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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: 		_Adam Pszczonka__________________________________________________
Address:	__69 captain cook parade Deception Bay 4508
		_____________________________________________________________
Email:                     zonks1@hotmail.com, nextlevelsteelfixing@outlook.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:		_Adam Pszczonka___________________________________________
Date:		__29/8/18__________________________________________________________
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. 
	Structure type
	Advantages
	Disadvantages

	Cooperative
	- All members have equal voting rights, more control.
-Separate legal entity- members/ directors are not liable for debts unless negligent
- Democratic style of management
- Promotes sharing resources and delegation to increase competitiveness
- Inexpensive to register
- Members can be aged under 18 (can’t stand for office or vote though)

	-Only allows a limited distribution of profits to members (some don’t allow any)
- Relies on all members pulling their weight 
- Formed to provide a service to members rather than a return or investment- hard to attract members wanting financial return
- Everyone has the same vote despite the amount of investment or involvement
- Requires ongoing education programs for members

	Trust
	-Reduced liability
- Assets protected
- Flexibility of asset and income distribution
- Can lower tax rates with profit distribution
- Beneficiaries are generally not liable for trust debts
	-Expensive and complex to set up and administer, must be set up by an accountant
- Difficult to dissolve or make changes once established
- Any profits retained to reinvest into the business will incur penalty tax rates
- Can’t distribute losses, only profits
- Extensive regulations that the trust must comply with

	Association or not-for-profit legal structure
	-Tax exempt/ deduction status
- Protection of directors, officers etc from personal liability (limited liability unless negligent, guarantor etc)
- Eligible for private and public grants and can receive contributions from individuals
	-Operates to benefit a group or community as a charity or not-for profit (profit not distributed to members)
- Comply with government legislation and rules
- Takes time, effort and money to set up 
- Finances are open to public inspection
-Personal control is limited




References:
1. Learner Guide BSBSMB401
2. Australian Securities and Investments Commission (ASIC) website www.asic.gov.au 
3. Department of industry, Innovation and Science website www.business.gov.au
4. Business QLD (QLD Government) www.business.qld.gov.au






[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.

Some legislation applicable to my business (a Building and Construction (Steelfixing) Company):
1. [bookmark: _Hlk522471170]National Construction Code (NCC)
2. The Building Act 1975 and State Building Acts eg QLD building and Construction Industry Commission Act 1991, Building and Construction Industry Payments Act 2004
3. Small Business Fair Dismissal Code
4. Competition and Consumer Act 2010
5. Australian Consumer Law (ACL)
6. National Prequalification System for Civil (road and bridges) Construction Contracts
7. Corporations Act 2001
8. Workplace Health and Safety Act 2011
9. Fire and Emergency Services Act 1990
10. Queensland Ant-Discrimination Act 1991
11. Industrial Relations Act 1999
12. Workers Compensation and Rehabilitation Act 2003
13. The Privacy Act 
14. Fair work Act 2009
15. Fair Trading Act

Obligations and regulatory requirements affecting my Steelfixing business:

As a director:
Under the Corporations Act, key duties include being honest and careful in your dealings, understand what your company is doing at all times, make sure the company can pay its debts on time, ensure proper documentation of financial records, act in the company’s best interest and using any information only for the good of the company.

Tax: 
Report to the Australian Taxation Office (ATO) and apply through the Australian Business Register (ABR) for a TFN and ABN, fuel card credits, pay as you go withholding and perhaps fringe benefits tax. Business activity statements (BAS) need to be submitted to ATO as requested monthly, quarterly or annually in conjunction with the annual income tax return of the business. 

Licenses and Permits: 
To run a business in my industry (construction- steelfixing) my regulatory obligations are to obtain my builders licence (QBCC) and complete a certificate III in Steelfixing. 

Workplace Health and Safety: 
The company has a duty of care to its employees to provide a safe work environment and ensure all employees onsite have been through onsite induction and are familiar with my SWMS (Safe Work Method Statements) 

Insurance: 
My company needs to ensure that all insurances and workers compensation policies relate to the current job and are in place before employees commence construction. 

Employees:
To hire employees, I need to ensure the company pays according to industry standards including minimum wage sums, superannuation payments, production of payslips and group certificates.  It is my duty as an employer to ensure all employees have completed their course in General Safety Induction (construction Industry) ie blue/white cards.

References:
· QLD building and construction Commission www.qbcc.qld.gov.au
· Department of Industry, Innovation and Science www.buisness.gov.au
· Learner Guide
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[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.

