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[bookmark: _Toc454444014]Candidate Details
[bookmark: _Toc305663882][bookmark: _Toc454444015]Assessment – BSBSMB401: Establish legal and risk management requirements of small business 
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBSMB401: Establish legal and risk management requirements of small business 
Name: 		Steven Romano________________________________________________
Address:	6 Trungle St, Rochedale South QLD 4123____________________________
		_____________________________________________________________
Email:		stevenromano80@gmail.com_____________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc305663883][bookmark: _Toc454444016]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT  (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc360624850]Assessor Signature:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should demonstrate that you can:
1. Identify and implement business legal requirements
2. Comply with legislation, codes and regulatory requirements
3. Negotiate and arrange contracts
You should also demonstrate the following skills:
Reading
Writing
Oral Communication
Numeracy
Navigate the world of work
Interact with others
Get the work done
[bookmark: _Toc454444017]Activities
[bookmark: _Toc448951339][bookmark: _Toc454444018]Activity 1A
	[bookmark: _Toc305663885]Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to identify and research possible options for the business legal structure using appropriate sources

	Activity
	1. Conduct your own research and document advantages and disadvantages in creating the types of legal structure detailed in this table.

	Type
	Advantages
	Disadvantages

	Cooperative

	· Generally inexpensive to register.
· All members must be active in the co-operative.
· Members have an equal vote at general meetings regardless of their level of investment or involvement.
· Other than directors, members can be aged under 18 years. These members cannot stand for office and don’t have voting rights.
	· As co-operatives are formed to provide a service to members rather than a return on investment, it may be difficult to attract potential members seeking a financial return.
· There is usually limited distribution of profits to members and some co-operatives may prohibit the distribution of any surplus.
· Members providing greater involvement or investment than others will still only get one vote.
· Requires ongoing education programs for members.


	Trust

	· Reduced liability especially if corporate trustee.
· Assets are protected.
· Flexibility of asset and income distribution.

	· Can be expensive and complex to establish and administer.
· Difficult to dissolve, dismantle, or make changes once established particularly where children are involved.
· Any profits retained to reinvest into the business will incur penalty tax rates.
· Can’t distribute losses, only profits.


	Association or not-for-profit legal structure
	· Tax exemption/deduction Organizations that qualify as public charities are eligible for federal exemption from payment of corporate income tax. Once exempt from this tax, the nonprofit will usually be exempt from similar state and local taxes. If an organization has obtained 501(c)(3) tax exempt status, an individual's or company's charitable contributions to this entity are tax-deductible.
· Eligibility for public and private grants: Many foundations and government agencies limit their grants to public charities. Nonprofit organizations also can offer tax deductions to individuals or businesses that give charitable contributions. 
· Formal structure: A nonprofit organization exists as a legal entity in its own right and separately from its founder(s). Incorporation puts the nonprofit's mission and structure above the personal interests of individuals associated with it.  
· Limited liability: Under the law, creditors and courts are limited to the assets of the nonprofit organization. The founders, directors, members, and employees are not personally liable for the nonprofit's debts. However, there are exceptions. A person cannot use the corporation to shield illegal or irresponsible acts on his/her part. Also, directors have a fiduciary responsibility; if they do not perform their jobs in the nonprofit's best interests, and the nonprofit is harmed, they can be held liable. 

	· Cost: Creating a nonprofit organization takes time, effort, and money. Fees are required to apply for incorporation and tax exemption. The use of an attorney, accountant, or other consultant may also be necessary.
· Paperwork: As an exempt corporation, a nonprofit must keep detailed records and submit annual filings to the state and IRS by stated deadlines in order to keep its active and exempt status.
· Shared control: Although the people who create nonprofits like to shape and control their creations, personal control is limited. A nonprofit organization is subject to laws and regulations, including its own articles of incorporation and bylaws. In some states, a nonprofit is required to have several directors, who in turn are the only people allowed to elect or appoint the officers who determine policy.




References:
https://www.smallbusiness.wa.gov.au/business-advice/business-structure
https://grantspace.org/resources/knowledge-base/pros-and-cons/



[bookmark: _Toc448951340][bookmark: _Toc454444019]
Activity 1B
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to determine legislation and regulatory requirements affecting operations of the business under its chosen structure.

	Activity
	1. Report on your organisation or in accordance with directions from the instructor, the legislation and regulatory requirements affecting the operations of your business.

