Skills and Knowledge Activity
1. Texts that may require reading to assess company’s legal and risk management needs:
· National Construction Code (NCC)
· The Building Act 1975 and State Building Acts ie QLD building and Construction Industry Commission Act 1991, Building and Construction Industry Payments Act 2004
· Small Business Fair Dismissal Code
· Competition and Consumer Act 2010
· Australian Consumer Law (ACL)
· National Prequalification System for Civil (road and bridges) Construction Contracts
· Corporations Act 2001
· Workplace Health and Safety Act 2011
· Fire and Emergency Services Act 1990
· Queensland Ant-Discrimination Act 1991
· Industrial Relations Act 1999
· Workers Compensation and Rehabilitation Act 2003
· The Privacy Act 
· [bookmark: _GoBack]The Fair Work Act

ASIC, QBCC and government websites such as Department of Industry, Innovation and Science and ACCC will also be useful resources.

2. Reports and workplace documentation that may be required:
Financial Reports:
Company tax reports, ASIC reports, employee payslips, employee group certificates, tax invoices, credit card receipts.

Statuary reports:
A register of company directors, register of company members and record all meeting minutes.

Employee records: 
WHS report if an employee is injured on site, safety cards, personal details for tax purposes.

Constitutional and incorporation certificates and documents:
Company licence, registration documents, company formation documents QBCC accreditation. 

Work place documents:	
Safety card, SWMS, plans and drawings of scope of works, tool box meeting report (between my employees), safety meeting minutes report (on site safety team meeting), a record of Subcontractor and on site foreman meeting.

3. Skills needed for effective communication

· Listen- take time to listen to others when they communicate
· Non- verbal body language- eye contact, hand gestures, open stance
· Clarity and concision- just saying enough, not too much or too little, easy to follow plan/ instructions for the day, convey message succinctly
· Confidence- believe in what you are saying and that you will follow through 
· Open mindedness- have a flexible and open-minded approach to all communication
· Feedback- effectively give and receive feedback
· Have respect- to all colleagues, other companies, employees and their point of views
· Be friendly – encourage co-workers to engage in open and honest communication by being approachable
· Be knowledge- be prepared for meetings, understand demands and tasks needed to be completed


4. Information needed to determine insurance costs:

· Contractual obligations- some builders determine within their contracts what type of liability insurance is required from my company to complete job ie $10 million, $20 million cover
· Number of employees- will increase insurance needs with increased head count
· Risks assessment with each new job- more high risks equals higher insurance levels needed
· A range of information from various brokers to determine best price and cover
· QLD and construction industry mandatory insurance requirements


5. Organisational policies that apply to ethical behaviour:

My company organisational policies will align with legal legislation regarding ethical behaviour. For example, in line with the Privacy Act, I will keep all employee and client information confidential. I will store all records securely. Using anti-discriminatory policies that my company will have in place, I will ensure there is a no tolerance for work place bullying. All prospective employees will be given fair employment opportunities regardless of cultural, race or gender differences. Along Fair Work and ACCC polices, I will pay above the minimum award wage and give my employees all legal entitlements such as superannuation payments. All employees will be given copies of payslips and group certificates as legally required.  I will tender with competitive, yet fair prices. Work safe code of conducts will be enforced on all my job sites to ensure a safe work environment for all my employees. 


6. When legal advice may be sort:

· To read through contracts, especially if there are any issue I don’t understand
· If my company was unable to settle any contractual disputes with the other party
· If an employee was injured onsite
· If a Client (builder) is suing my company or for any civil lawsuit against my company



7. Information needed to be stored securely:

· Employee records- financial and safety related
· Company financial and tax statements
· Company register and licence documents
· All company accounting
· Company structure formation details
· All contracts



8. Benefits of being on the ABR

The ABR is a national business data set that provides you with business identity information. 

The benefits of being on the ABR is that it is national wide and regulates businesses. Administration costs to my business will be reduced when dealing with other businesses as the ABR provides a standard for business reporting/ electronic sharing that enhances compliance of my company (and other businesses) to government regulations. This will help support my business and reduce the burden of reporting to the government.  By being registered, my business will have easy access to online services that are electronically secure. 


