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ASSESSMENT OVERVIEW 

This Student Assessment Booklet includes all your tasks for assessment of CHCLEG003 Manage legal and 

ethical compliance. 

ABOUT YOUR ASSESSMENTS 

This unit requires that you complete 3 assessment tasks. You are required to complete all tasks to 

demonstrate competency in this unit.  

Assessment Task About this task 

Assessment Task 1: Written questions  Students must correctly answer all 18 questions to show that 

they understand the knowledge required of this unit.  

Assessment Task 2: Case studies Students are to read four case studies and complete the 

questions for each. 

Assessment Task 3: Project  There are two parts to this assessment. 

 Part A: Students must develop an equal employment 

policy and answer a set of written questions. 

 Part B: Students are to answer a set of written questions. 

How to submit your assessments 

When you have completed each assessment task you will need to submit it to your assessor. 

Instructions about submission can be found at the beginning of each assessment task. 

Assessment Task Cover Sheet 

At the beginning of each task in this booklet, you will find an Assessment Task Cover Sheet. Please fill it in for 

each task, making sure you sign the student declaration.  

Your assessor will give you feedback about how well you went in each task, and will write this on the back of 

the Task Cover Sheet. 

Make sure you photocopy your written activities before you submit them – your assessor will put the 

documents you submit into your student file. These will not be returned to you. 

Assessment appeals 

You can make an appeal about an assessment decision by putting it in writing and sending it to us. Refer to 

your Student Handbook for more information about our appeals process.  
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ASSESSMENT TASK COVER SHEET – ASSESSMENT TASK 1 

Students: Please fill out this cover sheet clearly and accurately for this task.  

Make sure you have kept a copy of your work. 

Name: 

Date of birth: Student ID: 

Unit:  

 CHCLEG003 Manage legal and ethical compliance 

Student to complete Assessor to complete 

Assessment Task 

Resubmission? 

Y/N 

Student  

initials 

Sufficient/ 

insufficient Date 

Written questions     

STUDENT DECLARATION 

I  ________________________________________________________ declare that these tasks are my own work.  

None of this work has been completed by any other person. 

I have not cheated or plagiarised the work or colluded with any other student/s.  

I have correctly referenced all resources and reference texts throughout these assessment tasks.  

I understand that if I am found to be in breach of policy, disciplinary action may be taken against me. 

Student signature:  _________________________________________________________________________________  

Student name:  ____________________________________________________________________________________  

Date:  _____________________________________________________________________________________________   

 

  



 

 SAB LEGAL AND ETHICAL COMPLIANCE (ID 98394) CHC52015 DIPLOMA OF COMMUNITY SERVICES 

© 2015 Eduworks Resources, a division of RTO Advice Group Pty Ltd Page 6 

 

ASSESSOR FEEDBACK 

Assessors: Please return this cover sheet to the student with assessment results and feedback.  

A copy must be supplied to the office and kept in the student’s file with the evidence.  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

 __________________________________________________________________________________________________  

Assessor signature:  ________________________________________________________________________________  

Assessor name:  ___________________________________________________________________________________  

Date:  _____________________________________________________________________________________________   
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ASSESSMENT TASK 1: WRITTEN QUESTIONS  

 

TASK SUMMARY: 

 This is an open book test – you can use the Internet, textbooks and other documents 

to help you with your answers if required. 

 You must answer all 18 questions correctly.  

 Write your answers in the space provided.  

 If you need more space, you can use extra paper. All extra pieces of paper must 

include your name and the question number/s you are answering. 

 You may like to use a computer to type your answers. Your assessor will tell you if 

you can email them the file or if you need to print a hard copy and submit it. 

WHAT DO I NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 Access to textbooks and other learning materials. 

 Access to a computer and the Internet (if you prefer to type your answers). 

WHEN DO I DO THIS TASK? 

 You will do this task in the classroom or as homework – your assessor will advise. 

 Write in the due date as advised by your assessor:  ___________________________________  

WHAT DO I NEED TO DO IF I GET SOMETHING WRONG? 

If your assessor marks any of your answers as incorrect, they will talk to you about resubmission. You will 

need to do one of the following: 

 Answer the questions that were incorrect in writing. 

 Answer the questions that were incorrect verbally.  
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QUESTION 1 

QUESTION 1 

Gilly has been asked to write a set of policies and procedures for records management in his workplace.   

He has been asked to make sure he complies with AS/ISO 15489.   

Gilly has no idea of what AS/ISO 15489 is, so he decides to ask you about it. 

