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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: 		SIMON McCALLUM
Address:	36 KIAMA AVENUE, BANGALEE   QLD   4703
		_____________________________________________________________
Email:		plants2rocks@gmail.com
Employer:	Matt McCallum
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:		____SIGNED PAGE AT BACK OF WORKBOOK_____________
Date:		__25/03/2019________________________________________________
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.





Sole Trader-

Advantages: - start-up costs are minimum, keep all profits, you have maximum privacy, you are the boss and establishing and operating the business is simple and easy.

Disadvantages: - your compacity to raise capital is limited, all responsibility for making day to day decisions is yours, retaining high calibre and reliable workers can be difficult, hard to take holiday and your taxed as a single person


Proprietary limited company-

Advantages: - liability for shareholders is limited, the company can trade anywhere in Australia, tax rates can be more favourable, access to wider capital and skills base and share holders can be employed by the company.


Disadvantages: - Can be expensive to set up, maintain and close up, financial affairs are public, and profits distributed to shareholders are taxable.



















[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.

SOLE TRADER:  
· As a sole trader I can keep my individual tax file number.
· To use business name there are legal obligations under the Business Names Act. As the owner, I’m responsible for complying with the law.  If I fail to comply with the las, ASIC may take action against me.
· ABN & TFN – I need to register for an ABN that identifies my business to the government and community.  Registering for an ABN doesn’t replace my TFN but is used for tax and other business purposes.  It identifies my business. 
· Register for taxes – Tax free threshold for 2018/19 income year is $18,000.
There are some small business concessions available which include discount on capital gains tax, income tax concessions, GST and excise concessions, PAYG instalment concessions and FBT tax concessions.
Individual tax return needs to be lodges each year.
· Business taxes and superannuation are not based on your business structure, but the activities of the business.
· GST & PAYG – I may also need to register for GST if turnover is over $75,000 and PAYG instalments, if there are employees – PAYG withholding payments, make Super Guarantee contributions.  I would need to pay FBT instalments if any employees receive a fringe benefit.
· To ensure my business complies with the legislation and regulatory requirements, I must comply with the Building & Construction Code of Practice 2000, which deals with topics such as licensing, dispute resolutions, security of payment, tendering and selection process, cooperative industrial relations, work health & safety and sill development.
· FAIR TRADING – be aware of the Fair-Trading Laws, Aust Consumer law, complying with competition and consumer act, Australian Standards and Code of Practice.
· PRIVACY LAW – The Privacy Act 1988 is an Australian las that regulates the handling of personal information about individuals.
· ANTI-BULLYING & HARRASSMENT – Be aware of the legal risks associated with harassment and bullying and the steps that can be taken to minimise your potential liability, through the Australian Anti-Discrimination law, Human Rights Commission and the Fair Work Ombudsman.  Also refer to the Work Health Safety Acts as a duty of care to everyone in the workplace.




[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.

· Keep financial records
· Quality Assurance
· Workplace check lists
· Delegate key people for correct jobs
· WHS Practice
· Monitor and review procedures
· Comply with environmental procedures


































[bookmark: _Toc448951342][bookmark: _Toc448951345]
[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.


WHS – comply with, establish & maintain systems, keep appropriate records, know duty of care responsibilities and register with state workers compensation authority.  ASIC should be notified of any changes to structure or the business officers.

Establish systems for qualified people who are responsible for the recording, accounting, data storage & retrieval, auditing and reporting – either through computer systems and software. Make sure updates to legislation are current.

Company records should be kept for seven years.

ABN should be displayed on public documentation.

Abide by the Privacy Act 1988

Comply with equal opportunity and anti-discrimination regulations.

Establish a workplace procedure statement which is a guide for how the business administers everything from its day-to-day operation running, to how to respond to the requirements to comply with legislation, regulation and codes of practice, such as safety and risk assessment and procedures for any environmental requirements.




















[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 person who is the business and is entitled to keep all profits after tax but is liable for all losses.

INCORPORATED COMPANY – Is a legal entity formed by a group of individuals to engage in or operate a business enterprise.  An incorporated business (also called a corporation) is a type of business that offers many benefits over being a sole proprietor or partnership, including liability protection and additional tax deductions. Forming a corporation also allows you raise capital through sale of shares of your company. 

TRUST – A trust is an obligation imposed on a person to hold property or income for benefits of others.  These others are known as beneficiaries.






2. What legal documents may you have to maintain?

· Appropriate software for financial records
· Record of registration of business
· Financial documents
· WHS documents
· Personal / Employee Documents
· Environmental documents
· Policy and Procedures
· Legal records












[bookmark: _Toc448951344][bookmark: _Toc454444023]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. 


