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2019 RAHS CONFERENCE BUSINESS SESSION  
Sunday 15th September: 9.15am to 10.15am 
 

Topic: Spotlight on project management and budgeting (20 minutes) 
 
Introduction – Samantha Friend, Bathurst District Historical Society /Suzanne Holohan, RAHS 

IS YOUR ORGANISATION READY TO TAKE ON A PROJECT 

Samantha Friend, Bathurst District Historical Society 

Perhaps the first thing you should do is ask ‘why do we want to do this project?’ If it is something like fixing the 
leaking roof or having some brochures printed, then the answer is clear, we do need to do this; but if the project 
is getting in a consultant to give you a report on what you should be planting in the garden beds around your 
museum, than perhaps you should be asking ‘is this strictly necessary and is there a better use for the precious 
funding resources?’ 

Once you have established your project is worth commencing, usually after a wide ranging consultation process 
with your colleagues in your museum and the wider museum community, as well as someone from the funding 
body, your society members and local community, you need to plan, plan, plan. It might sound tedious to plan 
a project right down to who is going to do the morning tea or buy the paperclips, but without a solid, workable, 
sensible plan, your project is doomed to fail, and your funding body will not be pleased with a report that says, 
‘We didn’t get it right because we didn’t plan it properly.’ 

So, let’s look at some basic issues. 
 
1. What are your current commitments – a yearly planner? 
 
Prepare a yearly planner for your society for the current year and the next year. Include on the planner 
your regular meetings and activities including events, publications, and committee meetings. Add in the 
special events, theme weeks and public holidays when your society might need to be involved, e.g. Australia 
Day, History Week, NAIDOC Week, Heritage Week, RAHS Annual Conference, local community 
foundation day or special anniversaries. This will enable you to see how you can fit your project in around 
community events, particularly if your project will mean that you have to close your museum, and will 
allow you to see where your volunteers will need to be. 
 
2. What are your current resources? 
 
• People: Work through what the members of your organisation are doing during the year. Look at their 
involvement in the continuing activities of your organisation. This will help identify people with time and 
skills to be involved in a grant-funded project. You may also want to seek out additional volunteers to help 
with a specific project. 
 
• Finances: Do a budget for the year and identify your organisation’s priorities and needs. Do you have 
the funds to do your regular activities and an additional project? The RAHS has a policy of funding all 
projects through donations and grants as the rest of its money is required to maintain business as usual 
activities or to put into the building fund. You will need to have a high-level policy on project funding for 
your own organisation. 
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• Physical: Do you have the physical space for the project? This is important, particularly if you have to 
move objects or displays – where will they be moved to that will be safe and secure, and do you have the 
manpower to do it? 
 
• Information: Do you have all the facts and figures, quotes, outlines, and aims on hand? Your project 
will fail or not meet the expectations you have for it if you have to keep changing things because you did 
not have all the information you needed before you started.  
 
3. Project Scope 
 
Project scope is the part of project planning that involves determining and documenting a list of specific 
project goals, deliverables, tasks, costs and deadlines. During the project, this documentation helps the 
project team remain focused and on task. The project scope contain the major things you are planning on 
delivering and its set boundaries – it should also be achievable so sometimes it is worth stating what is in 
and out. If the scope changes then make sure the Project Board and key stakeholders (in particular the grant 
body) approves this. You may risk losing grant funding if there is a significant change to the scope. 
 
4. Project Stages 
 
It may be worth breaking your project into different stages where each stage has resources, timeframes, a 
budget and key deliverables. You can request funding for a particular stage. However, indicate upfront if the 
project can go ahead if you only get partial funding. The first stage should be setting up the governance 
framework and preparing detailed plans. The last stage should always be a project review so you capture 
information on what worked well and any lessons you would like to incorporate into future projects. You 
can have an ‘official’ lessons learnt that you could submit with your grant acquittal. Other lessons may be 
useful to keep on file with your organisation, but do not necessarily need to be shared with the wider 
community. It may also be a good idea to incorporate a quality control component into some of your stage 
deliverables e.g. for digitisation, state that all materials scanned by outside vendor will be reviewed and 
checked to ensure scanning is error-free. See if you can get a sample of stages from someone who has 
successfully completed a similar project to the one you are planning. 
 