What is AS/ISO 15489? How does it relate to legal and ethical compliance for the implementation of policy 

and procedures? 

 

QUESTION 2 

Gilly is also asked to make sure that the records management policies and procedures comply with the 
Australian Privacy Principles (APP). 

What are the APP and what do they cover?  
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QUESTION 3 

Harry is a drug user.  

He is not at imminent danger to himself or to others, but his mother is worried about him. His mother tries 
to get him admitted to rehab, but she is told that Harry will need to give ‘informed consent’ to receive 
treatment.   

Why is this so? Provide an example to explain informed consent. 

 

QUESTION 4 

Nathan is a youth worker. He has been working with Gillian for some time now.   

Recently Nathan has been spending more time with Gillian than with other clients.   

One day Nathan suggests to Gillian that she come to his house to watch a movie. Gillian does not want to 
do this, as the other clients are starting to talk about her and Nathan.   

Nathan tells her not to worry about it, and to make sure she comes around to his place tonight otherwise 
he will tell his supervisor that she has been smoking marijuana.   

Gillian feels that she has to go because she is scared to get in trouble.   

Review the Australian Community Workers Association Code of Ethics at the website: 

http://www.acwa.org.au/course-accreditation/codeofethics.pdf.  

Based on what you have read, what principle is Nathan contravening?  
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ASSESSMENT TASK 2: CASE STUDIES 

 

 

TASK SUMMARY: 

You are to read the case studies and complete the questions that follow. 

WHAT DO I NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 Access to textbooks and other learning materials 

 Access to a computer and the Internet (if you prefer to type your responses). 

WHEN DO I DO THIS TASK? 

 You will do this task in the classroom or as homework – your assessor will advise. 

 Write in the due date as advised by your assessor:  ___________________________________  

WHAT DO I NEED TO DO IF I GET SOMETHING WRONG? 

If your assessor marks any of your answers as incorrect, they will talk to you about resubmission. You will 

need to do one of the following: 

 Answer the questions that were incorrect in writing. 

 Answer the questions that were incorrect verbally.  

CASE STUDY 1: PRASAD MOVES TO AUSTRALIA 

Prasad recently joined SupportKids, taking on the role of the team leader.  

Prasad has recently moved to Australia from India. He was very pleased that his experience with children in 
need in India has been recognised and he could get employment in a team leader’s role.  
Prasad had been employed in India for over 15 years, during which time he had campaigned for children’s 
rights and had made many inroads into the care and protection of children across the country. Prasad was 
known to be a skilled and dedicated social worker.  

After settling into his new role, Prasad noticed some of his team members making quiet jokes when he was 
around the office. Some would giggle or quietly laugh when he would speak and do silent movements 
ridiculing his natural gestures.  

During lunch times, Prasad overhead some of the team mention his name and put on an Indian accent 
during their conversation. This happened more obviously when Prasad was giving the team updates during 
their weekly catch ups.  

Furthermore, one of the team members, Ben, would send regular emails to the rest of the team with jokes 
and comical images about the Indian culture. When Prasad attempted to ignore these jokes about him, he 
also noticed the responsiveness of his team decline. They were not supportive of his requests and lacked 
the team cooperation and loyalty that he needed to get tasks done.   

Prasad began to lose his confidence with his new role and team leadership. He felt humiliated because of 

his culture and ethnic background, and he could not understand why his team were not as welcoming as 
he expected. They did not make him comfortable in his position as their team leader. 

Eventually Prasad withdrew his interaction with the team over time, cancelling meetings and confining his 
communication to emails rather than face-to-face discussion.  

The jokes about Prasad failed to cease and became targeted at his withdrawn behaviour. He became 
agitated and depressed until he completely withdrew himself from the workplace and ceased working due 
to increasing stress. 

Prasad was also homesick, as all of his family and friends resided back in India.  
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1. What legislation or standards does this situation breach? Provide an explanation to support your answer. 

 

2. Describe the implications (risks, consequences, penalties) that could arise to both employee and 

employer as a result of this situation.  
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ASSESSMENT TASK 3: PROJECT 

 

TASK SUMMARY: 

There are two parts to this assessment: 

 Part A: You must develop an Equal Employment policy and answer a set of written 

questions. 

 Part B: You are to answer a set of written questions. 

PART A: EQUAL OPPORTUNITY POLICY 

WHAT DO I NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 The Equal Opportunity Policy template (provided at the end of this task) 

 Access to the Internet (for conducting online research)  

 Access to a computer (if you prefer type out your answers) 

 Access to workplace policies and procedures. 