9. Legislation, regulations and codes of practice affecting my business:

Some of the legislation I will incorporate into my company policies:
· [bookmark: _Hlk522471170]National Construction Code (NCC)
· The Building Act 1975 and State Building Acts eg QLD building and Construction Industry Commission Act 1991, Building and Construction Industry Payments Act 2004
· Small Business Fair Dismissal Code
· Competition and Consumer Act 2010
· Australian Consumer Law (ACL)
· National Prequalification System for Civil (road and bridges) Construction Contracts
· Corporations Act 2001
· Workplace Health and Safety Act 2011
· Fire and Emergency Services Act 1990
· Queensland Ant-Discrimination Act 1991
· Industrial Relations Act 1999
· Workers Compensation and Rehabilitation Act 2003
· The Privacy Act 
· Fair work Act 2009
· Fair Trading Act

I need to ensure my company policies and procedures create a fair, safe and harmonious environment and meet all financial legal requirements and obligations. 

Fair policies- fair pay rate and entitlements for workers, fair tendering prices, no discrimination of employees 
Safe policies- SWMS, compulsory PPE, compulsory safety meetings and onsite inductions, insurance and workers compensations, appropriate equipment training for employees
Harmonious policies- no tolerance to violence or bullying, open and honest communication with employees and clients, zero tolerance for drug and alcohol use
Financial polices- store financial records for 7 years, keep employee records confidential and secure, pay registration fees on time, complete tax as required, store business register securely 








10. Elements present for a legally enforceable contract:

For a contact to be legally enforceable it must be written in plain English and both parties must have read and signed the document. 

Both parties need to have agreed on all aspects of the contract and the actions required of each party need to be obvious. 

A dispute clause is not essential but should be included, especially within the construction industry where disputes are very common. Seeking legal advice to clarify any contractional issues is also important.

11. Manage diversity and cultural differences within the workplace:
Firstly, there needs to be acknowledgment that differences do exist within workforce and amongst customer personnel. Using this knowledge, company policies need to be made that relate to all aspects of the business’ procedures and functions.  All policies and systems need to comply with equal opportunity and anti-discrimination regulations to promote a happy, harmonious and inclusive workplace. All employees must have full understanding and compliance with these policies.
Identifying the type of workforce and customer clientele my company will be interacting with is essential. I need to ensure I have knowledge of these cultures that are different to mine so I can approach them with understanding and respect. I need to then ensure that I have systems in place that can recognise, assess and further train (if required) different levels of cultural competency. For example, sitting down with an employee to explain each SWMS if they speak English as a second language and cannot read English competently, ensuring that they have full understanding before starting a job.

12. Alternative ownership structures:
· Partnership
· Pty Ltd company
· Sole trader 
· Trust
· Corporation 
· Government owned
· Profit/not for profit legal structures

13. Records that will be kept to meet taxation regulation:
· Business registration/ formation documents
· Credit card receipts 
· Tax income and financial statements
· All accounting aspects ie money coming in/ going out
· Employee information such pay slips/ group certificates

14. Purpose of the ACCC
The ACCC promotes competition and fair trade in markets to benefit consumers, businesses, and the community. It also regulates national infrastructure services.
Its role is to enforce the Competition and Consumer Act 2010 and a range of additional legislation that promote competion and fair trade for the benefit of all Australians.  
Under the Trade Practices Act 1974, the ACCC prevents anti- competitive conduct, thereby encouraging fair competition and efficiency in business, which results in greater choice for consumers (and businesses when they are in a purchasing role) in price, quality and service. This safeguards consumers and businesses in their dealings with other businesses. 

15. How to assess risks within an organisation
· Identify all possible risks
· Describe probability and impact of each individual risk
· Score risk using a PI matrix with a higher PI score reflecting a greater risk ie SMWS for steelfixing

16. Insurance requirements my organisation might have:
· Work injury / workers compensation
· High risk work activity 
· Liability
· Key person insurance- income, death, sickness
· Tool insurance
· Motor vehicle insurance