5. Decide on the content and priorities of your project 
 
Compile a list of projects in order of the priority that you want to fund, making sure that the project 
aligns with your organisation’s strategic plan and mission statement. Some things to think about here 
might be growing your membership (grant funding for website), managing your collections (grant funding 
for policy documents), promoting the heritage of your area (grant funding for publication or exhibition). 
 

• You should also consider whether there are enough people with the passion and enthusiasm to carry 
your project over the line. It might not be a yellow brick road. It might be more like the old Pacific 
Highway north of Coffs, so you will need people to keep the project working. 

 
• Another thing to think about is whether the project will have audience potential. This means some 

projects are really important – like fixing a lift, or updating a conservation plan – but do not have 
an obvious audience. However, these types of projects still need to be written about and promoted 
in a way that encourages people (including grant bodies) to support them. 

 
• How much effort will it take? Some projects require little effort e.g. getting funding to digitise a 

collection; however, a new website, publication or exhibition will take a lot of volunteer time. 
 

• What is the timeframe? This is important for the project plan and to see if you are eligible for a 
grant. For example, in 2018 the RAHS received applications for projects due to end in 
September 2018 even though the funding was not available until October 2018. This is called 
‘retrospective funding’ and no grant bodies fund past expenditure. 
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• What will success look like? This is important to consider as ‘project benefits’ is a core question in 

every grant application. Describing the project benefits in an engaging way will help your 
organisation stay focused on the project. 

 
6. Project Governance 

 
Governance is the framework for how the project will be managed and delivered. Effective governance 
ensures that the project meets its objectives, is delivered on time and within budget while ensuring all your 
major stakeholders are provided with reliable, relevant and timely information. The stakeholders are all the 
people who are interested in the outcome of the project. It can include the project team, members of your 
society, the local community, organisations/individuals who have provided funding, the history 
community, people who have contributed research materials.  
 
The amount of governance depends on the size and complexity of project. A project to produce a journal 
with a print run of 100 copies would be managed differently to a major extension of your group’s premises 
or museum. However it can include the following elements: 
 

Project Board/Committee The Project Board/Committee is a decision-making authority that delegates day-to-
day management of the project to the Project Manager. Management of the project 
is by 'exception'. The Project Manager provides regular reports to the Board and 
seeks their support/advice if there any issues. 

Project Manager Day-to-day running of project including all reporting requirements. 

Communication to 
Stakeholders/Status 
Reports 

It is always good to define who you need to report to and when before the start of a 
project. Different stakeholders will have different reporting requirements 
E.g. weekly reports to Project Board, a six-month interim report to grant 
administrators. 

Project Scope Change Sometimes the objectives and deliverables of a project change after the project has 
commenced, e.g. one of the stakeholders decides that an eBook is better than a 
printed publication. It is good to have a policy in place to manage these types of 
changes, e.g. Project Board, Project Manager and Grant Body approval required 
before this change is implemented. Stakeholders may acquire additional insight into 
a problem during the course of the project. 

 
7. Project – Budgets and Financial Management 
 
Budgets 
• Budgeting by each stage is best – it facilitates reporting and it can be an early indicator if you are starting 
to go over budget. 
• State all your key budget assumptions, e.g. hourly rates, cost, etc. 
• Grant forms often specify how to group total project costs: 

o Volunteer time (check if you have to use a specific hourly rate) 
o Employee time (often not funded by grant) 
o Consultants 
o Capital Expenditure – which is an asset e.g. hardware. 

• Always be clear on how much you are asking for and for what stage. 
• Never use “misc” items in your budget. It sets off alarm bells for grant assessors that you have not properly 
thought through all the different types of expenses. 
• Always include quotes from vendors – sometimes two quotes are required. 
• Be across ongoing costs or time requirements once project is complete (e.g. yearly maintenance/upgrades 
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for new library or archive management software). 
• Organise your budget, so it is easy to read and understand. Have another person look at your budget. Can 
they understand it? If not, then redo it. 
• Make sure that all the numbers add up correctly. If applying for a grant then make sure that the money you 
are asking for matches the amount in the detailed budget.  
 