WHEN DO I DO THIS ASSESSMENT? 

 You will do this task during your work placement. 

 Write in the due date as advised by your assessor:  ___________________________________  

WHAT DO I NEED TO DO IF I GET SOMETHING WRONG? 

If your assessor identifies that you have not completed all parts of the template, you will be given an 

appropriate time in which to resubmit.  

INSTRUCTIONS: 

1. Review the Equal Opportunity Policy template on the next page.  

2. Research your work placement service’s policies, procedures, codes and other relevant documentation to 

guide you in filling out the template. 

3. Complete all sections of the template, writing in a clear, professional manner. Remember to use your own 

words when filling out the template – do not copy from existing documentation.  
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Policy title:  

Document owner:  

Approved by:  

Date approved:  

This policy covers the following:  

 Scope 

 Objectives  

 Company values and commitment  

 Key terms and definitions  

 Rights and responsibilities  

 Related policies and procedures  

 Key contacts  

 Implementation  

 Training and certification  

 Complaints procedure  

 Policy review 

 Document control. 

Scope 

(Provide an overview of who and what the policy covers.) 
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ASSESSMENT INFORMATION  

About this marking guide 

This document is to be used as a guide to marking the assessment tasks required for this unit.  

This document outlines the instructions provided to the student for each task and accompanying sample/ 

benchmark answers and any relevant instructions for the assessor.  

Assessment tasks  

This unit is assessed in the following ways: 

Assessment Task Overview 

Assessment Task 1: Written questions  Students must correctly answer all 18 questions to show that 

they understand the knowledge required of this unit.  

Assessment Task 2: Case studies Students are to read four case studies and complete the 

questions for each. 

Assessment Task 3: Project  There are two parts to this assessment. 

 Part A: Students must develop an equal employment 

policy and answer a set of written questions. 

 Part B: Students are to answer a set of written questions. 

Assessment plan 

The Student Assessment Booklet includes an assessment plan that students are required to read and sign. 

Get this signed plan before students begin the assessment tasks for this unit. Students can use this plan to 

declare whether they need any support or adjustments. 

Assessment documents 

We have developed a range of comprehensive assessment documents for assessment of this unit.  

Assessors will need the following documents: 

 Assessment Record Tool – to be used by the assessor to record the decision-making process. Details 

about workplace-based tasks are also included in this document. 

 This Marking Guide, which includes: 

– a guide to assessors on the process of assessment 

– benchmark responses to assessment tasks 

– mapping of assessment tasks to unit of competency requirements (see the end of this booklet). 

Students will need to receive: 

 Student Assessment Booklet for this unit 

 Work Placement Booklet (students only need to be given this once). 

Assessors must provide students with the due date for each assessment task for this unit – students should be 

instructed to write the dates in their Student Assessment Booklet. 

Assessment attempts and resubmissions 

Students have up to three attempts to complete assessment tasks satisfactorily. If after the third attempt, the 

student has not completed the task satisfactorily, the assessor must make alternative arrangements for 

assessment. Depending on the task, this may include: 

 resubmitting incorrect answers to questions (such as short answer questions and case studies) 

 resubmitting part or all of a project, depending on how the error impacts on the total outcome of the task 
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ASSESSMENT TASK 1: WRITTEN QUESTIONS 

 

TASK SUMMARY: 

 This is an open book test. 

 Students need to answer all 18 questions correctly.  

 Students must answer the questions by writing in the space provided.  

 If students need more space, they can use extra paper. All additional sheets of paper 

must include their name and the question number/s they are answering. 

 Students may prefer to use their computer to type their answers. Advise students if 

they can email their answers as a Word file, or if they must print and submit hard 

copies. 

WHAT DO STUDENTS NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 Access to textbooks and other learning materials. 

 Access to a computer and the Internet (if students prefer to type their responses). 

WHEN AND WHERE DO STUDENTS NEED TO DO THIS? 

 Students will do this task in the classroom or as homework – advise the students as to which is required. 

 Provide students with the due date for this assessment so they can write it in their Student Assessment 

Booklet. 

WHAT DO STUDENTS HAVE TO SUBMIT? 

 Their answers to each question. 

Note to the assessor: 

Students must answer all questions correctly. If you identify that students have answered any questions in 
this task incorrectly, they will need to be given an appropriate time in which to resubmit. Students should 

only redo questions that are incorrect; however they will need to resubmit the entire assessment.  