Acts to observe and comply with
· [bookmark: _Hlk29840720]Business Structure (Sole Trader) – Corporations Act 2001 (Cwlth)
· Employment – Anti-Discrimination Act 1991
· Workplace Health & Safety – Work Health and Safety Act 2011.

Other legal responsibilities to comply with
· Keep business structure registrations up to date (e.g. renewing business name when due, lodging annual returns, etc.)
· Taxation requirements (including GST and PAYG)
· Protecting my own intellectual property
· When employing staff, meet relevant employer obligations
· Responsibly and suitably recruit and interview staff
· Make offers of employment in writing (always include conditions of awards, agreements and employment contracts)
· Have employees attend induction training (importantly, ensure all staff are aware of the organisations legal obligations and which Acts our organisation must comply with)
· Making supplier agreements
· Managing risks (ensuring we are adequately insured)
· Comply with state and national privacy laws to protect customers’ information
· Have my solicitor develop standard agreements for my business
· Have a responsible attitude towards Health, Safety and Environment issues
· Observe my responsibility to address environmental issues
· Remain mindful of my HSE responsibilities around workers’ compensation, safety related to construction sites, ergonomic requirements and security issues
· Review legal requirements on a regular basis to ensure the business’ responsibilities are keeping up with the changes of legislation

Reference:
https://www.business.qld.gov.au/starting-business/licensing-obligations/legal-obligations/meeting-obligations/requirements


[bookmark: _Toc448951341]

[bookmark: _Toc454444020]Activity 1C
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to develop and implement procedures to ensure full compliance with relevant legislation and regulatory requirements.

	Activity
	1. What methods are used to implement procedures to ensure full compliance with the relevant legislation and regulatory requirements governing your specific business operations? 

You may make reference to your answers in Question 1B.

It is important to us that we ensure all business operations are in accordance with the relevant legislation and regulatory requirements. This is so that the legal obligations of the business are identified and adhered to and the business (as well as all employees) is/are always sufficiently protected legally.

We will make certain that this is carried out correctly by establishing systems we can follow within our organisation. Our focus will be primarily on ensuring that workplace health and safety legislation and regulatory requirements are strictly observed and adhered to, as well as business registration and environmental requirements.

In addition to the above, some other legal requirements that we consider particularly essential to remain vigilant of are; pay and employment conditions, tax and superannuation obligations, keeping employee records, equal opportunity laws, injury management, collection and storage of information and data, and more.

We are mindful of operating our business with a strict duty of care and diligence and consider this extremely important in order to avoid torts within our organisation. We remain conscious of improper use of information and of position. We have an elected director to be across all the above and to observe and enforce operations being carried out correctly.

As is mentioned above, ensuring that our organisation is in accordance with all relevant legal and legislative obligations and responsibilities is of utmost importance to us. We plan to achieve this by establishing systems within our organisation that leave no wriggle room when it comes to meeting those legal obligations and responsibilities.

The company director is the bottom line for ensuring that the detailed systems we will have established and enforced in our organisation are followed precisely and methodically.

Some important responsibilities that we will establish these operational systems for include our requirements in relation to bookkeeping, registers, accounts and records, the handling and storage of this information and the timeline we keep it for before responsibly disposing of it. The responsibility of protecting the information of our employees and clients is not taken lightly and is of high importance to us.



Having individuals or groups responsible for the correct execution of the highly important operational systems that will be established is, in our opinion, key to ensuring the irrefutable adherence to our legal obligations.

References:
https://www.smallbusiness.wa.gov.au/business-advice/legal-essentials/legal-responsibilities


[bookmark: _Toc448951342][bookmark: _Toc454444021]Activity 2A
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to establish systems to ensure legal rights and responsibilities of the business are identified and the business is adequately protected, specifically in relation to work health and safety (WHS), business registration and environmental requirements

	Activity
	1. Detail/report your company’s systems to ensure the legal rights and responsibilities of the business are identified and the business is adequately protected.

An important aspect of the systems I would like to implement in my business is to have an individual (or group) responsible for various tasks/enforcements. This way, there is always someone ensuring (as part of their role) that legal obligations and responsibilities of the organisation are being met. The most important areas to ensure compliance is around work health and safety, business registration and environmental requirements.