Financial Management 
 

• Keep track of all the expenditure on your project – you need to include this for your own financial 
reports and also to acquit your grant. 

• If something costs more than anticipated, then you need to review your project. This may mean 
changing the scope or seeking additional funding. 

• When you write your final report or acquit your grant, you will need to demonstrate that the 
amount of time and effort that you budgeted for in-kind has actually been contributed. A great 
way to show this is through a volunteer log, recording who provided the volunteer time, the type 
of work they did and when. This is really helpful for planning future projects. 

 
Some Tips and Tricks 
 

• The success of a project will lie with the project team leader, so it is important that you find the 
right person for the job. Not necessarily the most senior person but someone who is going to ensure 
that the project will get done in a timely manner, someone who, importantly, can communicate 
and delegate, and someone who can stick to the project plan and the budget. We all have that one 
person on the committee or in the society who likes to take charge and do everything. It is 
important that you spread the load of work to be done and a good team leader will be able to 
manage his staff and get the best out of them, while making sure that no one person is feeling put 
upon, or left out of things.  

 
• Do not be afraid to ask for help, either in planning or carrying out the project. You can often 

include the cost of a consultation in your budget. If you do need to get an expert, make sure they 
are available to assist you in whatever way you need before you apply for funding. Most 
consultants understand the process and are happy to factor in the timeframe between the enquiry 
and the actual job. 

 
• Once you have done one project plan, it will be easier to plan for the next time. In other words, 

you will be able to see what worked and what did not and adjust your next project plan 
accordingly. This will prevent you from reinventing the wheel every time. 

 
• Assume that whatever can go wrong, will go wrong. The Bathurst District Historical Society 

recently received $100,000 to refurbish the inside of their museum. Heritage consultants were 
consulted regarding colours, tenders went out and a local firm was given the job. Because the 
museum had to close for a month, the work was planned to take place in the September school 
holidays, as there are usually a lot of student groups during the school term. So, all was going well 
when unexpectedly the painter called and said he wanted to start in the next fortnight. ‘But, but, 
but’, I spluttered, ‘I’m going to be overseas for that whole month!’ ‘Too bad’, they said, ‘we need to 
start’. And start they did! Because I was going to be away, someone had to step in to take over the 
project. Luckily, I had prepared a project plan and it was relatively smooth transition for some of 
the Executive Committee. The job was eventually completed, and I did not get too many panicked 
emails while I was sailing down the Norwegian coast, and the results were fantastic. 

 
• The most important thing, though, is to have everything lined up ready to go so that when your 

funding comes in, you can press the go button straightaway. 
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AA Milne writes, ‘It just shows what can be done by taking a little trouble,’ said Eeyore. ‘Do you see, 
Pooh? Do you see, Piglet? Brains first and then Hard Work. Look at it! That’s the way to build a house,’ 
said Eeyore proudly. And Eeyore was right. Planning, planning and more planning is the only way to be 
successful at getting something done. Big institutions have an enormous amount of resources they can 
throw at a project to make it work, but no amount of money will make something work if it is not 
planned properly. The need for planning is very acute when there are millions of State or Federal dollars 
at stake, but by the same token, a small volunteer-run institution may only have a couple of thousand 
dollars to spend, or even a couple of hundred, and the job of making the dollars stretch is an even greater 
task.  
 
When you are doing your grant application, you will invariably be asked to provide a timeline of the 
project. This is vital – the funding body will not look kindly on a project, no matter how worthy or 
necessary, if there is no project plan. A couple of sentences is not a project plan – as we have seen, it 
needs thought and decision, a professional attitude and some attention to detail. It is not hard; you just 
need to think about it! 

 
 
Topic: Spotlight on grants (10 minutes) 
 
Introduction – Lorraine Neate, Illawarra Historical Society 
 
 
THERE’S A GRANT FOR THAT 
You have a great project.  
Project team – all in place, jobs allocated.    
You know what it is going to cost in time and dollars.   
 
HOW DO YOU PAY FOR THIS?  
As RAHS Affiliated Society members you know… 
 
THERE’S A GRANT FOR THAT OR IS THERE?  
 