Students can be given the opportunity to answer questions verbally if appropriate.  

Discuss timeframes for resubmission with the student when you tell them the outcome for this task. 

Instructions to students: 

QUESTION 1 

Gilly has been asked to write a set of policies and procedures for records management in his workplace.   

He has been asked to make sure he complies with AS/ISO 15489.   

Gilly has no idea of what AS/ISO 15489 is, so he decides to ask you about it. 

What is AS/ISO 15489? How does it relate to legal and ethical compliance for the implementation of policy 

and procedures? 

The student must provide a clear and correct definition of AS/ISO 15489 and include a description of how this 
standard is the benchmark to assist workplaces in the accuracy of records management.  

AS/ISO 15489 is the Australian and international standard for records management. It provides guidance on 
creating records policies, procedures, systems and processes to support the management of records in all 
formats. It is widely used in Australia and internationally in both private and public organisations. 
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The standard provides a descriptive benchmark that organisations can use to assess their records 
management systems and practices. It is designed to help organisations create, capture and manage full and 
accurate records to meet their business needs and legal requirements and satisfy stakeholder expectations. 

This standard provides the basis for all the National Archives' records management standards, policies and 
guidelines. 

QUESTION 2 

Gilly is also asked to make sure that the records management policies and procedures comply with the 
Australian Privacy Principles (APP). 

What are the APP and what do they cover?  

The Australian Privacy Principles (APPs) regulate the handling of personal information by Australian 
government agencies and some private sector organisations.  

The APPs cover the collection, use, disclosure and storage of personal information. They allow individuals to 
access their personal information and have it corrected if it is incorrect. 

QUESTION 3 

Harry is a drug user.  

He is not at imminent danger to himself or to others, but his mother is worried about him.  

His mother tries to get him admitted to rehab, but she is told that Harry will need to give ‘informed consent’ 
to receive treatment.   

Why is this so? Provide an example to explain informed consent. 

Harry cannot be forced to go into rehab unless he is deemed to be a danger to himself or others.   

Harry has the right to be fully informed of what will occur during the rehab  program, and, once he is in 
possession of the facts, to choose whether to consent to this type of treatment or not. This is informed 
consent. 

QUESTION 4 

Nathan is a youth worker. He has been working with Gillian for some time now.   

Recently Nathan has been spending more time with Gillian than with other clients.   

One day Nathan suggests to Gillian that she come to his house to watch a movie. Gillian does not want to 
do this, as the other clients are starting to talk about her and Nathan.   

Nathan tells her not to worry about it, and to make sure she comes around to his place tonight otherwise 
he will tell his supervisor that she has been smoking marijuana.   

Gillian feels that she has to go because she is scared to get in trouble.   

Review the Australian Community Workers Association Code of Ethics at the website: 

http://www.acwa.org.au/course-accreditation/codeofethics.pdf.  

Based on what you have read, what principle is Nathan contravening?  

The student must explain how this is a breach to the code of ethics under Principle 5: 

5. The welfare and community worker as a practitioner within complex social structures has an 
obligation to safeguard the human value of all persons encountered in practice.’ 

Nick is breaching this principle as he is breaking the client/worker professional boundary. He is also using his 
power and position to possibly pursue a sexual relationship.  
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ASSESSMENT TASK 2: CASE STUDIES 

 

 

TASK SUMMARY: 

 Students are to read each case study and complete the questions that follow. 

WHAT DO STUDENTS NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 Access to textbooks and other learning materials 

 Access to a computer and the Internet (if students prefer to type their responses). 

WHEN AND WHERE DO STUDENTS NEED TO DO THIS? 

 Students will do this task in the classroom or as homework – advise students as to which is required. 

 Provide students with the due date for this assessment so they can write it in their Student Assessment 

Booklet. 

WHAT DO STUDENTS HAVE TO SUBMIT? 

 Answers to all questions. 

Note to the assessor: 

Students must answer all questions correctly. If you identify that students have answered any questions in 
this task incorrectly, they will need to be given an appropriate time in which to resubmit. Students should 
only redo questions that are incorrect; however they will need to resubmit the entire assessment.  

Students can be given the opportunity to answer questions verbally if appropriate.  

Discuss timeframes for resubmission with the student when you tell them the outcome for this task. 

Instructions to students: 

CASE STUDY 1: PRASAD MOVES TO AUSTRALIA 

Prasad recently joined SupportKids, taking on the role of the team leader.  

