within each month, noting 

the date the invoice was entered and paid. 
 

 A folder for customer invoices and other revenue documents (e.g. cash count sheets, grant paperwork) 
arranged by month and in alphabetical order within each month. 

 
 A folder for all IAS/BAS returns and work papers filed by month or quarter and including all 

correspondence from and to the ATO. 
 

 A folder for payroll records arranged by month and with a copy of the payment authority attached to 
each pay.  This should include all superannuation reports and payment details. 

 
 A register should be maintained of all receipt books and order books noting the sequential numbers of 

the books and when they were issued for use.  These books should all be securely stored when not in 
use and only one should be in use at a time. 

 
 A register should be maintained of all cheque books noting the sequential numbers of the books and 

when they were issued for use.  These books should all be securely stored when not in use and only one 
should be in use at a time. 

 
 A folder for all finance related correspondence file alphabetically. 

 
Good record keeping makes the financial system of any organisation more robust and more transparent and 
allows management easy access to the financial results. 
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Are you getting into the ‘swing’ of things?  
 

August is Golf Appreciation month. So as we practice our swing on the fairway 
let’s keep the ball rolling in your Association.  
 

Your employees have now had the opportunity to settle into the second half 
of the year and you are hopefully reaping the rewards of all the changes that 
you have implemented this year. 
 

Change however can be a difficult time, for employees and for those 
managing the workplace. Here are some useful tips to managing change and 
what to do when your employees are not willing to change. 
 

Change Management Tips 
 

1. Compelling vision/reason - Understand why you need to change, why 
you want to change and what the benefits of the change will be. This will 
assist you to convince others (including employees) that the change will 
be beneficial to all.  
 

2. Communication - Communication is a key to change success. To give 
your employees peace of mind and reduce negative reactions you should 
ensure clear communication. Clear communication needs to be provided 
from the get-go and be continuous to reduce anxiety of the unknown. 
 

3. Employee Participation - Most employees will fear change but they will 
also be less likely to resist their own ideas. Employee participation during 
a change can be a valuable tool to gain support for your change. 
Continuous employee participation outside the change can also 
encourage new ideas and an organisation culture more willing to change. 
 

4. Show compassion for your employees - As mentioned above your 
employees may fear change, particularly if there is the possibility of 
restructure or redundancy. By showing genuine compassion towards your 
employees you can help ease their fears and support their emotions 
during the change. 

 
Employees refusing to implement change 
 
As always you can tick every box but still have negative reactions. So how do 
you deal with these reactions? 
 
When you are dealing with major workplace changes (changes to contracts, 
redundancies, operating hours, etc.) there are specific Award requirements 
to follow and we recommend that you seek advice from CMS before the 
change.  
 
When you are dealing with other workplace changes (procedures, menu, 
tasks within the employees knowledge skills and abilities, etc.) you may need 
to manage adverse behaviours. In such circumstances you can consider the 
following: 
 
1. Try to understand the reaction. Was there miscommunication? Does the 

employee understand that they need to follow reasonable and lawful 
directions? Does the employee need training to be able to complete the 
necessary changes? 
 

2. Clear up any misunderstandings. This could include showing an 
employee how to complete a task, reminding the employee that they 
must follow reasonable and lawful directions, or giving the employee a 
reasonable deadline to complete any tasks necessary for the change. 
 

3. If the employee continually disobeys management or wilfully sabotages 
the reputation of the business, then you may need to consider formal 
disciplinary action.  
 

Thank you for reading and enjoy golf appreciation month. Also please 
remember the team at CMS are always willing to help you reach your 
Employer ‘A game’. 
 

 
 

FREUENTLY ASKED QUESTIONS??? 
 

Q.  What is workplace bullying? 
 

A. Workplace Bullying is a repeated 
pattern of unreasonable 
behaviour that creates a risk to 
health and safety. Examples of 
unreasonable behaviour includes: 
 Abusive, insulting or 

offensive language or 
comments; 

 Unjustified criticism or 
complaints; 

 Deliberately excluding 
someone form workplace 
activities; 

 Withholding information 
that is vital for effective 
work performance; 

 Setting unreasonable 
timelines or constantly 
changing deadlines; 

 Setting tasks that are 
unreasonably below or 
beyond a person’s skill level; 

 Denying access to 
information, supervision, 
consultation or resources to 
the detriment of the worker; 

 Spreading misinformation or 
malicious rumours; 

 Changing work arrangement 
such as rosters and leave to 
deliberately inconvenience a 
particular worker or workers. 

 

Reasonable management action, 
such as performance 
management is not workplace 
bullying. 
 

Here at CMS we constantly hear 
examples of employees speaking 
poorly to their employer or 
colleagues. As the employer you 
have a duty to ensure the health 
and safety of all employees and 
certainly do not have to put up 
with belittling or threatening 
behaviour. 
 

CMS can provide the following 
services to assist with Workplace 
Bullying: 
 Workplace Bullying and 

Harassment Training. This 
training will help meet your 
duty to ensure a safe 
workplace; 

 Workplace Bullying 
Investigations; and 

 As always your free phone 
advice. 
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