PLANNING  

• Leave yourself time – read the questions carefully (It is not a five minutes to midnight rush job). 
• Check if your project fits the advertised criteria. 
• Some projects may be more suitable for a different type of grant or funding. 
• Speak to the grants coordinator. 
• You planned the project – now plan the grant application.  
• Give your society the best chance of success. 

 
GETTING IT RIGHT 
Question  3  
These criteria form 50% of the total assessment.   
3.1 Why is the Project important/necessary? 
3.2 Describe the Historical Sources that will be used or preserved as part of this project.  
3.3 Describe how your project benefits the community. 

• Each answer must be no more than 200 words. 
• There is some expectation that you will use this space. 
• Convince the panel that the project is worth funding. 

       
3.4  Supporting documents   
Examples 

• Sample chapter for a publication. 
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• Professional assessment of collection items. 
• Permission to publish interviews for oral histories.  
• Letter of support. 

 
• Tells the panel that you have started work.  
• We know that a large project will not be completed in twelve months.  

 
Question 4 
These criteria form 50% of the total assessment.   
There are SIX subsections  
4.1  Start date and expected end date  
4.2  Project leader and team skills 
4.3  Project Risk  
4.4  Milestones  

• Your start date is already recorded in 4.1.  
• Double check the year particularly – remember your milestones and completion date will probably be 

in the year following the application.    
• The project completion date must not be before grant funds are received.   

 
 
 
BUDGET QUESTIONS 
A question about the Cultural Grant amount being requested appears THREE times on the 
application  
Questions 2.5 and 2.6   
Can you read that tiny little text  
The same sentence is repeated under each   
 
This amount should agree with total in section 4.5 Project Budget  
 
Breakdown 
Now Point 4.5  
I have provided a sample completed table  

• The amount requested for the Cultural Grant must be included in your Budget Table. 
• In kind donation amounts are only recorded in one column.  
• Cash amounts are only recorded in one column.    
• Volunteer time must be costed at $30 per hour. 
• It all has to add up. 

 
Make sure the grant amount requested is the same in all three answers – be consistent   
 
 A QUOTE 

• Should be on letterhead.  
• Should show an Australian Business Number (ABN). 
• Should itemise costs including GST.  

 
And before you hit the submit button 
 
Have someone else read the application through.  
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Topic: What to do when the lights go out? Winding up a historical society (15 minutes) 
 

Introduction – Carol Liston, RAHS 

 
Sometimes members of a historical society decide that they wish to wind-up their organisation. This usually 
happens when the society no longer has enough members, funding or committed individuals, or when its 
purpose is no longer relevant. There are different steps for ending an organisation, depending on the legal 
structure of the organisation.  
 
We are going to focus on incorporated associations, as this is the legal structure that most historical societies 
adopt. Unincorporated associations and companies limited by guarantee have slightly different processes but 
the majority of the steps are similar: under ‘Sources’ links have been provided that outline the steps for these 
structures. 
 
Ways to close an incorporated association  
 
NSW Fair Trading lists a number of ways that an incorporated association can be closed: 
 
 
Voluntary Cancellation This cancellation is most relevant to historical societies: e.g. have simple 

financial structure; do not have significant assets ($1 million or more; no 
outstanding contractual obligations; are not subject to current or likely legal 
action.  
 
https://www.fairtrading.nsw.gov.au/associations-and-co-
operatives/associations/closing-an-association/voluntary-cancellation 
 

Involuntary 
cancellation 
 

An association’s registration may be cancelled by NSW Fair Trading for a 
number of reasons including having fewer than 5 members, failing to establish 
and maintain a management committee, providing a financial gain for its 
members, not holding an annual general meeting for three years. 
 
Where this cancellation action occurs, the association’s property comes under 
the control of Fair Trading. Fair Trading will determine what is to be done 
concerning payment of the association’s surplus and distribution of any property 
and the winding up of the association’s affairs. 
 
https://www.fairtrading.nsw.gov.au/associations-and-co-
operatives/associations/closing-an-association 

 
Please note that NSW Fair Trading uses the term ‘Voluntary Winding Up’ in relation to large organisations 
that have significant assets and major creditor and/or staff. This involves appointing a liquidator.  
 