Prasad has recently moved to Australia from India. He was very pleased that his experience with children in 
need in India has been recognised and he could get employment in a team leader’s role.  
Prasad had been employed in India for over 15 years, during which time he had campaigned for children’s 
rights and had made many inroads into the care and protection of children across the country. Prasad was 
known to be a skilled and dedicated social worker.  

After settling into his new role, Prasad noticed some of his team members making quiet jokes when he was 
around the office. Some would giggle or quietly laugh when he would speak and do silent movements 
ridiculing his natural gestures.  

During lunch times, Prasad overhead some of the team mention his name and put on an Indian accent 

during their conversation. This happened more obviously when Prasad was giving the team updates during 
their weekly catch ups.  

Furthermore, one of the team members, Ben, would send regular emails to the rest of the team with jokes 
and comical images about the Indian culture. When Prasad attempted to ignore these jokes about him, he 
also noticed the responsiveness of his team decline. They were not supportive of his requests and lacked 
the team cooperation and loyalty that he needed to get tasks done.   

Prasad began to lose his confidence with his new role and team leadership. He felt humiliated because of 
his culture and ethnic background, and he could not understand why his team were not as welcoming as 
he expected. They did not make him comfortable in his position as their team leader. 
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Eventually Prasad withdrew his interaction with the team over time, cancelling meetings and confining his 
communication to emails rather than face-to-face discussion.  

The jokes about Prasad failed to cease and became targeted at his withdrawn behaviour. He became 

agitated and depressed until he completely withdrew himself from the workplace and ceased working due 
to increasing stress. 

Prasad was also homesick, as all of his family and friends resided back in India.  

1. What legislation or standards does this situation breach? Provide an explanation to support your answer. 

Correct answers should include reference to relevant Acts such as:  

 Equal Opportunity Act 2010 

 Racial Discrimination Act 1975 

 Racial and Religious Tolerance Act 2001 

Prasad is being discriminated against by his team because of his ethnic background and culture. He is 
being vilified because of his race.  

2. Describe the implications (risks, consequences, penalties) that could arise to both employee and 

employer as a result of this situation.  

Answers may include those similar to the points listed below: 

 Prasad is withdrawn. He is already isolated from friends and family. He is anxious and depressed.  He 
has low self-confidence and self-esteem. He has become socially withdrawn and reclusive. His low 
mental and emotional state can affect his physical health – for example, being stressed or on 
medication can have side effects, such as loss of appetite, lethargy and so on.  

 His career will suffer in the long term and he may be demoted from his managerial position.  

 His employer is responsible for a safe workplace.  Employees are not following legal requirements or 
workplace procedures (presuming these have been put in place). The employer may face fines or 
other penalties for allowing discrimination and bullying to continue 

 The employees are not following legal requirements and workplace policies and procedures. This 
could lead to disciplinary processes and possible loss of jobs. 

 Prasad may take workers’ compensation – this will lead to an increase in WorkCover premiums, 
causing additional expense to the organisation. 

 The employer will lose Prasad’s skills if he does not return to work – he was recruited due to his 
substantial skills in youth work. 

3. Describe the responsibilities of Prasad, the work team and management  

 Prasad is responsible for raising a complaint or confronting the team about their behaviour. He should 
voice his concerns to higher management so they are aware of the situation.  

 The team is responsible for providing a safe and comfortable working environment with an open and 
accepting attitude and positive behaviour. All staff should model respectful and courteous behaviour 
regardless of an individual’s racial background or culture. They are responsible for ensuring Prasad is 
welcome and supported within the team and new environment, making an effort to involve him in 
activities and should acknowledge his cultural beliefs and practices. The team have a duty to respect 
Prasad as their team leader and cooperate effectively as a unit.  

 Management have the responsibility to ensure that the team is compliant with workplace policies and 
procedures related to equal opportunity, bullying, harassment and discrimination. They have a duty to 

support Prasad during the transition and should have implemented better change management with 
the team.  

 Management should also provide Prasad with ongoing support to help him socially integrate with the 
team as well as his new environment – for example, providing groups or contacts he could reach out 
to.   

 Management should also be more aware of the inappropriate behaviour of staff and any misconduct. 
An open door policy is also a good strategy for staff to raise confidential concerns or discuss sensitive 
issues.  
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ASSESSMENT TASK 3: PROJECT 

 

TASK SUMMARY: 

There are two parts to this assessment: 

 Part A: Students must develop an Equal Employment policy and answer a set of 

written questions. 

 Part B: Students are to answer a set of written questions. 

