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Important: This workbook helps you understand and organise your responsibilities. It is not legal advice, a government licence, an official inspection report or proof that your studio follows every local rule. Always check current rules with the government office responsible for your area and services.


How to Use This Workbook
Complete each worksheet with the matching online lesson. Use current official sources, write down questions that still need an answer and update the workbook when your services, studio, equipment or local rules change.
Studio managers: name the person responsible for each action and check that the work is completed across all artists and body art services.
Sole artists: set a separate time to check your own work and write down who can give you specialist help.
Proof: write down what you can show or check. Do not say compliant or approved unless you can prove exactly what that claim covers.
Privacy: do not put names, contact details or private health information in this learning copy. Keep real client records in your secure studio system.
Learner details
	Learner name
	

	Studio manager or sole artist
	

	Studio or business
	

	Country state or province and local council area
	




Worksheet 1 Local Rules Register
Write down each rule that applies to your work, where you found it and what proof you keep. Add more rows when you need them. Keep old entries marked as replaced so earlier decisions still make sense.
	Rule or duty
	Official source and office
	Service and area
	Proof kept
	Person responsible
	Checked and next review

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Questions that still need an answer
	Question and facts
	Person or office asked
	Answer and date
	What you changed

	
	
	
	

	
	
	
	

	
	
	
	




Worksheet 2 Services and Contacts
List the work that really happens. Include guest work, mobile work, teaching and products you sell. Do not assume that one licence or approval covers every service.
	Service or technique
	Who does it
	Where it happens
	Equipment and products
	Government offices and approvals
	Work not offered or restricted

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Government contact list
	Government office
	What it is responsible for
	How to contact it
	Last checked
	Next step

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Worksheet 3 Safe Studio Workflow
Follow one complete service from setup to final waste removal. Write down what you actually see, not what the procedure says should happen.
	Work step
	How clean items and people move
	How used items move
	Safety step needed
	What you saw
	Problem and action

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Needlestick splash and exposure plan
	What must happen
	Current plan or location
	Problem person responsible and due date

	Immediate first aid
	
	

	Urgent medical advice
	
	

	Private incident report
	
	

	Follow up
	
	

	Find and fix the cause
	
	




Worksheet 4 Product Record Check
Choose one pigment, jewellery item, cartridge, needle or other important supply. Follow it from purchase to your stock and one procedure record.
	Check
	Evidence
	Check
	Evidence

	Product and how it is used
	
	Maker or brand
	

	Supplier and proof of purchase
	
	Lot batch or other number
	

	Expiry date and sterile claim
	
	Storage and current stock
	

	Link to the procedure record
	
	
	

	
	
	
	

	
	
	
	


Practise a product recall
	Action
	Person responsible
	Proof and result
	Time and lasting fix

	Stop and separate the stock
	
	
	

	Search stock and records
	
	
	

	Contact the right people
	
	
	

	Check that every action is complete
	
	
	




Worksheet 5 Consent and Privacy
Review one consent form and the conversation around it. Check your local age and decision making rules. A form from another country is not proof of your local rules.
	Question or work step
	Why you need it and what allows it
	Local rule or source
	Who can see it and how long it is kept
	Change needed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


When to stop and get help
Write down the warning signs or situations that mean you must stop the consultation. Add who you will contact, how you will protect the client's privacy and any report your local rules require.







Worksheet 6 Studio Self Check
This is your own studio check, not a government inspection. A government inspector must use the official system for that country, state or province, and local council area.
	Problem and proof
	How serious is it
	Immediate action
	Why it happened
	Long term fix
	Person and due date
	Proof it is fixed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Check that the fix works
Choose one completed studio fix. Write down the proof that it was completed, how you checked that it works and who agreed that the problem can be closed.







Worksheet 7 Marketing and Complaints
Check what you say about your studio wherever clients or government offices may see it. Include websites, directories, social pages, certificates, signs and printed material.
	Current wording
	What proves it and what it covers
	Could it sound like a government licence
	Clearer wording
	Person and date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Complaint and government contact check
	What should happen
	Proof you have
	Problem or risk
	Action

	Easy way to complain
	
	
	

	Urgent safety response
	
	
	

	Fair review
	
	
	

	Private and secure records
	
	
	

	Check promised fixes
	
	
	




Worksheet 8 Your 90 Day Plan
Choose the section that matches your work. A studio manager can give tasks to others but must check the result. A sole artist should write down who can provide outside help when needed.
	Important task
	Person responsible or support
	How and when it is checked

	Local rules register
	
	

	Licences approvals and training
	
	

	Studio cleaning and infection prevention
	
	

	Products and records
	
	

	Incidents and complaints
	
	


Actions for the next 30 60 and 90 days
	Due date
	Risk or rule
	Action and result wanted
	Person
	Proof
	Review and status

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Learner Declaration and Final Review
Complete this review before the final assessment. Keep the workbook as proof of your learning. Do not present it as a government inspection report or proof that your studio follows every local rule.
The services, roles and locations covered by my plan are:



The government office or qualified adviser I will ask about unanswered local questions is:



The highest-priority risk I have controlled or scheduled is:



The evidence I will review at 30, 60 and 90 days is:




	Learner name
	Signature
	Date

	
	
	


Declaration: I completed this workbook using the information available to me. I wrote down any local questions that still need an answer. I understand that BAQA training does not replace legal advice, government permission or an inspection.
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