· Contracts – Ensure a formal written agreement is signed by both parties
· Employment – Employ qualified staff to ensure work is done professionally
· Services – To ensure the services provided are carried out in accordance with the terms and conditions of the contract.


































[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. 

· The right to refunds or repairs
· The right to payment and delivery in a timely manner
· The right to state of grievances
· The right to seek compensation or redressal
· The right to the acceptance of the offering contract



































[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.


· Purchase planning
· Supplier research and selection
· Price negotiation
· Inventory control and stores
· Supply contract administration


































[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.

1.  Prepare:  
· Identify potential value
· Understand the clients needs of the contract
· Ensure the client has the legal right to legally sign and agree to the contract

2.  Information exchange and validation:
· Knowing and creating value
· Build rapport and trust
· Assess the details of the contract

3.  Bargain:
· Make and manage concessions
· Create and explain value
· Address details of the contract

4.  Conclude:
· Start writing and producing a comprehensive summary of the contract
· Confirm all details of the contract have been met
· Thank the client for the willingness to negotiate

5.  Execute:
· Address any changes that may arise
· Ensure any promises made are followed through




















[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?


Upon starting my business, I would prefer to lease a premise because there is no capital required, which would enable me to invest funds elsewhere in the business.  Leasing is not a long-term financial commitment which is better when starting out my business.

I would not be responsible for property tax, fire insurance on the building, maintenance and repairs, which will keep my costs down.

If the premises became unsuitable then I could vacate at the end of the lease, with no further commitment.  I would not be tied to one spot, especially if the market isn’t profitable in that area or I want to move to a better location.

I can negotiate the terms and conditions of the lease with the owner of the premises, noting any laws and government regulations relating to leasing in my state.




























[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.


1. Internal Risks:
a) Human factor risk could include union strikes, dishonest employees, bad leadership or management skills, cash flow, supply failures.
b) Physical risk is the loss of or damage to the assets of the business and/or equipment.


2. External Risks:
a) Natural disasters
b) Burglary
c) Slow or late paying customers































[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.


1a  The probability for these risks would be highly unlikely. The impact it would have would be my reputation could be damaged and loss of future business.

1b  The probability of this risk is highly unlikely.  The impact would be money spent to repair / replace equipment.



2a  The probability would be highly unlikely.  The impact would mean loss of income for the duration of the disaster, loss of business from clients and any damage to job site and / or equipment.

2b  The probability would be highly unlikely due to all equipment being securely locked away when not in use. If it did happen then the impact would be loss of time waiting for insurers, loss of money and business, having to replace damage or stolen equipment.

2c  The probability would be highly unlikely as initial deposits would taken and quotes signed and accepted before commencing job. If it did happen then I would have to cover costs until payment received.
























[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.


See attachment at end of workbook.











































[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. 


Considering the line of business I am undertaking, I would insure against the following:-

· Burglary – risk would be damage / loss of stock and or equipment
· Machinery Breakdown – The risk would be financial loss to the business, therefore having to cover hire costs.
· Motor Vehicle Comprehensive – If someone was to be in an accident, the insurance would cover damage costs to the vehicles and personnel.
· Public & Product Liability – possible payouts and legal costs could potentially cripple a business.
· Workers Compensation – It would cover the costs for a work related injury, which could include travellig to and from work or on lunch break.































[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. 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?

SEE ATTACHMENT ON PAGE 22



[bookmark: _Toc360142408][bookmark: _Toc360624854][bookmark: _Toc454444033]Skills and Knowledge Activity:

1. Legislation, codes and regulations, relevant acts, Industry and WHS codes of practice, Business registrations and licences, planning and other permissions, environmental legislation, Industrial law, agency law, property law, consumer legislation and standards, torts law, duty or care, Equal employment opportunity and anti-discrimination legislation, anti-competition regulations.
2. Injury reports, WHS reports, taxation reports, superannuation reports and yearly employee reports may have to be written to keep records for the business.
3. These types of skills such as emotional Intelligence, Cohesion and Clarity, Friendliness, Confidence, Empathy, Respect and Open Mindedness, are needed to communicate effectively.
4. You will need to determine all risk factors that could possibly go wrong including internal and external before determining which best insurance policy suits you.  I would use an insurance broker who has knowledge of the industry would likely know where to find the most suitable cover.
5. Ensure that the same organisational values, goals and objectives are implemented across the organisation, for example, Departmental Codes of Conduct. Ensure that best practice in the organisation is understood and implemented, for example, confidentiality.  Enable shared communication, for example, common understanding of particular terms or issues.  Ensure consistency of approach, for example, work being performed to the same quality over a period of time, or across a number of people.  Co-ordinate the provision of services, for example, avoiding the duplication of services across departments or streamlining the provision of a service where people from various departments are involved in its provision.  Address legal issues, or potential legal issues, associated with some aspect of the organisation or its operations.
6. I may need to seek legal advice when dealing with contractual rights and obligations, if an unfortunate accident happens, when I’m seeking advice on insurances and if any other legal issues arise that needs to be dealt with.
7. These types of information should be stored securely: Employee records, financial records, pay records, tax records, customer information and contracts, insurance details, business registration information, copies of relevant Acts, Legislation, Regulations and Codes of Practice.
8. Confirm your business identity to others when ordering and invoicing, avoid PAYG tax on payments, claim GST credits and obtain an Australian domain name.
9. Relevant acts, Industry and WHS codes of practice, Business registrations and licences, planning and other permissions, environmental legislation, Industrial law, agency law, property law, consumer legislation and standards, torts law, duty or care, Equal employment opportunity and anti-discrimination legislation, anti-competition regulations.