Instructions to students: 

PART A: EQUAL OPPORTUNITY POLICY 

WHAT DO STUDENTS NEED IN ORDER TO COMPLETE THIS ASSESSMENT? 

 The Equal Opportunity Policy template (provided at the end of this task) 

 Access to the Internet (for conducting online research)  

 Access to a computer (if students prefer type out their answers) 

 Access to workplace policies and procedures. 

WHEN AND WHERE DO STUDENTS NEED TO THIS ASSESSMENT? 

 Students will do this task during their work placement (they may also do parts of the task in their own 

time). 

 Provide students with the due date for this assessment so they can write it in their Student Assessment 

Booklet. 

WHAT DO STUDENTS HAVE TO SUBMIT FOR THIS ASSESSMENT? 

 A completed Equal Opportunity policy.  

 Answers to the written questions. 

Note to the assessor: 

Students must complete this task correctly. If you identify that students have completed any parts of the 
task incorrectly, they will need to be given an appropriate time in which to resubmit. Students should only 
redo parts of the task that are incorrect; however they will need to resubmit the entire assessment.  

Discuss timeframes for resubmission with the student when you tell them the outcome for this task. 

1. Review the Equal Opportunity Policy template on the next page.  

2. Research your work placement service’s policies, procedures, codes and other relevant documentation to 

guide you in filling out the template. 

3. Complete all sections of the template, writing in a clear, professional manner. Remember to use your own 

words when filling out the template – do not copy from existing documentation.  
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Policy title: Equal Opportunity Policy – SupportingKids Inc   

Document owner: Policy Developer  

Approved by: Senior Management and Human Resources  

Date approved: 07 July 2015 

This policy covers the following:  

 Scope 

 Objectives  

 Company values and commitment  

 Key terms and definitions  

 Rights and responsibilities  

 Related policies and procedures  

 Key contacts  

 Implementation  

 Training and certification  

 Complaints procedure  

 Policy review 

 Document control. 

Scope 

The student must provide an overview of who and what the policy covers. Sample response: 

This policy has been developed for all employees at SupportingKids Inc.  

This policy provides the required guidelines and framework to support a safe and fair working environment 
across all areas of SupportingKids Inc.  

It is the responsibility of all employees to remain compliant with this policy at all times during their period 
of employment. Any member found in breach of this policy will be subject to employment reviews and 

potential termination of employment.  

This policy covers unacceptable conduct in the workplace, including:  

 direct discrimination 

 indirect discrimination 

 bullying and harassment 

 sexual harassment 

 racial and religious vilification 

 victimisation. 

All workers at SupportingKids Inc have the right to a safe and healthy working environment. 

Objectives 

The student must provide a description of the policy’s goals and aims. Sample response: 

This policy aims to:  

 support equal opportunity in the workplace  

 maintain employer and employee responsibilities under the Equal Opportunity Act  

 provide the obligation of all employees to work fairly with others  

 provide guidelines for all employees to treat others with utmost courtesy and respect 

 maintain high quality working environment for all staff  

 provide direction for internal complaints management 
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UNIT MAPPING – CHCLEG003 Manage legal and ethical compliance 

Application  This unit describes the skills and knowledge required to research information about compliance and ethical practice responsibilities, and then develop and monitor 

policies and procedures to meet those responsibilities. 

This unit applies to people working in roles with managerial responsibility for legal and ethical compliance in small to medium sized organisations. There may or 

may not be a team of workers involved. 

The skills in this unit must be applied in accordance with Commonwealth and State/Territory legislation, Australian/New Zealand standards and industry codes of 

practice. 

Licensing requirements NA 

Prerequisites NA 

 

Element Performance criteria 

Assessment Tasks  

AT1 AT2 AT3 

1. Research information 

required for legal 

compliance 

1.1 Identify sources of information about compliance requirements  1, 2, 3  

1.2 Evaluate own area of work and determine scope of compliance 

requirements 
  

Part A  

Part B: 8 

1.3 Access and interpret information relevant to area of work 
11  

Part A  

Part B: 8 

1.4 Identify risks, penalties and consequences of non-compliance  1, 2, 3 Part B: 8 

1.5 Assess and act on need for specialist legal advice 12, 16   

2. Determine ethical 

responsibilities 

2.1 Identify the ethical framework that applies to the work context 
4, 9, 12 1, 2, 3 

Part A 

Part B: 8 

2.2 Incorporate scope of practice considerations as part of ethical 

practice 
 1, 2, 3 Part A 

2.3 Evaluate responsibilities to workers, clients and the broader 

community 
 1, 2, 3 Part A 

2.4 Model ethical behaviour in own work 17   

3. Develop and 

communicate policies 

and procedures 

3.1 Clearly articulate and document policies and procedures to 

support legal and ethical practice in readily accessible formats 
  Part A 

3.2 Integrate documentation and record keeping requirements into 

policies and procedures 
1  Part A 

3.3 Ensure systems protect client information 6 3  
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Element Performance criteria 