The systems that will be implemented in my business will have a flow-on effect in terms of responsibility. For example, safety gear being work correctly on a construction site:

· First responsibility is on me, as the business owner, to ensure all employees of the company are versed and aware of the legal necessities and guidelines of proper safety gear
· Second responsibility is on the employee. They must ensure that, any time they are entering a construction site, they are compliant with the guidelines that they have been versed in.
· Third responsibility is on the company’s project manager of the construction site to check and ensure that all staff representing our organisation have fulfilled their responsibility and are wearing the correct safety gear.
· Fourth and final responsibility is on the company director (which would be me, again, as the business owner) to check with the project manager that there were no discrepancies at the construction site in regards to all employees following legal guidelines and wearing all the necessary safety gear.

As another aspect of this type of system, I would also implement refresher learning sessions (at least every year) for all employees to be consistently reminded of their legal obligations as staff of my company and to keep us all up to date with any legislative changes.

It is important to remain aware of the fact that it is a legal requirement of my business to maintain several books, registers, accounts and records. These records must be kept for seven years and be available for inspection by any authorised person within certain time limits. I plan to implement similar systems as the one outlined above for all of the company’s legal obligations – with various roles within the company being responsible for the enforcement of the different steps that come together to make up the entire, overarching system of operations. This is vital to avoid breaches and torts within the company and maintain complete legal compliance.








[bookmark: _Toc305663886][bookmark: _Toc448951343][bookmark: _Toc454444022]Activity 2B
	Estimated Time
	25 minutes

	Objective
	To provide you with an opportunity to identify taxation principles and requirements relevant to the business, and follow procedures to ensure compliance, and identify and carefully maintain legal documents and maintain and update relevant records to ensure their ongoing security and accessibility.

	Activity
	1. Define a sole trader, an incorporated company and a trust.

· Sole Trader: A sole trader is the simplest form of business structure and is relatively easy and inexpensive to set up. As a sole trader you will be legally responsible for all aspects of the business. You’ll generally make all the decisions about starting and running your business and you can employ people.

· Incorporated Company: A company is a separate legal entity and can incur debt, sue and be sued. The company’s shareholders (the owners) can limit their personal liability and are generally not responsible for company debts. 

A company is a complex business structure and has high set-up and reporting costs. You can form a company as either a private (also known as proprietary) or public entity.

A registered company must have at least one director (and a company secretary unless it is a private company). A director is responsible for managing the company’s business activities.

To become a company, an entity must:
· be incorporated under the Corporations Act 2001
· be registered with the Australian Securities and Investment Commission (ASIC).

· Trust: A trust is a structure where a trustee carries out the business on behalf of the trust’s members (or beneficiaries). A trust is not a separate legal entity.

A trustee may be an individual or a company. The trustee is legally liable for the debts of the trust and may use its assets to meet those debts. However, if there is a shortfall the trustee is responsible for the difference.

A trust is set up through a trust deed and there are two main types: discretionary or unit trusts.

In a discretionary trust, the trustee has discretion in the distribution of funds to each beneficiary. In a unit trust, the interest in the trust is divided into units with their distribution determined by the number of units held by each member.


References:
https://www.smallbusiness.wa.gov.au/business-advice/business-structure/sole-trader

2. What legal documents may you have to maintain?

[bookmark: _Hlk29840860]Legal documents may include:
· Appropriate software for financial records
· Certificate of incorporation
· Constitution documents
· Franchise agreements and financial documentation
· Partnership agreements
· Statutory books for companies, such as register of members, register of directors and minute books
Records may include:
· Environmental
· Financial
· WHS
· Personnel
· Taxation


[bookmark: _Toc448951344][bookmark: _Toc454444023][bookmark: _Toc448951345]Activity 2C
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to monitor provision of products and services of the business to protect legal rights and to comply with legal responsibilities and conduct investigations to identify areas of non-compliance with legal and regulatory requirements, and take corrective action where necessary

	Activity
	1. Suggest three options that could likely cause an error in compliance. For the areas identified, give your recommendations on ways to eliminate future occurrences.

1. Error: Incorrect/insufficient safety gear being worn on a construction site
Could be eliminated by: Anyone entering a construction site needing to check items off a list to ensure they have all correct and adequate safety gear on. In addition to this, having regular and thorough training and refresher courses to ensure all staff are aware of the importance of safety gear. Implementing and enforcing a rigid operational system to ensure this legal requirement is being met.

