Skills & Knowledge Activity
1. What texts may you have to read to assess the legal and risk management requirements of the business?

· Corporations Act 2001 (Cwlth)
· Anti-Discrimination Act 1991
· Work Health and Safety Act 2011

2. What reports and workplace documentation may you have to write?

· Environmental, financial, WHS, personnel & taxation records/documentation
· Certification of incorporation
· Franchise/partnership/employee/supplier agreements/contracts
· Statutory books (such as register of members, register of directors and minute books)

3. What skills are needed to communicate effectively during communications?

· Uses specific and relevant language to clearly articulate legal issues, and uses questioning and listening techniques to clarify solutions
· Participates in verbal negotiations using language suitable to audience

4. What information might you need to determine insurance costs?

· Packaging several policies together is generally cheaper.
· Try to buy your insurance from a company normally offering small business insurance instead of one selling mainly domestic insurance. 
· Combined types of insurance (small business ‘packages’) are available. 
· Some examples of these are commercial, shop, retail, industrial, office, trades, and business vehicle insurance.

5. What are organisational policies which may apply to your ethical behaviour?

· Anti-Discrimination Act 1991
· Environmental Protection Act 1994
· Corporations Act 2001 (Cwlth)

6. Why may you need to seek legal advice?

· Ensuring legal responsibilities are met
· Writing up contracts/agreements
· If a supplier/customer/employee has a complaint that could interfere with my legal responsibilities




7. What sort of information may you need to store securely?

· Private/confidential documents
· Employee/customer private information
· Intellectual property
· Tax information
· Account information

8. What are the benefits of being on the Australian Business Register (ABR)?

The Australian Business Register (ABR) allows you to apply for an Australian business number (ABN) and other tax registrations such as:
· A tax file number
· Goods and services tax
· Luxury car tax
· Wine equalisation tax
· Fuel tax credits
· Pay as you go withholding
· Fringe benefits tax.

9. What local, state/territory, commonwealth and international legislation, regulations and codes of practice may affect business operations?

· Corporations Act 2001 (Cwlth)
· Anti-Discrimination Act 1991
· Work Health and Safety Act 2011

10. What elements must be present for a legally enforceable contract?

For a legally enforceable contract to be formed, a number of elements must exist:
· There must be an offer by one party and its acceptance by the other
· The parties must intend to create a legal relationship with enforceable terms
· There must be valuable consideration
· There must be certainty as to key terms
· The parties must be competent to make a legally binding agreement
· The matters agreed must be for a lawful purpose.

11. How can you manage diversity and cultural differences within a workplace?

· Culturally appropriate processes and protocols
· Create awareness of culturally competent practices within the organisation and assist or enhance the level of knowledge and understanding with mixed cultures.
· Put systems in place to identify ways to measure/assess the level of cultural competency 
· Identify your workforce and customer cultural diversity.

12. What alternative ownership structures exist?

· Company
· Cooperative
· Corporation
· Government owned enterprise
· Partnership
· Profit or not-for-profit legal structure
· Sole trader
· Trust.

13. What records will you need to keep in order to meet taxation regulation?

· A tax file number
· Goods and services tax
· Company spending receipts
· Invoices
· Pay as you go withholding for staff
14. What is the purpose of the Australian Competition and Consumer Commission?

To administer the Trade Practices Act 1974 and the Prices Surveillance Act 1983.





15. How would you assess risks within an organisation?

· Identify risks
· Update SWIMS and JSAs regularly 
· Create a risk assessment matrix
· Have procedures and contingencies in place to mitigate identified risks

16. What insurance requirements may your organisation have?

· 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
· 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
· [bookmark: _GoBack]Workers compensation – covers medical costs and loss of income arising from injuries to salaried employees.