Assessment Tasks  

AT1 AT2 AT3 

3.4 Nominate the roles and responsibilities of different people in 

meeting requirements where multiple people are involved 
 1, 2, 3  

Part A  

Part B: 3, 8 

3.5 Distribute policies, procedures and legal information to colleagues 

and peers in a timely fashion 
 1, 2, 3 Part B: 3, 4 

4. Monitor compliance 4.1 Evaluate work practices for non-compliance on an ongoing basis, 

and implement modifications 
 1, 2, 3  

4.2 Maintain and update required accreditations or certifications 11   Part B: 5 

4.3 Refer issues or breaches of ethical or legal practice to relevant 

people 
12, 16 1, 2, 3  

5. Maintain knowledge of 

compliance 

requirements 

3.1 Identify and use opportunities to maintain knowledge of current 

and emerging legal requirements and ethical issues 
  Part B: 5, 6 

3.2 Share updated knowledge and information with peers and 

colleagues 
  Part B: 4, 6 

3.3 Proactively engage in process of review and improvement  4  

 

Performance Evidence 

Assessment Tasks & Method 

AT1 AT2 AT3 

The candidate must show evidence of the ability to complete tasks outlined in elements and performance criteria of this unit, manage tasks and manage contingencies in the context of the job 

role. There must be evidence that the candidate has: 

 determined the scope of legal and ethical compliance requirements and responsibilities, and 

developed policies and procedures for at least 1 workplace or business 
  

Part A 

Part B 

 developed a strategic response to at least 3 different situations where legal or ethical 

requirements have been breached 
4, 9, 12, 14 1, 2, 3, 4  

 

  



 

 
MG LEGAL AND ETHICAL COMPLIANCE (ID 97612) CHC52015 DIPLOMA OF COMMUNITY SERVICES 

© 2015 Eduworks Resources, a division of RTO Advice Group Pty Ltd Page 39 

Knowledge Evidence 

Assessment Tasks & Method 

AT1 AT2 AT3 

The candidate must be able to demonstrate essential knowledge required to effectively do the task outlined in elements and performance criteria of this unit, manage the task and manage 

contingencies in the context of the identified work role. This includes knowledge of: 

 legal responsibilities and liabilities of managers and others in different types of organisation 
 1, 2, 3, 4 

Part A 

Part B: 8 

 legal and ethical frameworks (international, national state/territory, local), how these apply in the 

workplace, and the responsibilities of managers in the development and monitoring of policies 

and procedures, including those related to: 

   

 children in the workplace 9   

 codes of conduct 
13, 16 1, 2, 3 

Part A 

Part B 

 codes of practice 
13 1, 2, 3, 4 

Part A 

Part B 

 complaints management 12   

 continuing professional education  5   

 discrimination  1  

 dignity of risk 14   

 duty of care 7 1, 2, 3, 4  

 human rights:    

 Universal declaration of human rights 8   

 relationship between human needs and human rights  1, 2, 3  

 frameworks, approaches and instruments used in the workplace  1, 2, 3  

 informed consent 3   

 mandatory reporting 18 1, 2, 3  

 practice standards 
All 1, 2, 3, 4 

Part A 

Part B 

 practitioner/client boundaries 4   

 privacy, confidentiality and disclosure 2 3  
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Knowledge Evidence 

Assessment Tasks & Method 

AT1 AT2 AT3 

 policy frameworks 
All 1, 2, 3 

Part A 

Part B 

 records management 1  Part A 

 rights and responsibilities of workers, employers and clients  1, 2, 3, 4  

 specific requirements in the area of work, including:    

 key practices that are prohibited by law 4, 9, 12, 14 1, 2, 3  

 auditing and inspection regimes 10   

 main consequences of non-compliance  1, 2, 3, 4 Part B: 8 

 need to apply for licences and associated mandatory training and certification 

requirements 
5, 11   

 statutory reporting requirements 11   

 business insurances required including public liability and workers compensation 11, 15   

 accreditation requirements 11   

 requirements to develop and implement plans, policies, codes of conduct or 

incorporate certain workplace practices 
 1, 2, 3 

Part A 

Part B 

 work role boundaries – responsibilities and limitations of different people 4 1, 2, 3  

 work health and safety 9 4  

 sources of information and advice on compliance including:    

 local, state/territory or commonwealth government departments or regulatory agencies 
16  