Importance of planning 
In previous business sessions we have discussed succession planning. The Federation of Australian Historical 
Societies has a free guide on succession planning on its website - https://www.history.org.au/succession-
planning/ 
 
It is really important that all historical societies have the following: 
 

• Printed and soft copies of all their key corporate documents – constitution, incorporation certificate, 
contracts (leases/grants) 

• An asset register with all the items that belong to the historical society 
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• A list of financial assets – term deposits, shares, bank accounts – and who is signatory to these accounts. 
Some accounts require two signatories to close the account so it is critical that your society always has a 
minimum of three authorisers. 

 
 
A. PREPRATION 
 
Locate and consult your 
organisation’s governing 
documents 
 
Constitution or Rules of association 
Certificate of Incorporation 
Deductible Gift Recipient documentation  

If a historical society decides to wind up, the committee must 
make sure that it follows the charity’s governing documents and 
all other legal requirements. Before you start the process you must 
consult your organisation’s rules, constitution and articles of 
association as well as the rules of your charity’s regulator e.g. 
incorporated regulators, ASIC or the ATO. 
 

Locate all your contractual 
agreements 
 
Leases/Council agreements 
Insurance policies 
Grant contracts 
 

You will need to read any contacts you have – particularly if you 
have any grants from government agencies – and see if they have 
any exit clauses/returning grants surpluses.  
 

It is important that you tell your landlord (e.g. Council), electricity 
supplier and anyone else that you have contracts or arrangements 
with that your charity is winding up.  

 
Notify members of possible closure 
and hold an annual or special 
meeting. 

You will need to hold a meeting of your members and pass: 
 

• Winding up motion 
• Details on how any assets will be distributed – this must be 

in line with your constitution. The standard clause is that 
it goes to an organisation with similar goals.  

 
Consider you members (past and 
present), volunteers, donors, 
clients 

Your society needs to prepare a plan and how you will 
communicate that your organisation is ending to volunteers, 
clients, donors, and the local community in which you operate. It 
is important to plan your wind up in a dignified way so that your 
members and friends, past and present, celebrate your successes 
and what you contributed to the community.  
 

Identify and calculate your assets 
and liabilities 

Assets can include: Equipment (computers), museum and library 
collections, archives, term deposits, shares, and money in bank 
accounts. 
 
Liabilities can include office costs (photocopying/phones), utilities, 
unused grant funds  
  

B. FINAL STAGES 
 

 

Pay any final debts  
 

As well as paying any final bills, it is important that you are 
solvent during all stages leading up to ending your organisation. It 
is illegal to trade when insolvent. 
 

Update all communication/ 
promotional channels 

Organisation website – decide if you wish to archive content and 
then close it down  
 
Social media (e.g. Facebook, Twitter, Instagram) – do final posts 
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and shut down accounts. 
 
Remove details from community directories/local council 
websites 
 

Cancel registration with NSW Fair 
Trading 

You will need to complete a ‘Form A8 – Application for voluntary 
cancellation of registration of an association’. The following 
documents need to be included with the form:  

• Copy of special resolution that was passed 
• Statement indicating the distribution of assets to be 

approved by the Director-General of NSW Fair Trading 
• Statement, verified by statutory declaration by two 

committee members, that the association has no 
outstanding liabilities 

• Association’s certificate of incorporation or a statement 
that it has been lost or destroyed. 
 

Distributed surplus assets and 
then close all bank 
accounts/investment accounts 

Once you have received approval from NSW Fair Trading, you 
can now distribute assets in accordance with your governance 
document and ATO requirements. 
 
If your historical society has DGR (Deductible Gift Recipient) 
status, then the surplus must be distributed to another 
organisation with DGR status. See ATO website for details.  
 
https://www.ato.gov.au/non-profit/getting-started/in-
detail/types-of-dgrs/rules-and-tests-for-dgr-
endorsement/?page=4  
 

Notify other agencies/bodies If you are a charity, you will need to deregister as a charity with 
the ACNC (Australian Charities & Not-for-profits Commission). 
This has to be done before the Voluntary cancellation can take 
place. Form 5A Application to revoke charity registration is available 
online. 
 
https://www.acnc.gov.au/for-charities/manage/wind-merge-or-
change-legal-structure/wind-my-charity 
 
If you have an ABN number then that needs to be cancelled too. 
 
https://www.business.gov.au/registrations/change-or-cancel-
registrations/cancel-your-business-name-and-abn  
 
Affiliated Societies should contact the RAHS if they are planning 
to close.  
 