Company Business Structure:
To comply with the Corporation Act 2001, I need to maintain a register of my company’s members and keep a record of all directors. All directors need to have full understanding of their legal responsibilities and duties as aforementioned in question 1B. I also need to have a registered place of office where I record all meetings minutes and meeting outcomes. Once I register my company with ASIC, I need to appoint a registered company auditor (accountant) within one month of my company’s registration. I will need pay for ASIC reviews yearly. 

Tax and finance:
Under the Corporations Act, I need to maintain accurate and detailed financial records. As stated in the previous question, I need to report to ATO and obtain an ABN, submit financial statements yearly and BAS statements as requested by the ATO. Company members must be given copies of financial statements and a general meeting must be held once a year, within 5 months of financial year ending. ASIC must be informed of any changes to company details under the Corporations Act and directors of my company need to review annual company statement and pay the annual review fee.

Licenses and permits:
The Building Act and State Building Acts require I have the appropriate qualifications for my industry. Hence, I need to obtain my QBCC to tender a job and Certificate III in Steelfixing to supervise men to complete said job.

Workplace health and safety:
Under the Workplace Health and Safety Act and Fire and Emergency legislation, I need to have completed workplace safety training relating to each of my work sites. Therefore, at every worksite myself and my workers need to have completed a work site induction before stepping on site. Also obtaining a blue/ white card is mandatory for all workers and I must ensure that all my employees have read my SWMS (Safety Work Method Statement) and that the site safety officer has signed off on the SWMS document. 

Insurance:
To protect my employees and my company, I need to apply to Workcover to have all workers compensation insurance in place and use the Workers Compensation Act 2003 and Rehabilitation Regulation 2014 as a framework for managing workers compensation and rehabilitation in QLD. I must also apply for third party insurance to accommodate the contractors needs for each specific job.


Employees:
Under the Industrials Act and Fair Work Act I must pay all employees fairly and on time, pay their superannuation and provide pay slips each pay cycle and a yearly group certificate.  I must ensure no discrimination occurs when employing workers. Under Workers Compensation legislation, I must have my workers compensation insurances in place and enforce that all my employees have obtained their blue/white card (general safety card), completed onsite induction and have read my SWMS.
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[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 Systems:
I must ensure a general Safety Work Method Statement is written, printed and revised for each new tender. I have to discuss with the Site Safety Officer to understand what the upcoming job requires and any specific related hazards/ risks. These risks need to be updated and prioritised in the SWMS if needed. 
The next step of the procedure is for my company supervisor to give the SWMS document to the builder on site and let the builder know how many crew members I have sent for the job. 
Members of the crew will then report to the site office. It is in the site office that the safety officer will do the onsite induction, check safety cards (blue/white cards) and photocopy these documents.  The Safety officer provides my SWMS to my employees after induction for them to sign. 

Business registration Systems
I will first seek advice from various accountants and colleagues as to the best legal structure to suit my business needs. Once I have chosen a legal structure (Company with Family Trust), I will employ an accountant to set up registration and ensure all legal responsibilities have been met. We will register with ASIC and the ATO for the company and Trust, applying for ABN/TFN.  Company registration details along with the certified business managerial course and steelfixing certificate will be sent to QBCC to attain a building licence number. Under my chosen structure, I will need to apply for a nominee licence and a company licence with QBCC.
 
Environmental requirements
Systems/ procedures in place to meet environmental requirements are site specific. Each SWMS will be updated accordingly for each job ie storing combustibles safely and binning all waste. 

Employees 
To meet our legal responsibilities, we need to create welcome back for each new employee. This will detail company policies and procedures which align with various national and state legislature such as the Privacy Act, Industrials Act, Anti-discrimination Act, Safe Work Act so employees will know how to comply with company policy. The pack will also include superannuation and individual tax forms for employees to complete. All information will be updated into our MYOB program and hard copies kept to meet financial and tax legal requirements. All employees will need to provide evidence that they have attained their safety card and copies will be filed at the office and onsite. Employees must sign all SWMS at each job site to acknowledge they have read and understand its terms. Copies will be kept onsite. Lastly, application for Workcover and third party insurance is an essential procedure that my company will complete and the status of each insurance checked before commencement of each new job. 

The company and Trust
All steps to ensure registration requirements have been met will be made in accordance with an accountant’s advice. All fees will be paid up to date and recorded in MYOB software. Directors will be given a copy of their legal rights and responsibilities to ensure they can fulfill their company roles. Regular meetings and minutes will be recorded. All insurance policies will be monitored and kept up to date for each job. BAS and tax statements (Company and Trust tax statements) will be completed by accountant. 









































[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 business structure that gives you total autonomy of your business. It is the cheapest and easiest structure to set up. There are less legal obligations and requirements.  You can use your TFN to submit individual tax income statement each financial year, or alternatively you can apply for an ABN and use this number.  You must keep your business’ tax records for 5 years. You have total liability if you choose this type of structure.