Part A 

Part B: 8 

 industry associations 16   

 plain English documentation that explains legislation All   

 functions and operating procedures of regulatory authorities of particular relevance to the health 

and community service sectors 
16   

 methods of receiving updated information on requirements   Part: B: 4, 6, 8 

 use of policies and procedures in managing compliance and ethical practice in both internal  1, 2, 3, 4  
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Knowledge Evidence 

Assessment Tasks & Method 

AT1 AT2 AT3 

work practice and external service delivery 

 formats for policies and procedures and what they should include 
 4 

Part A 

Part B 

 techniques for monitoring compliance  1, 2, 3, 4 Part B: 5, 6, 8 

 

Assessment Conditions 

Assessment Tasks & Method 

AT1 AT2 AT3 

Skills must have been demonstrated in the workplace or in a simulated environment that reflects workplace conditions. The following conditions must be met for this unit: 

 use of suitable facilities, equipment and resources, including:  

 current legislation and regulations All 1, 2, 3, 4  

 workplace policies and procedures 
All  

Part A 

Part B 

 modelling of industry operating conditions, including:  

 use of real or simulated organisation for which the candidate develops policies and 

procedures 
12 1, 2, 3, 4 

Part A 

Part B 

 integration of problem solving activities 4, 9, 12, 14 1, 2, 3, 4 Part A 

Assessors must satisfy the Standards for Registered Training Organisations (RTOs) 2015/AQTF 

mandatory competency requirements for assessors. 
RTO to ensure 
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ASSESSMENT TASK 2: CASE STUDY 1 – PRASAD MOVES TO AUSTRALIA 

 Comments 

Attempt 1 

Yes/No 

Date: _____________  

Attempt 2 

Yes/No 

Date: ______________  

Attempt 3 

Yes/No 

Date: ______________  

Did the student answer all questions 

correctly?  (Please note which 

questions were answered incorrectly, if 

applicable) 

    

If ‘no’ to the above, did you identify gaps 
in the student’s understanding and 
knowledge?  

    

If ‘yes’ to the above, what arrangements 
have been made for reassessment? 

    

Please add any feedback to the student about this task on the Assessment Cover Sheet. Keep a copy of the completed Assessment Task Cover Sheet.  

 

ASSESSMENT TASK 2: CASE STUDY 2 – KELLY AND THOMAS ON NIGHT SHIFT 

 Comments 

Attempt 1 

Yes/No 

Date: _____________  

Attempt 2 

Yes/No 

Date: ______________  

Attempt 3 

Yes/No 

Date: ______________  

Did the student answer all questions 

correctly?  (Please note which 

questions were answered incorrectly, if 

applicable) 

    

If ‘no’ to the above, did you identify gaps 
in the student’s understanding and 
knowledge?  

    

If ‘yes’ to the above, what arrangements 
have been made for reassessment? 

    

Please add any feedback to the student about this task on the Assessment Cover Sheet. Keep a copy of the completed Assessment Task Cover Sheet.  
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RECORD OF ASSESSMENT OUTCOMES: LEGAL AND ETHICAL COMPLIANCE 

This section records the outcome of each task/assessment requirement so that the final assessment 

outcome can be determined for the unit CHCLEG003 Manage legal and ethical compliance.  

The table below shows all the assessment requirements for this unit. Once a student has satisfactorily 

completed all requirements related to the unit, they can be given a Final Assessment Result of 

‘Competent’. A number of spaces have been provided to record multiple attempts. Final Assessment 
Results should only be recorded once all tasks have been attempted. 

Assessment requirements/tasks 

Task Outcome 

Satisfactory (S) 

Not satisfactory (NS) Date 

Assessor 

initials 

1. Written questions     

   

   

2. Case studies 

 Case study 1: Prasad moves to Australia 

 Case study 2: Kelly and Thomas on night shift 

 Case study 3: Helping a friend 

 Case study 4: Revising the procedure 

   

   

   

3. Project  

 Part A: Equal opportunity policy 

 Part B: Written questions  

 

   

   

   

Final Assessment Results Result (C/NYC) Date 

CHCLEG003 Manage legal and ethical compliance   

  

  

Student name: 

Assessor name: 

Assessor signature: Date:        /       / 

 


