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The success of a not-for-profit depends 
on public support and confidence.  They 
rely on a mix of skills at the board level 
to provide appropriate strategic 
direction to the organisation.  
Undoubtedly you will be able to make a 
contribution to a board.  But is every 
board position appropriate for you?  
Below are some of the things that we 
believe should be considered before 
accepting a board nomination. 

What is the mission of the organisation? 
First and foremost, the organisation 
should have a clearly defined purpose.  
As a board member, you should feel 
connected to and inspired by that 
purpose.  The purpose should drive you 
to make a contribution to the 
organisation.  Without that connection 
and inspiration, the role will be onerous 
and limit your desire to make a 
contribution. 

What is the organisation’s reputation? 
Perform some due diligence of the 
organisation to gain an understanding 
of their reputation in the community.  
What is the community’s perception of 
the organisation?  Do they pay bills on 
time, how do they treat their staff, how 
do they interact with stakeholders, does 
the organisation achieve its stated 
goals?  These are all questions linked to 
the organisation’s reputation and 
should be considered prior to joining the 
board.  At the end of the day, the 
reputation of the organisation will also 

become a reflection of your reputation 
in the community. 

What is the organisation’s corporate 
governance? 

A good organisation will have clearly 
documented corporate governance 
policies in place.  These should be 
reviewed prior to joining a board to get 
an idea of your role within the 
organisation and who is accountable to 
the board.  Are you comfortable with the 
delegation limits in place? (i.e. the CEO 
is authorised to spend up to $x without 
board approval.  Do you consider it 
appropriate for the organisation?)   

Also consider what reports will be 
provided to the board to monitor the 
organisation’s progress.  Without a 
mechanism for monitoring the 
organisation it will be difficult to 
determine whether the organisation is 
effectively achieving its mission. 

What is the time commitment? 

Serving on a board should be 
considered both an honour and a 
commitment.  Your participation at 
meetings will be key.  Generally 
organisations have a regular meeting 
schedule set for some time in advance 
and you should have these in your 
calendar.   

Make sure that you have the time 
available to not only attend the regular 
meetings but also to properly prepare 
for the meetings. 
 

What are your legal and fiduciary 
responsibilities? 

Serving on a board comes with some 
particular legal and fiduciary 
responsibilities.  These responsibilities 
will be dependent on the type of 
structure of the organisation.  For 
instance, a company structure makes 
the directors personally liable for debts if 
the company trades while insolvent.  Are 
you comfortable with your 
responsibilities and the possible 
consequences? 

Conclusion 
With small amount of foresight, joining 
a board and contributing to the 
community can be a rewarding 
experience.  We wish you all the best 
with your future endeavours. 
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  Annual Leave 

 

s     
OPPORTUNITY 

An issue that we often review as part of 
our audits is the annual leave of 
individual employees.  We review the 
annual leave for two reasons.  Firstly, 
excessive leave balance can become a 
significant liability for the organisation 
resulting in potential cash flow issues.  
Secondly, we believe that employees 
need to take leave regularly to refresh 
their batteries and return to work 
rejuvenated. In managing an 
employee’s annual leave, the following 
issues should be considered: 

Cashing out accrued leave 
Most modern awards allow employees 
to cash out up to 2 weeks annual leave 
in any 12 month period provided that 
the remaining leave is at least 4 weeks.  

Each cashing out must be agreed to in 
writing by both the employer and the 
employee and the employee cannot be 
paid less than what they would have 
normally received. 

Reducing excessive leave 

Under most modern awards an 
employer can direct an employee in 
writing to take a period of leave if the 
balance exceeds 8 weeks (10 weeks for 
shift workers) and if the employer has 
genuinely tried to reach an agreement 
with the employee to reduce the annual 
leave.  Note that the following 
conditions apply to the directed leave: 

 The leave cannot be for less than a 

week. 

 The remaining annual leave cannot be 

less than 6 weeks. 

 Employees can still submit a leave 

request if they would prefer to take 

leave at a different time.  If approved 

and the remaining leave is less than 6 

weeks then the written direction will no 

longer apply. 

  Long Service Leave 

 

s     In contrast to reducing annual leave entitlements, an employer is unable to request an employee to reduce their long service leave 
entitlements.  An employee is also unable to cash in their long service leave entitlements except in the following circumstances: 
 The award, enterprise agreement or certified agreement allows for cashing in; or 

 The employee makes an application to the Queensland Industrial Relations Commission for long service leave.  This 

application can only be made on the grounds of financial hardship or for compassionate reasons. 

   Internal controls for small and medium sized organisations (Part 2) 

 

s     In the previous issue of NFP Hub we 
discussed a number of controls that 
small and medium sized organisations 
should implement.  In this issue we 
provide a number of controls that 
should be implemented for payments 
made by small and medium sized 
organisations. 