C. OTHER OBLIGATIONS 
 

 

Organisation’s records 
 

There is no clear legal guidance on how long records must be 
kept. However, NSW Fair Trading recommends a period of seven 
years for meeting minutes and financial records.  
 

Member’s/clients’ records There is a lack of clarity on what happens to member’s/clients’ 
records. Under the Privacy and Personal Information Protection 
Act 1998 NSW, there is a requirement that personal information 
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will continue to be held securely, kept no longer than necessary 
and disposed of appropriately.  
 

 
Sources: 
Guide to Succession Planning For Historical Societies and Community Heritage Groups. Produced by the Federation of 
Australian Historical Societies Inc. (2017) 
https://www.history.org.au/wp-content/uploads/2018/12/FAHSSuccessionPlanningGuide.pdf 
 
Ending an Organisation –FAQs. Produced by Justice Connect, Not-for-Profit Law 
https://www.nfplaw.org.au/sites/default/files/media/Ending_an_organisation_FAQs.pdf 
 
Information Sheet: Restructuring or Winding up NSW Incorporated associations. Produced by the NSW Council of Social 
Service (2015) 
https://www.ncoss.org.au/capacity-building/sector-support/templates-and-resources/information-sheet-
restructuring-or-winding 
 
Winding up your charity handout. Produced by Australian Charities Not-for-Profit Commission 
https://www.acnc.gov.au/for-charities/manage/wind-merge-or-change-legal-structure/wind-my-charity  
 
Closing an Association. Produced by NSW Fair Trading. 
https://www.fairtrading.nsw.gov.au/associations-and-co-operatives/associations/closing-an-association  
 
Voluntary deregistration or winding up companies limited by guarantee. Produced by Justice Connect, Not-for-Profit Law 
https://www.nfplaw.org.au/sites/default/files/media/Voluntary_deregistration_or_winding_up_of_CLGs.p
df 
 
Note: Unincorporated Associations cannot own assets or enter into legal contracts. An unincorporated 
association is run informally, and its members make their own rules to manage the group. So closing it down 
depends on the rules established by the group. 
 
https://www.ourcommunity.com.au/management/view_help_sheet.do?articleid=733 
https://www.acnc.gov.au/for-charities/start-charity/before-you-start-charity/who-can-apply-be-
registered/unincorporated 
 
Topic: Spotlight on Food Handling (10 minutes) 
 
Introduction – Judith Dunn, Parramatta & District Historical Society 
 
BASIC FOOD HANDLERS CERTIFICATE 
Some councils now require a basic Food Handlers Certificate to be completed by all groups handling food in 
the local municipal area – this includes volunteer groups and fundraisers who sell food, for example morning 
or afternoon teas, cake stalls, sausage sizzles. 
 
There is an Australian and NZ food standards code, which State and Territory Governments enforce. 
There are many food-handling certificates available online and some councils run courses.  Check with your 
local council for availability.  Your council course may be offered free. 
 
AUSTRALIA-WIDE VALID COURSES INCLUDE:  

• Basic Food Handlers Online 
• Australian Volunteers Food Safety   
• Volunteers Guide to Safe Food Handling 

 
Once started, a course must be completed within 3 months.  It is possible to leave the basic food handlers 
course and re-enter to continue at another time via a password you set up. The courses are easy to complete 
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online.  A sample Basic Food Handling Course had 50 multiple-choice questions and two scenarios to 
complete. Costs range from $20 to $35 for a basic course with a certificate. 
 
It may be satisfactory for one person to complete the course and oversee the rest of the society in safe food 
handling.  Even if this is so it would be better to have at least two members undertake the course to share the 
experience.  
 
SOME OF THE GUIDELINES FOR BASIC SAFE FOOD HANDLING ARE: 
 
HANDWASHING   

• Provide soap and a place to wash.   
• Continue to wash your hands for at least 20 seconds.   
• This is the time it would take to sing Happy Birthday. 