PTY LTD Company:
A company is a separate legal entity and pays its own tax separately to an individual tax income. It is compulsory for a company to apply for its own TFN and ABN.  It is a more complex structure compared to a sole trader structure and is more expensive to set up. A company must also have a separate bank account set up. Companies are regulated by ASIC and are required to keep financial and tax records for 7 years. Companies have limited liability and provide organised control for owners or directors. 

Trust:
A trust is an obligation imposed on a person to hold property or income for the benefit of its beneficiaries. The trustee must apply for their own TFN and ABN for annual tax records. Whether a trustee pays tax depends on the trust structure. 

2. What legal documents may you have to maintain?

Financial records:
Software such as MYOB, Quick Books and Xero will document financial records. 
Accounts receivable, sales module in software, cash sales receipt book, summary receipt book, tax invoices, accounts payable, cash payment book and receipts, cheque book buds, credit card receipts, petty cash book and receipts, purchase orders and summary cash payments are all legal financial documents required to be maintained.

Statuary books:
Will be kept in the registered office of the company and are the official company records relating to all legal matters. These include a register of company formation, company members and directors and documents detailing the minutes of meetings. 

Employee records: 
Financial software such as MYOB will be used to generate these employee records such as hourly rate record, PayG withholding, super records, wages and salary records. Records will be kept for 7 years and copies of the payslips and group certificates that can be generated from the software will be given to the employees. 

Constitutional documents:
Documents that define the existence of the entity (my company) and regulate the structure and control of the entity and its members. These will be revised and maintained accordingly. 

Certificate of incorporation:
Legal documents relating to the formation of my company. This is a licence to form a corporation and trade. Registration will need to be continually maintained. 

Work health and safety:
SWMS, employee safety cards, workers compensation and insurance policies and contractual liability records will all be stored either on site (SWMS, Safety cards) or at the company place of office (policies, contracts, safety card copies).these need to be revised and maintained with each new job.
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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. Employee not bringing safety card to be inducted onsite
To eliminate this error in compliance, each employee will be given a Welcome Starter Pack which will detail our company policies and procedures and requirements to start employment. Standard practice will also be for the Company On Site Supervisor to remind new employees the day prior to job commencement.

2. Poor behaviour on site
The Welcome Starter Pack will document company policies and procedures. Related legislation such as Ant discrimination act and fair work act will also be included in the starter pack. The Supervisor will have to implement the company’s zero tolerance to violence policy every day onsite and promote good morale for the crew with extracurricular team building activities. 

3. Failure to lodge ASIC documents
It is essential to use the same financial systems and procedures for every job and continual liaising with accountant to ensure documents are maintained and submitted within time frame. 





















[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. 


1. Failure to read the contract correctly and thoroughly.

2. Failure to seek specialist advice (lawyer/ accountant) to clarify rights, responsibilities and liabilities.

3. Failure to write the contract in plain English.

4. Failure to include or understand a clause for disputes.

5. Failure to meet contractual agreements eg complete work in stipulated timeframe.
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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
	1. List five products or services to determine procurement rights and ensure protection of the business interests where applicable.

1. Source our company equipment at a reputable company. Ensure this equipment is acquired at a fair price.

2. Selling our labour at market value.

3. Meet contractual time frames.

4. Provide a tax invoice when labour is completed with all business credentials and methods of payment clearly detailed.

5. Tender a job for the best market outcome for both our company and our customer.



























[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. Tender for the right job (a job that is achievable and profitable) using negotiation. 

2. Research the builder who my company has tendered for to ensure they are reputable.  Liaise with the appropriate builder staff members.

3. Ensure our suppliers meet company demands which will in turn allow the company to supply our customer with a good product.

4. Achieve a competitive status within our industry in terms of completing timeframes, good work ethics, delivery of contractual obligations.

5. Ensure pricing is fair and job standard is excellent, so a win win situation is created for both the company and the builder client.



























[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?

I would choose to lease premises for my small business. Providing my company thoroughly investigates the rental/ buyer market and calculates expected costs accurately, leasing would be more beneficial for my business circumstance.

 Firstly, leasing would enable me to keep money in the company (no mortgage deposit, less capital required at start up) and therefore I would have the ability to quote bigger tenders sooner after business set up. 