2. Error: Forgetting to renew the business name when registration is due
Could be eliminated by: Ensuring all important dates (such as this one) are recorded in my calendar and diary with reminders for the months and weeks leading up to the due date. Implementing and enforcing a rigid operational system to ensure this legal requirement is being met.

3. Error: Having a contract or employment or sale that does not adequately protect the organisation, employees or customers
Could be eliminated by: Having my lawyer draw up all the company’s contracts and having the contracts checked and updated regularly to ensure they comply with relevant legislation as it changes. Implementing and enforcing a rigid operational system to ensure this legal requirement is being met.


















[bookmark: _Toc454444024]Activity 3A
	Estimated Time
	25 minutes

	Objective
	[bookmark: _Toc323129158]To provide you with an opportunity to seek legal advice on contractual rights and obligations, if required, to clarify business liabilities, investigate and assess potential products or services to determine procurement rights and ensure protection of business interests where applicable

	Activity
	1. In pairs, groups or individually list five contractual rights and obligations that could give cause to potential business liabilities.

Contractual obligations that could give cause to potential business liabilities may include:
· Purchase orders
· Supply contracts
· Exclusive agency agreements
· Partnership agreements 
· Franchise agreements



[bookmark: _Toc448951346][bookmark: _Toc454444025]Activity 3B
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to seek legal advice on contractual rights and obligations, if required, to clarify business liabilities, Investigate and assess potential products or services to determine procurement rights and ensure protection of business interests where applicable.

	Activity
	1. List five products or services to determine procurement rights and ensure protection of the business interests where applicable.

It is important to remember the 5 “rights” of procurement to ensure protection of the business’ interests:

1. [bookmark: _Hlk29847199]The right quality
2. The right quantity
3. The right price
4. The right place
5. The right time

Ensuring that these “rights” are met, gives the best chance to guarantee procurement rights are enforced for my business as well as any businesses I work with.

References:
https://kissflow.com/procurement-process/






[bookmark: _Toc448951347][bookmark: _Toc454444026]Activity 3C
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to negotiate and secure contractual procurement rights for goods and services including contracts with relevant people, as required, in accordance with the business plan

	
Activity
	1. Create a five point plan on negotiating for securing contractual procurement rights for goods and services contracts.

To negotiate and secure contractual procurement rights, you should:
1. Prepare effectively 
a. develop a set of specifications/objectives
b. make accurate assessments of the costs associated with providing the goods/services I intend to purchase
c. gain an understanding of how my requirements may affect prices
2. Understand and consider the needs and interests of all parties
a. ensure the supplier understands my requirements fully
3. Manage the impact of my personal negotiation style 
a. make sure whoever I am dealing with has the authority to make offers
b. develop my own negotiation strategy and try to anticipate the strategy of the supplier
c. leave enough incentive to make supplying the goods/services attractive
4. Generate greater value through creativity 
a. such as telling the supplier I am seeking competition
b. make specifications as generic as possible forcing suppliers to use their expertise in finding the best solution for me
5. Successfully address all key elements of the negotiation cycle through optimal preparation, engagement and review 
a. consider the supplier’s past performance, after sale support and services
b. remember that a successful negotiation is a win-win for both parties




[bookmark: _Toc323132473][bookmark: _Toc448951348][bookmark: _Toc454444027]Activity 3D
	Estimated Time
	25 minutes

	Objective
	To provide you with an opportunity to identify options for leasing/ownership of business premises and complete contractual arrangements in accordance with the business plan

	Activity
	1. What would be your choice, to either lease or purchase premises for a small business in your capital city, and why?


	Leasing
	Buying

	Advantages
	Disadvantages
	Advantages
	Disadvantages

	No capital required.
	Because you are subject to a lease you are also subject to variations in rent, including increases. This is despite how well your business is doing.
	In times of inflation, real estate is a good investment. Rising rents become an asset rather than a danger to the owner.
	Ownership of premises generally ties up capital which may be better invested elsewhere in the business.

	If the business is terminated, the tenant may be able to sublet, so the financial loss is minimised.
	The landlord may decide to sell the premises. As a result you may be forced to move your business elsewhere. Disruption and loss of customer base may ensue.
	Any improvements to the premises become the owner's property, and add to the value of the owner's investment.
	You are tied to one spot. You cannot move easily, especially if you find the market isn’t there or the area changes.