 
SOCIETY MEMBERS SHOULD NOT BE SERVING FOOD IF:  

• They have chipped nails, cuts on hands, dermatitis or cold sores   
• They are not wearing gloves or using tongs.  

Remember not to put a glove on then take money with the gloved hand. 
 
CLEAN ALL PREPARATION AREAS AND UTENSILS THOROUGHLY 
Do not use chemical sprays to clean a work surface and then prepare food directly on that surface.  You do 
not know what residual chemicals may be on the preparation surface. 
 
WOODEN CHOPPING BOARDS are no longer considered satisfactory as they cannot be properly cleaned. 
COLOURED CHOPPING BOARDS are readily available and should be used for preparation of different 
foods, i.e.   

• Red for raw meat    
• Blue for fish. 
• Green for vegetables and fruit  

   

• Yellow for chicken 
• White for dairy, e.g. cheese                              
• If there is a brown board use it for vegetables.

CORRECT TEMPERATURES 
• Food must be kept at the correct temperature. 
• Keep food in a refrigerator until ready to serve, e.g. sandwiches with chicken, eggs, cakes with cream. 
• Buy a thermometer to check your fridge is working at the correct temperature. 
• Cold food should be 5 degrees or below. 
• Hot food should be 60 degrees or above. 
• Between 5 and 60 degrees is the danger zone.  Bacteria rapidly multiply between these temperatures so 

make sure food is stored in the refrigerator and heated correctly. 
 
EASY CHANGES ANY SOCIETY CAN MAKE 

• Make cling wrap your friend!  All food on display must be covered, for example, a selection of cakes or 
sandwiches on display.  It is not necessary to buy expensive domes to cover food.  Cling wrap or a 
simple collapsible food cover is fine. 

• Avoid open containers of sugar with multiple spoons.  Spoons disappear into the sugar and are often 
retrieved by un-gloved fingers – sticks of sugar are readily available. 

• Coffee sticks are also readily available. 
• Either stand your milk container in an ice bucket or buy an insulated mild jug to keep milk at the right 

temperature. 
• If using stir sticks, make sure they are food quality, not craft sticks. 
• If offering cutlery, make sure the bowls of the cutlery are in the container, handles uppermost.  Knife 

blades should also be in the container, handles uppermost. 
• If using foam cups, always open from the bottom of the packet. 
• Pour hot water for customers so that scalding does not become a public liability issue. 
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Topic: Spotlight on Gun Licences (5 minutes) 
 
Introduction – Samantha Friend, Bathurst District Historical Society 
 
Background: 
Many historical societies have a firearm collection. It is therefore critical that they comply with NSW firearms 
regulations. This includes having a gun licence for your collection.  
  
Key points: 
Getting a Gun Licence for your collection: 
• Establish why you want to get a licence and register your firearm collection. Is it significant to your 

area? Are the firearms important or unique? Do they help tell the story of your collection? You will be 
asked to prove that your collection is worth registering. 

• Go onto the NSW Police Firearms Registry website. They have a lot of information about what needs 
to be registered, how to apply, storage and display etc.  

• The firearms must be temporarily disarmed. That means one or all of the following actions – removal 
of the firing pins, removal of the bolt, or a trigger lock. There is a rumour that under new legislation, 
firearms will be required to be permanently disarmed by welding up the barrel and the breach. 

• You will need to spend some money complying with regulations in your museum – an approved gun 
cabinet for storage, an approved display case, back to base alarm system and video surveillance.  

• You will need someone with a current shooter’s licence to also fill in an application form. This person 
will have to undertake to have care and control of the collection. If your collection contains multiple 
shot handguns dating from pre 1900, you will need someone with an Antique Firearms Collector 
Licence. 

• Identify whether your firearms need to be licenced and registered, as some do not. The Firearms 
Registry website can provide information regarding this. 

• This process can take a long time, and there are many forms to fill in and hoops to jump through! That 
is why your first step should be: Why? 

More information: 

Fact Sheet – Firearms collection 
genuine reason 

https://www.police.nsw.gov.au/online_services/firearms/licences/li
cence_and_genuine_reasons/pages/firearms_collection_genuine_rea
son 

 

Firearms – Safe Storage https://www.police.nsw.gov.au/online_services/firearms/safe_stora
ge 

 

 


