Practical Assessment - BSBSMB401 Establish legal and risk management requirements of small business

BSBSMB401
ESTABLISH LEGAL AND RISK MANAGEMENT
REQUIREMENTS OF SMALL BUSINESS

PRACTICAL ASSESSMENT INSTRUCTIONS

 The following practical assessment will require the Participant to complete
work related activities.

» The Assessor will conduct observations of the Participant's work to determine
whether they display sufficient practical skills and knowledge.

» Please fill in the details below — providing your name, signature and date of
assessment.

o The Participant’'s signature acknowledges that the Assessor provided
clear instructions and the Participant understood what was required to
complete this assessment.

¢ The Assessor may substitute a Practical Task with an alternate task of equal
value.

o Alternate tasks must be fully documented by the assessor in the
Assessor Comments area.

Participant name AS;’] ’e "{ CthqﬁV\
- \J

Participant signature W

Date ‘68”:1.!&0&0

Assessor name

Assessor signature
Date
Number of tasks .
Number of tasks fully completed Task outcome (Tick)
. Not Yet
1 \\ﬂ Sat'Sfa_c Y Satisfactory
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Assessor Comments:
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Practical Assessment - BSBSMB401 Establish legal and risk management requirements of small business

BSBSMB401
ESTABLISH LEGAL AND RISK MANAGEMENT
REQUIREMENTS OF SMALL BUSINESS

Practical Task 1

Description of task:
The participant is required to demonstrate their ability to identify and comply with all regulations affecting a small
business. The participant is required to negotiate and arrange contracts, as well as identify and treat business risks.

These tasks may be simulated or real. The participant is to gather evidence of how they have completed each component
of the Practical Task, which is to be submitted with this Practical Assessment sheet. The observer is to provide detailed
comments on the tasks completed by the participant. The assessor is to verify the observer's comments in the Assessor
Comments section, and provide the Practical Assessment outcome on the front cover of this document.

Resources required:

Computer and telephone.

Assessment of task

Name of participant: p\g‘/\\w @%Jﬂ Qo

Name of observer: A W\ U\ J D ( il S/
—J

Role of observer
(Confim suitability to sign)

Email address of observer W [[;/Lj'@ OJ Hoo ‘Z- COp~.a L/

Signature of observer:

Date: (0/\/7/01|

When completing the task, did the participant:

Tick if satisfactorily completed.
Provide comments if left unticked.

{st 2nd
Occasion Occasion
1 Identify and implement business legal requirements  /

1.1A. Identify and research possible options for the business legal structure \/'

using appropriate sources. .
1.1B. Determine legislation and regulatory requirements affecting operations of r\/

the business under its chosen structure. /s
1.1C. Develop and implement procedures to ensure full compliance with relevant \/

legislation and regulatory requirements.

2 Comply with legislation, codes and regulatory requirements
1.2A. Establish systems to ensure legal rights and responsibilities of the

business were identified and the business was adequately protected,
specifically in relation to the following requirements:
,/

o Work health and safety (WHS) K
e Business registration
e Environmental requirements
1.2B. Identify taxation principles and requirements relevant to the business, and . /
follow procedures to ensure compliance.
1.2C. Identify and carefully maintain legal documents and maintain and update V4
relevant records to ensure their ongoing security and accessibility
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1.2D. Monitor provision of products and services of the business to protect legal
rights and to comply with legal responsibilities.

1.2E. Conduct investigations to identify areas of non-compliance with legal and
requlatory requirements, and take corrective action where necessary.

v

3 Negotiate and arrange contracts

1.3A. Seek legal advice on contractual rights and obligations, if required, to
clarify business liabilities.

il

1.3B. Investigate and assess potential products and services lo determine
procurement rights and ensure protection of business interests where
applicable.

v
/.
v

1.3C. Negotiate and secure contractual procurement rights for goods and
* services including contracts with relevant people, as required, in
accordance with the business plan.

v/

N

1.3D. |dentify options for leasing or ownership of business premises and
complete contractual arangements in accordance with the business plan.

v

4 Identify and treat business risks /
1.4A. |dentify potential internal and external risks to the business. vV,
1.4B. Assess the probability and impact of identified risks. v
1.4C. Prioritise risks for treatment. v _

1.4D. Develop actions to mitigate risks, including identifying insurary
requirements and adequate cover.