10. The following elements - Offer/Agreement, Acceptance, Consideration, Legal Capacity of the parties to act, Legality of the contract (must be in writing), Warranties and conditions, the right to terminate, Rescission, Intention and Certainty, must be present for a legally enforceable contract.
11. To manage diversity and cultural differences in the work place you have to place policies adhering to company goals, highlight personal uniqueness, communicate diversity polices, hold people accountable for their actions and continue to evolve as a business.
12. There are different structures such as Sole trader, Company, Trust, partnership or a government owned enterprise.
13. You will need to keep tax invoices, receipts from suppliers including, records of suppliers, deposit books and bank statements. 
Acquisitions and other expenses such as, expense payment records, invoices and statements for acquisitions, receipts from small cash acquisitions, cheque butts and logbooks for car expenses. 

Wages records which include worker payment records, employment declarations, “pay as you go” PAYG and superannuation records.
You must keep all these records for 5 years.
14. The Australian Competition and Consumer Commission (ACCC) is an independent Commonwealth statutory authority whose role is to enforce the Competition and Consumer Act 2010 and a range of additional legislation, promoting competition, fair trading and regulating national infrastructure for the benefit of all Australians.
15. You would define what risks there may be in the business. Once you have analysed your business’s risks, you should begin to then establish a company risk library (data such as accident report forms, surveys or official records). This provides the framework for the risk assessment process, it summarises and defines the risks to which the business is exposed. You would also assess the risk potential and impact such as financial impact and the likelihood of the risk. Then you would revisit the business risk library annually to review any risks. You can divide the risk probability into categories such as highly unlikely, unlikely, possible, likely and certainty. You can establish a risk assessment form.
16. The insurance requirements would be to have your public liability insurance, comprehensive insurance for vehicles/property, professional indemnity insurance, third-party insurance, workers insurance and any other insurances required by state/territory or commonwealth legislation.  






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. 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?


SEE ATTACHMENT AT PAGE 26

























Major Activity:

1. I believe that being a sole trader is the most appropriate choice because -

Positives - it is easy to set up and start, not expensive to begin, minor government regulations, sole trader earns all profits and it’s easy and simple to close.                                  

Negatives – liability is solely yours, lesser tax concessions, expertise may be limited, reliant on one person only and I could be affected by sickness, holiday’s retirement or even death.

2.  Environmental permissions, correct certificates for workers, any traffic control permits.

3. a) Record all meeting minutes and resolutions - you would hold tool box meetings, any employee contracts, meetings with builders/clients.                                                   
b) Keep proper financial records, example – open a bank account, track your expenses, select a computer accounting package suitable for the business, set up payroll system, determine how to get paid, establish sales tax procedures and determine tax obligations.                                                                                                                      c) Prepare and have audited and lodge financial statements and reports after the end of every financial year – this information would be gathered and forwarded to my selected accountant.

4.  My business would set up the following WHS policy – 

Work health and safety policy
Be committed to providing and maintaining a safe and healthy workplace for all workers (including contractors and volunteers) as well as clients, visitors and members of the public. Hazards and risks to health and safety will be eliminated or minimised, as far as is reasonably practicable. 

The responsibility for managing health and safety ultimately rests with the person in control of the business or undertaking (PCBU), directors and management. Workers also have important responsibilities for health and safety in the workplace.

Be committed to complying with the Work Health and Safety Act 2011, the Work Health and Safety Regulation 2011, codes of practice and other safety guidance material.