Paying money – purchases 
With all organisations, the main risk 
associated with purchases is paying for 
goods or services that have not been 
ordered.   The following procedures can 
be used to minimise this risk: 
 

a. All payments must be supported by 

an invoice. 

b. When an invoice is received, the 

following should be checked: 

i. Is it addressed to the 

organisation? 

ii. Is it for goods or services that 

have been ordered? 

iii. Have the goods or services 

actually been provided? 

c. For payments made by cheque: 

i. The cheque must be signed by 

two authorised signatories; and 

ii. Blank cheques must not be pre-

signed even by one signatory. 

d. For payments made by EFT: 

i. A two-step process should be 

followed with one person 

preparing and submitting the 

payment and another person 

authorising the payment;  

ii. Passwords should be not be 

shared; and 

iii. Tokens (if used) should be 

kept secure and not shared.   

Remember that your financial 
institution considers passwords and 
tokens to be authentication of your 
identity.  Sharing them is similar to 
forging a signature on a cheque. 

e. Invoices should be marked as paid 
once the payment has been made 
to prevent it being paid twice.  

 

Paying money – payroll 
In small to medium organisations it 
tends to be difficult (although not 
impossible) to pay fictitious employees 
as all employees are well known.  
Rather, the risk in payroll for small and 
medium organisations tends to be the 

over payment of casual employees 
(employees tend to tell you pretty quickly 
if they have been under paid.)   The 
following procedures can be used to 
minimise this risk: 
 

a. Payroll reports should be reviewed 

by the person authorising the pay 

run and the following questioned: 

a. Any non-standard or 

excessive hours; and 

b. Any excessive allowances. 

b. A spot check of payroll reports 

against timesheets can be 

conducted to ensure the hours are 

correct. 

Look out for Part 3 in our next edition. 
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 Following on from the previous NFP Hub, 
we’ve come across a few more tips for 
cyber security that may help secure both 
your home and your business against 
cyber threats.   
 

Antivirus software 

Make sure you have good antivirus 
software installed on all your computers 
and your devices.  If antivirus software 
seems too expensive, try using one of the 
more reputable and free antivirus 
programs to help secure your computers 
against a cyber-threat.  Something is 
better than nothing. 
 

Passwords 

Where do we start with passwords? 
 

Firstly, if you are using one of the top 25 
common passwords, consider changing 
it… 
 

Secondly, don’t write them down!  When 
visiting clients we often see passwords 
written on a sticky note and stuck to the 
screen.  Or they have a book in which to 
hold all their passwords.  We all have a lot 
of passwords to remember now but you 
may as well use “password” for everything 
if you are going to write them down… 
(FYI, “password” is number 2 on the list of 
most common passwords behind 
“123456”.) 
 

Thirdly, don’t use a common password 
between different websites and 
applications.  If one website is 
compromised hackers will try the 
passwords they collect on other websites 
to see what works.  

Finally, use the following simple steps to 
create a strong password: 

1) A minimum of 12 characters. 

2) Include numbers, symbols, capital 

letters and lowercase. 

3) Don’t use a dictionary word or a 

combination of dictionary words. 

4) Don’t rely on obvious substitutions 

(e.g. H0use isn’t strong because it’s 

an obvious substitution…) 

If all that seems too hard, try using a 
password manager to generate strong 
passwords and store them in a 
convenient and secure location. 
 

Stranger danger! 

This is something we teach our children 
but we seem to have forgotten it 
ourselves.  In fact, we saw recently an 
example of someone trusting a popup 
advising that their computer was 
insecure and provided a tech support 
phone number to call.  After forking out 
$800 and providing remote access to 
their computer, they ended up with a 
pirated version of McAfee installed on 
the computer.  Hopefully that’s all that 
happened. 

IN THE NEXT EDITION: 
 

 The difference between employees and volunteers and your obligations 
in relation to each 

 Internal controls for small and medium sized organisations (part 3) 

 More cyber tips from the team at EEA 

 

 
LET US HELP 
YOU ACHIEVE 
YOUR GOALS 

 

The message here is simple.  While they 
may sound convincing, if you don’t know 
them, don’t trust them. 
 

Online hygiene 

There are a few simple techniques that 
you can use to improve your online 
hygiene.  Firstly, don’t click on advertising.  
You don’t know where that link is actually 
going to take you.  Secondly, don’t click 
on links in an e-mail as it is quite easy to 
redirect you.  For example, try following 
this link to the ATO website: 
https://www.ato.gov.au/.   
 

Instead of clicking on links in e-mails, type 
the address directly into your web browser.  
Or copy and paste the text directly into the 
web browser.  It may take a touch longer 
but it is a safer habit to adopt.   
 

Backup your data! 

We all say it.  Do we all do it?  Don’t put 
yourself in a situation where you may be 
tempted to hand over cash to unlock a 
ransomware virus.  Having a regular 
backup (that is disconnected from your 
computer) is a more reliable and effective 
method to recover data than attempting 
to pay a hacker. 

 
 

Cyber Security Tips 
 

http://splashdata.com/blog/
http://au.pcmag.com/password-managers-products/4524/guide/the-best-password-managers-of-2017
http://www.evansedwards.com.au/