	The tenant may not responsible for property tax, fire insurance, maintenance and repairs.
	You do not have an investment in the property.
	Mortgage loans may be used to finance the purchase, so that the actual monthly cash needed from the business may not be that much greater than a lease.
	

	If the premises become unsuitable, they can be abandoned on expiry of the lease, with no further commitment.
	
	An owner may deduct capital costs on the building as well as maintenance and repair expenses.
	




Considering the above pros and cons of leasing vs purchasing small business premises, I would elect to lease.

[bookmark: _Hlk29847418]For a brand new business, I consider it much less of a risk to be able to lease and change premises if it is not sufficient for any reason to my business’ needs. It is also more reasonable for a new business to test the waters before making a big, serious commitment and purchasing a business premises.

The cons mentioned above are noted and are valid, however, at least at very first, it is in my best interests (and my business’) that those risks are taken for the benefit of the mentioned pros.

It is important for me to manage the potential of those risks and prepare contingencies in place  in the event that one of them eventuated and became a reality.


[bookmark: _Toc448951349][bookmark: _Toc454444028]Activity 4A
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify potential internal and external risks to the business

	Activity
	1. Give examples of internal and external risks that may affect your organisation.

Internal risks may include:
· Injury to employee
· Sick leave due to stress
 
External risks may include:
· Burglary
· Supplier going out of business




[bookmark: _Toc448951350][bookmark: _Toc454444029]Activity 4B
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to assess the probability and impact of identified risks

	Activity
	1. For each risk you identified in Activity 4A, assess its probability and impact.

	Event
	Chances of occurring per year
	Estimated impact

	Fire
	Unlikely with current fire prevention regulations
	High; could range from damage to some equipment to total loss of business

	Injury to employee
	Likely to occur several times
	Lost time and lower morale. However, serious injuries are less likely

	Sick leave due to stress
	Possible
	Lost time, sick pay, possible loss of employee if they do not return

	Supplier goes out of business
	Unlikely
	High levels of disruption in the short and medium term



























[bookmark: _Toc448951351][bookmark: _Toc454444030]Activity 4C
	Estimated Time
	25 minutes

	Objective
	To provide you with an opportunity to prioritise risks for treatment

	Activity
	1. Create probability-impact matrix and determine which risk has the highest priority.


	
	Minor (0.2)
	Moderate (0.4)
	Major (0.6)
	Catastrophic (0.8)

	Highly likely (0.9)
	0.18
	0.36
	0.54
	0.72

	Unlikely (0.7)
	0.14
	0.28
	0.42
	0.56

	Possible (0.5)
	0.1
	0.2
	0.3
	0.4

	Likely (0.3)
	0.6
	0.12
	0.18
	0.24

	Certainly (0.1)
	0.2
	0.4
	0.6
	0.8



Fire: Unlikely & Catastrophic = 0.56

Injury to employee: Likely & Moderate = 0.12

Stress Leave: Possible & Major = 0.30

Supplier out of business: Unlikely & Moderate = 0.28

The highest impact score is for a fire which would be unlikely, but if it were to occur, would be catastrophic. Luckily, there are a number of precautions we can take to minimise and mitigate this risk as much as possible.


















[bookmark: _Toc448951352][bookmark: _Toc454444031]Activity 4D
	Estimated Time
	25 minutes

	Objective
	To provide you with an opportunity to develop actions to mitigate risks including identifying insurance requirements and adequate cover   

	Activity
	1. You are about to take out an insurance policy. Thinking about the likely risks to your business, suggest the approach and cover you would likely use to insure against the following risks. 

The following types of insurances are policies I would certainly be interested in taking out as they are all relevant to the business I conduct and are important for protecting myself, my business, any employees or customers as well as ensuring we are meeting all of our legal responsibilities.