Management will:
•	Ensure the business complies with all legislation relating to health and safety
•	Eliminate or minimise all workplace hazards and risks as far as is reasonably practicable
•	Provide information, instruction and training to enable all workers to work safely
•	Supervise workers to ensure work activities are performed safely
•	Consult with and involve workers on matters relating to health, safety and wellbeing
•	Provide appropriate safety equipment and personal protective equipment
•	Provide a suitable injury management and return to work program

Workers will:
•	Take reasonable care for their own health and safety
•	Follow safe work procedures, instructions and rules
•	Participate in safety training
•	Report health and safety hazards
•	Report all injuries and incidents
•	Use safety equipment and personal protective equipment as instructed

The goal is to provide a safe and healthy work environment that is free from workplace injury and illness. This will only be achieved through the participation, co-operation and commitment of everyone in the workplace.

5.  SOLE TRADER – As a sole trader you trade on your own and control and manage the business, you use your TFN when lodging tax returns, you can apply for an ABN for your business and use this number for all business dealings. You a responsible for all profits and losses, also debts and losses can’t be shared with other individuals, register for GST if annual GST turnover is more than $75,000. May be also eligible for any small business tax offset’s, you would put aside money to pay tax by paying quarterly PAYG instalments, claim a deduction for any personal super contributions made after notifying your nominated fund.

6. The records of the business finances would be kept within the accounting software package, together with any bank statements. The accounting software package is easy to download and take to the accountant at the end of each month or quarter.

7.  These legislations may affect my business such as WHS legislation, QBCC regulations, Aust codes of practice, Environmental legislation, the ATO and the ACCC.  All of the above may affect any contracts associated with running of the business at any given time.

8. I would put down these following measures WHS method statement, work safe statements, tool box meetings once a week and check any relevant tickets of employees. These measures would stop or reduce any incidences of non-compliance. 

9. Seek legal advice to clarify business liabilities. With or without legal advice, read the contract and associated documents to clarify the rights and obligations of each party to clarify your business liabilities. A well written contract will set out what both parties have agreed, and the action required will often be obvious. Check the contract for any clause that outlines a process for dealing with disputes between the parties. If the contract or other associated documents do not clarify the issue, obtain professional legal advice.

10. You could use these systems such as using one supplier for each product needed and pre order products to check for pricing and availability.

11.  Contract with employee- ensures employee is aware of terms and conditions of employment. Additional employees develop growth of business.
Contract with domestic clients- If work is over $3300 a written contract is required. Domestic clients are the basis for the growth of my concreting business to begin with. Once finances and recognition have expanded sufficiently more substantial work can be obtained through builders. 
Contact for rental of premises- To begin with small business run from home (under local government approval) keeping expenditure costs to a minimum.

12. Renting would be more feasible for my business due to work could be interstate, therefor buying would mean time having to sell the property and having finances tied up in the property. Generally, the business would be run from a small home office.

13.  An internal threat could be the result of an employee action or failure of a business process, external threats can arise from individuals or organisations working outside of the business. They do not have authorized access to the computer systems or network.

14. Some likely or certain risks within the business would be any injuries to employee’s, employee’s not turning up for work without notice, machinery breakdowns and any bad weather. 

15. A method of prioritising risks is a probability impact matrix system, using that you will be able to prioritise risks from unlikely to certain.

16. You would need public liability insurance, it covers you for third party death or injury. workers compensation is mandatory if you have employees, vehicle insurances for any accidents to or from work, this includes third party injury insurance. Income protection or disability insurance it covers normal income if unable to work through sickness or accident. Building and contents it covers your building contents and stock against things such as fire, floods, malicious damage and explosions. Burglary insurance because it covers you for any burglary of business assets.  
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ACTIVITY 4C
	 
	Likelihood

	Consequence
	1
	2
	3
	4
	5

	 
	Rare
	Unlikely
	Possible
	Likely
	Almost Certain

	5 Catastrophic
	5
	10
	15
	20
	25

	4 Major
	4
	8
	12
	16
	20

	3 Moderate
	3
	6
	9
	12
	15

	2 Minor
	2
	4
	6
	8
	10

	1 Negligible
	1
	2
	3
	4
	5

	
	
	
	
	
	

	Scenario:
	
	
	
	
	

	a)  Worker cut their hand with a trowel, needing stitches
	
	Likelihood of it happening again =
	Unlikely

	
	
	
	
	Consequence =
	Moderate

	
	
	
	
	
	6

	
	
	
	
	
	

	b)  Worker using sledge hammer, slips and hits leg with hammer
	Likelihood of it happening again =
	Possible

	causing broken leg
	
	
	Consequence =
	Major

	
	
	
	
	
	12

	
	
	
	
	
	

	Scenario b would have the highest priority
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