Another advantage is that leasing will give my company more flexibility, giving me the opportunity to negotiate lease timeframes and perhaps rental costs. Freedom to move premises once the lease has finished is important in case I need to move premises to a better location or move closer to where the work is happening if that changes. Not having to pay rates or maintain property will also be advantageous to my company to keep external costs down, and hence more money within the company. 
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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:

· Theft by employees
· Cash flow problems and possible liquidation
· Union Strikes
· Loss of computer data
· Management and leadership not aligning with company values/policy
· Supply chain failures
· Not tendering correctly
· Injury to employees
· Workplace bullying

External risks:

· Burglary
· Fire or other damage to premises
· Natural disasters (e.g. earthquakes, floods)
· Market fluctuations and price changes
· Weather – Rain days
























[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.

	Risk
	Probability
	Impact

	Theft by employees
	Possible
	Major -expensive tools, equipment to replace

	Cash flow problems/ liquidation
	Possible
	Major – can’t finish contracts, pay employees, grow business

	Union strikes
	Possible – I will generally not be working on Union Worksites
	Major- loss of productivity and money

	Loss of computer data
	Possible
	Moderate- loss of time to restore digital information, will have hard copies of most information though

	Management/ leadership problems
	Possible-eg supervisor not getting along with other trades or promoting good work ethic
	Major- unhappy colleague and employees means decreased work ethic, motivation, performance. However, this can be quickly dealt with if supervisor found to be in breach of company policy eg Antidiscrimination 

	Supply chain problems
	Highly likely – steel not delivered or manufactured/ modified on time
	Major- contracted work cannot be completed within timeframes. This can affect future jobs or business.

	Incorrect job tender
	Possible- probability decreases with experience
	Moderate- won’t make enough profit to further grow business 

	Injury to employees
	Likely- high risk environment
	Major- death or serious illness, loss of work, loss of profit, litigation/ insurance 

	Burglary
	Unlikely
	Major- expensive tools, expensive hardware that stores company confidential information 

	Fire/ other damage
	Unlikely
	Major- loss of time and money

	Natural disaster
	Unlikely
	Major- loss of time and money

	Market/ price fluctuations
	Likely- common place in construction industry
	Moderate- affects how we quote jobs, how much we profit and the quality of men we can employ

	Weather- rain
	Highly likely- location: SE QLD prone to rain
	Major- loss of productivity and money, not meeting timeframes

	Work place bullying
	Possible
	Moderate- decrease productivity (employees unhappy), increase company costs (employee stress leave)








































[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.
The risks to my business are categorised below from highest probability/impact to lowest probability/impact with corresponding PI score recorded.
Unlikely 0.2, possible 0.4, likely 0.6, highly likely 0.8, certainly 1.0
Minor 0.2, moderate 0.4, major 0.6, catastrophic 0.8

	Risk
	Likelihood
	Impact
	PI Matrix Score

	Supply chain problems
	Highly likely 
0.8
	Major
0.6
	0.48

	Weather- rain
	Highly likely
0.8
	Major
0.6
	0.48

	Injury to employees
	Likely
0.6
	Major
0.6
	0.36

	Market/ price fluctuations
	Likely
0.6
	Moderate
0.4
	0.24

	Theft- employee
	Possible
0.4
	Major
0.6
	0.24

	Cash flow problems
	Possible
0.4
	Major
0.6
	0.24

	Union strikes
	Possible
0.4
	Major
0.6
	0.24

	Management/ leadership problems
	Possible
0.4
	Major
0.6
	0.24

	Incorrect tender 
	Possible
0.4
	Moderate
0.4
	0.16

	Loss of computer data
	Possible
0.4
	Moderate
0.4
	0.16

	Workplace bullying
	Possible 
0.4
	Moderate
0.4
	0.16

	Burglary
	Unlikely
0.2
	Major
0.6
	0.12

	Fire/ other damage
	Unlikely
0.2
	Major
0.6
	0.12

	Natural disaster 
	Unlikely
0.2
	Major
0.6
	0.12
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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. 

Likely risks my business faces are related to employee injury, weather and supply chain issues. However, I would like insurance for the majority of possible risks, not just likely ones.  

[bookmark: _GoBack]With that in mind, my approach would be to research the best broker in my area, requesting quotes from several. I would ask for an industry specific package that I can add further policies. I would ensure my broker sells insurance specific for my industry to enhance coverage and decrease costs. 

My company’s insurance requirements will differ from job to job, so it is important I can easily amend/ change insurance policies for each unique situation. For example, liability and workers compensation which is required by law will differ from job to job.  The company will have different liability for each new job and will be stated within each new contract. Workers compensation requirements will also change with each change in head count per job. 

Types of insurance I would likely require are director’s and officer’s liability, industrial risks, key person insurance, motor vehicle comprehensive, public and product liability, personal accident and workers compensation. 






















[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?



[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. 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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