The Participant’s performance was: méatisfactory I:l Not Satisfactory

Observer comments;
All 3044{144144031 ﬂ;f.s?}’ f]é//lcfr
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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;

uy

1]

Assessor (nitials

Authentic

Valid

Reliable

Current

Sufficient

Learneris deemed: COMPETENT NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:

Comments from Trainer / Assessor:

Assessor Signature:




Candidate Details

Assessment — BSBSMBA401: 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 BSBSMBA401: Establish legal and risk management requirements of small
business

_— Ashley Costigan
Address: | O K'W\é{/ﬂiﬂ ﬁ‘f:r
Qg Mxtntain @ H3an
Email; mlf\l‘cjw&]mcmham@ ammtl Com

Employer:

Declaration

| declare that no part of this assessment has been copied from another person’s work with the
exception of where | have listed or referenced documents or work and that no part of this
assessment has been written for me by another person.

Signed:

Date: 08 “g\l ng\o

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:
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Learner Workbook




Activities

Activity 1A
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Estimated Time

30 minutes

Objective To provide you with an opportunity to identify and research possible options for
the business legal structure using appropriate sotirces
Activity 1. Conduct your own research and document advantages and disadvantages in

creating the types of legal structure detailed in this table.
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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.
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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.
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Activity 2A
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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
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responsibilities of the business are identified and the business is adequately
protected.
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Activity 2B
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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.
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Activity 2C
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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.
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Activity 3A
Estimated Time | 25 minutes
Objective To provide y u with an opportunity to s kI g al advice on contractual rights
and obligations, if re q d to clarify business liabilities, investigate and assess
potenti Ip d t ervices to determin p ement rights and ensure
protection of bus inter t wher ppl cabl
Activity 1. In pairs, group individually li tf ontractual rights and obligations

that could g'v cause to potential business liabilities.
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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
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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

rights for goods and services$ contrdcts.
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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

e % MNo Pnj(@wr”ﬂ/(

business in your capital city, and why?
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Activity 4A
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Estimated Time

Objective

To provide you with an opportunity to identify potential internal and external
risks to the business
1

Activity

ntevnad .

. Give examples of internal and external risks that may affect your
organisation
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Activity 4B
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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.
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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.
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Activity 4D
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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.
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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 you_r

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

» Getthe work done

» Outline business registration and licensing requirements

> ldentify 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?

What reports and workplace documentation may you have to write?

What skills are needed to communicate effectively during communications?

What information might you need to determine insurance costs?

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

Why may you need to seek legal advice?

What sort of information may you need to store securely?

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

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?

NGOV RWN




| 22

What extra or voluntary insurance could you also get, and why?




Major Activity
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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:

10.

11.

12,

13.
14.
15.
16.

Identify and implement business legal requirements
Comply with legislation, codes and regulatory requirements
Negotiate and arrange contracts

Identify and treat business risks

NS

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.

What kind of permissions do you need to secure and maintain for your
business?

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. ‘

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.

Which description in section 2.2 of the Learner Guide applies to your
business? Explain how this works in relation to your business.

What kind of records do you keep in relation to finance? Explain why each
system you use is appropriate for your needs.

What legislation may affect any contracts associated with the running of
your business?

What measures could you put in place to detect incidences of non-
compliance?

What can you do to ensure legal co-operation with contractual rights and
obligations?

What systems can you implement to ensure you are sourcing the right item,
from the right supplier at the right time?

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?

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.

What is the difference between internal and external threats?

What are likely or certain risks within your business?

How can you prioritise risks?

What compulsory insurance must you obtain in order to run your business?
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