· [bookmark: _Hlk29843022]Burglary – theft involving violent, forcible entry, loss or damage to stock, goods held in trust and all contents for which you are responsible within the premises. Does not normally cover theft by employees or others entitled to be on the premises
· Contract Works – covers loss or damage to buildings and other structures while they are under construction. Most contract works policies also include a public liability section which covers personal injury and property damage arising from the construction
· Directors & officers liability – covers claims made against directors and officers of a company for any wrongful acts they commit in their capacity as a director or officer
· Fidelity guarantee – covers financial loss to the company arising from theft or dishonest acts of its employees
· Industrial special risks – covers loss or damage to the physical assets of the company, as well as any associated loss of revenue or profit
· Key person insurance – death or long-term disability of a key person, usually someone vital to the continued running or profitability of the business
· Machinery breakdown – covers the cost of repairing plant and equipment which has broken down and any associated loss of revenue or increase in costs
· Motor vehicle comprehensive – covers damage to the insured vehicles and legal liability arising from property damage caused through use of the vehicle
· [bookmark: _GoBack]Public and products liability – covers your legal liability for personal injury or property damage to others
· Personal accident – covers medical costs and loss of income arising from injuries to non-salaried workers
· Professional indemnity – covers claims for financial loss made by a third party against you arising from a service or advice you have provided
· Workers compensation – covers medical costs and loss of income arising from injuries to salaried employees.
I understand and remain mindful of the importance of being adequately insured (not over or under insured). I would consult a professional before making any commitments. 




































[bookmark: _Toc454444032]Skills and Knowledge Activity
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your 
workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Interact with others
· Get the work done
· Outline business registration and licensing requirements
· Identify commonwealth, state/territory and local government legislative requirements relating to business operation
· Explain creation and termination of relevant legal contracts
· Summarise relevant cultural differences and legal implications
· Describe legal rights and obligations of alternative ownership structures
· Outline necessary record keeping to meet minimum legal and taxation requirements
· Summarise relevant consumer legislation and industry codes of practice
· Outline the key steps in the risk management process
· Explain relevant insurance requirements and products

1. [bookmark: _Hlk29840446]What texts may you have to read to assess the legal and risk management requirements of the business?
2. What reports and workplace documentation may you have to write?
3. What skills are needed to communicate effectively during communications?
4. What information might you need to determine insurance costs?
5. What are organisational policies which may apply to your ethical behaviour?
6. Why may you need to seek legal advice?
7. What sort of information may you need to store securely?
8. What are the benefits of being on the Australian Business Register (ABR)?
9. What local, state/territory, commonwealth and international legislation, regulations and codes of practice may affect business operations? 
10. What elements must be present for a legally enforceable contract?
11. How can you manage diversity and cultural differences within a workplace?
12. What alternative ownership structures exist?
13. What records will you need to keep in order to meet taxation regulation?
14. What is the purpose of the Australian Competition and Consumer Commission?
15. How would you assess risks within an organisation?
16. What insurance requirements may your organisation have?



[bookmark: _Toc360142408][bookmark: _Toc360624854][bookmark: _Toc454444033]Major Activity								
	Estimated Time
	60-120 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.

Attach your completed answers to the workbook.

You must individually, answer the following questions in full to show your competency of each element:

1. Identify and implement business legal requirements
2. Comply with legislation, codes and regulatory requirements
3. Negotiate and arrange contracts
4. Identify and treat business risks

1. [bookmark: _Hlk29843520]Which business legal structure do you believe is the most appropriate? Note the positive and negative aspects of your chosen structure in relation to your business needs. 
2. What kind of permissions do you need to secure and maintain for your business?
3. Pick three elements of general reporting on Section 1.3 of the Learner Guide and explain them in the context of your company, describing what you need to do in order to satisfy this requirement. 
4. What measures do you have in place regarding WHS policies and procedures? Explain why they are effective. If your company has not yet been opened or established, write about what you may need to implement and why.
5. Which description in section 2.2 of the Learner Guide applies to your business? Explain how this works in relation to your business. 
6. What kind of records do you keep in relation to finance? Explain why each system you use is appropriate for your needs. 
7. What legislation may affect any contracts associated with the running of your business?
8. What measures could you put in place to detect incidences of non-compliance?
9. What can you do to ensure legal co-operation with contractual rights and obligations?
10. What systems can you implement to ensure you are sourcing the right item, from the right supplier at the right time? 
11. Through the general running of your business, who can you expect to have contracts with? How does each person or company fit into your business plan?
12. Is renting or buying more ideal for your business needs? Explain why and how you made this decision and detail the options that are available to you in this endeavour. 
13. What is the difference between internal and external threats?
14. What are likely or certain risks within your business?
15. How can you prioritise risks?
16. What compulsory insurance must you obtain in order to run your business? What extra or voluntary insurance could you also get, and why?
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